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Foreword
This Technical and Vocational Education and Training Institution Quality Assurance Manual (TVET QA Manual) was published in 2011 in a collaboration between the  Ministry of Education and UNESCO Bangkok Asia and Pacific Regional Bureau for Education under the Capacity Development for Education for All – Lao PDR Programme (CapEFA). It will be used as a guide for the quality enhancement of TVET institutions.
The manual  has benefited from local and international expertise and was approved by the Minister of Education on 8 April 2011. It is hoped that the manual will be beneficial to TVET institutions, teachers, students, and the public.
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Chapter 1: The Concept of Quality Assurance
1.1 Educational Quality Assurance
This quality assurance system for TVET institutions in Lao PDR has been developed following a review of international processes and practices that could be adapted to the local context. The review included materials from the Asia Pacific Accreditation and Certification Commission (APACC), from quality frameworks in Europe, Australia, and Thailand, and from the International Labor Organization (ILO). 
The definition of key terms related to  quality in TVET institutions varies among countries and regions. It is important, therefore, that all stakeholders agree on definitions and vocabulary. Below are some definitions specific to the Lao PDR context.

1) Quality in Vocational Education and Training (VET) refers to three aspects: VET qualifications, courses, and providers. Educational quality is to be consistent with the vision and mission of national education initiatives.
2) Quality Assurance for education is the process of monitoring and assessment in line with defined requirements. The quality assurance system helps an institution gain confidence in its quality and gain an increase in public trust. Quality assurance may be undertaken by an external agency or through a TVET institution’s own internal quality management system (QMS). Quality assurance – whether external or internal and irrespective of how quality is defined – requires established benchmarks against which qualifications, courses and providers can be assessed.
3) Quality Control means the systems and mechanisms for quality education that are in place and are in accordance with designed indicators.  

4) The Quality Standard for TVET institutions may be developed and assessed through:

· Internal quality assurance processes;

· An external TVET quality assurance agency;

· International standard-setting of international generic applications (for example, ISO 9000 provisions).

5) Quality Auditing is the process of internal monitoring of TVET institutions to ensure the presence of quality control mechanisms. The administrator of the TVET institution should develop a positive environment for his/her staff, conducive to quality work. TVET institutions should develop their own sustainable approaches to quality monitoring to suit their needs.
6) Quality Assessment is identification of the quality of TVET institutions against indicators identified in the TVET QA Manual. This process is designed to help institutions identify strengths, weaknesses, and opportunities for improvement. Quality assessment will comprise self-assessment, internal assessment and external assessment.

7) Self-Assessment involves institution-level quality assessment and includes input from official committees, school staff, and students. A written self-assessment report (SAR) is required. Self-assessment must be conducted yearly  in accordance with the annual development plan of the institution. 

8) Internal Assesment involves quality assessment performed by the Technical and Vocational Education Department (TVED). An assessment committee may comprise TVED representatives, the Educational Standard and Quality Assurance Center (ESQAC), and representatives of the TVET Quality Network from each region. Internal assessment can be conducted every two to three years to enhance policy review and institutional development planning.

9) External Assessment involves quality assessment by an external or independent agency. It may be organized every three to five years. Employers and organizations that employ graduates should be involved in the assessment. 

10) Accreditation is the outcome of internal and external quality assessment. It helps to ensure that institutions are recognized for providing quality TVET programs. 

11) Internal Quality Assurance is the result of internal quality assessment by an appointed committee from TVED, ESQAC, and the TVET QA Network. It ensures that TVET institutions are able to demonstrate their quality level by measure of TVET QA Manual indicators.

12) External Quality Assurance is the process of quality assessment and assurance of TVET institutions by an external agency.
13) System and Mechanisms refers to  implementation steps carried out by staff. It includes planning in relation to the organization of activities and allocation of resources towards designed goals.

14) Quality Component consists of a set of indicators measuring an aspect of the  the quality assurance system.    
15) Indicator is a standard to measure the level of quality implemented. 
16) Educational Product means the output of the TVET institution.
17) Efficiency refers to the extent to which resources are well used by the institution.
18) Effectiveness means the quality of outcome of the TVET institution in relation to goals and objectives.

1.2 General principles of the quality assurance system in Lao PDR
The overall quality assurance system starts with establishing the quality standard, conducting assessments and using the results of the assessments as shown in the picture below.
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· The process of achieving the quality standard involves all stakeholders: the institutions which will be assessed, TVED, ESQAC, and organizations that employ students and graduates of the institutions. All concerned parties must collectively work to achieve the standard.

· The quality assurance system includes several activities, starting from the self-assessment of the institution and finishing with the use of assessment outputs. Institutions conduct a self-assessment every year. The institution utilizes the results of the self-assessment to improve internal quality for the next semester. The self-assessment report is also the basis for  the annual report of the institution to be sent to the parent organization.

· After the self-assessment report, TVED conducts an internal assessment. The assessment team consists mainly of representatives of TVET institutions. The assessment reviews the self-assessment report and distributes the information among TVET institutions. The internal assessment is conducted every two years.

· Following the internal assessment, ESQAC conducts an external assessment, in coordination with outside parties, such as employers and senior persons involved in TVET. The external assessment report is sent to an accreditation committee for approval. (In this preliminary stage,  the Ministry of Education (MoE) will receive the report. The accreditation committee will be  established at a later date.) The external assessment is conducted every three or five years depending on the conditions of the institution. Ultimately, the accredited institution will gain confidence and public recognition. Other institutions will also be motivated to gain similar recognition. 
1.3 Process of institutional quality development
The institution improves its quality through several methods, including: the “Plan, Do, Check, Act” (PDCA) cycle and the Total Quality Management (TQM) approach. The simple and most popular method is the PDCA cycle, also known as the Demming wheel (named after W. Edwards Demming, a quality management pioneer). The cycle is explained below:
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PLAN

Establish the objectives and processes necessary to deliver results in accordance with the expected output. 
DO

Implement the planned processes.
CHECK

Analyze the processes, compare the results against the expected results and identify gaps.
ACT

Analyze the gaps and determine their causes. Each gap will be related to either one or more of the PDCA steps. Determine where to apply changes for improvement.
Chapter 2: The Quality Standard for TVET institutions
2.1 Background
The educational quality standard defines the quality characteristics required for each institution. The standard is intended to improve the quality of the institution, and it is to be built into the institution's objectives. The standard is based on various educational components, for which there are a series of indicators. 
2.2 Purpose of the standard
(1) For the institution and its parent organization, the standard helps to develop the quality of the institution and its products, and measure its performance.

(2) The standard strengthens societal confidence in educational quality and institutional services.

(3) For government and communities, the standard facilitates decision-making about financial allocations.
(4) The standard provides quality information to learners.

(5) The standard provides information for parents, companies and government regarding institutional mechanisms, and;
(6) The standard enhances transparency, equity and accountability in education, particularly for public institutions.

2.3 Principles in relation to indicators
(1) Indicators serve to elucidate educational achievements against set objectives as defined by the education law.
(2) They present the inputs, processes and outputs of education management which correspond to the duties and responsibilities of the institution as defined by the MoE.

(3) Indicators are compact, clear and show important aspects of the institutions.

(4) Indicators correspond to the overall quality assurance achieved through self-assessment, internal assessment and external assessment.

(5) Indicators stimulate quality development.

(6) Indicators are comparable to international benchmarks, to support the development of teachers and students.

2.4 Quality Standard Components for TVET Institutions
The quality standard consists of 10 components and 32 indicators. The 10 components fall into three categories: the fundamental component (1-6), the enhancive component (7-9) and the originality or innovation component (10).
	Component /Details

	Component 1: Vision, mission, and objectives  

	1. Establishment of vision and mission, officially implemented, and well known by all stakeholders (including administrators, administrative committee, teachers, staff, parents, industries, supporters, and students)

	2. Establishment of objectives in accordance with policies, roles, responsibilities, capacities of the institution and in compliance with the needs for occupational and socio-economic development of communities and the nation

	3. Review of objectives in order to serve socio-economic development as scheduled (annually)

	Component  2: Curriculum and teaching-learning delivery 

	4. Curriculum developed to meet the needs of labor market and the community

	5. Delivery of teaching-learning in theory/practice and workplace training provided as indicated in the curriculum

	6. Delivery of teaching-learning carried out as planned

	7. Monitoring mechanism of  teaching-learning delivery

	8. Teaching evaluation

	Component  3: Learners, support of learners, and graduates 

	9. Systematic and continuous academic support for learners

	10. Student activities for environment, sport, arts, and culture (involving communities and society)

	11. Networks for job opportunities of students after graduation

	12. Promotion of occupational standards for students

	Component 4: Staff management and development

	13. Number of teachers suitable to number of students

	14. Qualifications and/or experience (work or training experience) of teachers and staff

	15. Recruitment of teachers and staff

	16. Incentives and support system for staff

	17. Staff development plan

	Component  5: Budget and funding sources

	18. Efficiency of budget utilization

	19. Academic income-generation plan

	Component 6: Facilities and Environment 

	20. Area and buildings

	21. Classrooms suitable for number of students

	22. Suitability of teacher rooms

	23. Tools, equipment, and machines

	24. Teaching-learning facilities (library, computer room, cafeteria, dormitory, etc.)

	Component  7: Management of information system  

	25. Information system on students, teachers, support staff and assets

	26. Information on graduates

	27. Security of student records

	Component 8: Public relations and marketing

	28. Public relations and marketing of TVET institutions

	Component  9: Quality assurance system 

	29. Quality assurance

	30. Quality assurance knowledge provision

	Component 10: Enhancement of invention and innovation and promotion of community services 

	31. Enhancement of invention and innovation

	32. Promotion of community services


2.5 Criteria and rating system
As stated above, the quality standard consists of 10 components; each component has indicators, making a total of 32 indicators. The evaluation is based on an assessment form.

Each indicator has 4 levels as below:

· “1” means “Must improve as a priority”

· “2” means “Satisfactory but needs to improve”

· “3” means “Good, meets expectations”

· “4” means “Excellent, exceeds expectations”

An institution can obtain a maximum score of 128 as indicated below:
	No.
	Component
	Number of Indicators
	Total score

	1
	Vision, Mission, and Objectives
	3
	12

	2
	Curriculum and teaching-learning delivery
	5
	20

	3
	Learners, support of learners and graduates
	4
	16

	4
	Staff management and development
	5
	20

	5
	Budget and funding sources
	2
	8

	6
	Facilities and environment
	5
	20

	7
	Management of information system
	3
	12

	8
	Public relations and marketing
	1
	4

	9
	Quality assurance system
	2
	8

	10
	Enhancement of invention and innovation,and promotion of community services
	2
	8

	
	Total
	32
	128


The institution should have a minimum score of 80 to pass the assessment.

Every year, when TVED receives the self-assessment report, the following actions are taken:

· TVED analyzes the report by each component.
· If the assessment score is less than 80 or shows significant reduction from the previous year, TVED will organize an official meeting with the management team to review the results and make a precise action plan for improvement.

· Assessment results for all institutions will be announced at the annual meeting of TVED.
· There will be a reward for the best institution and a reward for the institutions which increased their level most significantly.

Chapter 3: Self-Assessment
3.1 Self-Assessment
Self-assessment is an important mechanism to improve institutional education quality. It involves quality evaluation by the institution itself in order to promote, develop and improve quality and to be ready for internal assessment, external assessment and quality accreditation.
Self-assessment involves appointing a team leader and committee. The assessment is based on:

· Documents about the organization, its policy and institutional mission;

· Statistics or reports on teaching or training;

· Samples of student work;
· Analysis of human resources (staff, location, materials etc.);

· Interviews with relevant partners; 
· Interviews with directors, teachers, students, and other stakeholders;

· Observation of teaching and learning processes as well as skill evaluation, and;

· Observation of facilities and tools used for teaching and learning.
This information will be presented in an annual report (following the form in Chapter Six).
The self-assessment serves the following objectives: 
(1) The self-assessment outcome is an important document for institutional administrators to be used in development planning.

(2) The outcomes of the self-assessment should be reported to the TVET department to plan the budget and staff allocation and to assist the institution.

(3) The self-assessment motivates the institution to develop further.
(4) The self-assessment creates confidence among students, and among society, by demonstrating a focus on educational quality.
3.2 Purpose of Self-Assessment
(1) To audit and certify the present situation and evaluate the quality of  the institution using defined indicators;

(2) To motivate continuous self-development;

(3) To connect each sector of the institution in their development plans.

3.3 Mechanism for implementation
3.3.1 Organizational structure

All institutions must have a quality manager, assistant manager, and self-assessment team. These may be taken from staff as defined below.
3.3.2 Staff
· Deputy Director or experienced teachers/staff
· Representatives of departments in the institution

· Representatives of mass organizations within the institution (Lao People’s Revolutionary Youth Union, Lao Women’s Union, etc.)
3.3.3 Roles and Responsibilities 

(a) Director of the institution:
· Appoints the quality assurance manager/team leader, assistant leader and self-assessment team;

· Provides policy and guidance for the implementation of the annual self-assessment under the regulations of TVED;

· Provides the resources (staff, time, and budget) to assure effective self-assessment;

· Ensures the content and quality of the self-assessment report which will be sent to TVED.

(b) Quality manager:

The quality manager is appointed every year by the director of the institution. In principle, the quality manager will be an academic at deputy director level. Every two years, there will be a new appointment, with persons who have previously served as manager eligible for the position. 
The quality manager must have completed and passed training organized by TVED and ESQAC, and received a training certificate.
The quality manager has the following responsibilities:
· Conduct self-assessment of the institution;

· Allocate components to the assessment team in the institution;

· Organize training in the institution;

· Design a working plan for the assessment team in the institution;

· Prepare for and work with the assessment team in conducting the biannual internal assessment;

· Ensure that internal assessment team members are facilitated in their general work assignments to participate as required in the assessment process; 
· Inform each concerned partner about the assessment outcome clearly, quickly and transparently.

(c) Assessment team:

The assessment team consists of at least five people.The quality manager will be the team leader. Members (defined in the paragraph 3.3.2), will have the following functions:
· Conduct self-assessment of the institution;

· Provide a score against each indicator of the standard components;

· Study the information on the internal quality assurance of institution;

· Collect information and complete the self-assessment report (SAR).
3.3.4 Standard of team leader
· General Qualifications
(1) Experience in education management, curriculum teaching, teaching-learning materials, technology, analysis and assessment, capacity to make appropriate decisions;
(2) Knowledge and comprehension of quality assurance and experience of institutional quality assessment;

(3) Knowledge and comprehension of TVET quality standard;

(4) Strong capacity to work in a team;

(5) Good coordination skills.
· Personal qualifications
(6) Deputy director or expert teacher;

(7) Trained in institutional quality assessment.

· Code of conduct of team leader
(1) Honest; 

(2) Draws from evidence rather than personal feeling;

(3) Informs each element in the process clearly; 

(4) Keeps assessment data confidential;  

(5) Is not unfairly demanding;

(6) Does not abuse position of authority;

(7) Implements the job completely.

3.4 Process of self-assessment
The self-assessment is an important tool to measure quality and must be implemented effectively, in order to be accepted by stakeholders.
In order to conduct the self-assessment successfully, the evaluation follows three steps: 1.) Before annual self-assessment 2.) During self-assessment and 3.) After annual self-assessment. In cases in which  an institution does not have a quality assurance system in place, a preparatory step will first need to be implemented.
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Table of processes
	Step 
	Details
	Responsibility 
	Partners 
	Period 
	​Documents

	Introduction of the quality system

	1. 
	Announcement of the implementation  of the quality assurance system, appointment of the quality manager, allocation of the budget, definition of the objective and main activities
	Director 
	Assessment team 
	As defined by TVED
	Notice in institution

	2. 
	Training for the quality manager and assistant 
	ESQAC,TVED
	Quality manager and assistant
	As defined by TVED
	Training program for assessors

	3. 
	Training for staff and teachers in the institution (one day)
	Quality manager 
	Academic staff, teachers 
	As defined by TVED
	Program for academic staff 

	Before conducting self-assessment

	4. 
	Request to appoint an assessment team (team leader, assistant, members and coordinator)
	Quality manager 
	
	Jan
	Proposal for appointment of the quality assessment committee 

	5. 
	Appointment of the assessment team 
	Director
	
	Jan
	Agreement of Director 

	6. 
	Making the budget / plan for implementation
	Quality manager 
	
	
	

	7. 
	Preparation and arrangement of tools to facilitate procedures for checking data such as: observation, interviews, study of documents (who, what, when, how, why )
	Quality manager 
	Assessment team
	Jan
	Draft of work plan and assessment guidelines 

	8. 
	Organization of  team meeting to assign responsibilities to each team member and work procedures
	Quality manager
	Assessment team
	Jan
	

	9. 
	Provide information to each sector in the institution (schedule, required data and assessment procedure), 1 month before assessment 
	Quality manager
	Assessment team
	Jan
	

	During self-assessment

	1. 
	Concerned sectors send basic data and prepare to be assessed by the assessment team.
	Leader of concerned sectors  
	Academic staff, teachers 
	Feb
	Documents from sectors

	2. 
	Conduct  assessment following receipt of documents and evidence, if necessary collecting additional data via, eg,  questionnaire, observation, interview as appropriate
	Quality manager
	Assessment team
	March
	Documents and data,  manual

	3. 
	Organization of meeting to gather and analyze collected data
	Quality manager
	Assessment team
	
	

	4. 
	Writing of assessment report 
	Assessment team
	Assessment team
	March
	Draft of report 

	5. 
	Assessment team meeting to consider assessment outcome 
	Quality manger
	Assessment team
	March
	

	6. 
	Send assessment report to the director for approval 
	Quality manager
	Assessment team
	March
	Draft of report 

	After self-assessment

	1. 
	Organization of meeting to discuss assessment before sending report to TVED
	Director 
	Director, assessment team
	April 
	Draft of report

	2. 
	Send the report to TVED
	Director
	
	April 
	Draft of report 

	3. 
	Set up a further working plan
	Director
	Director, assessment team  
	
	


Assessment results include:
1. Self-assessment report
2. ​Assessment sheet for each component

3. Name list of the assessment team (quality manager and team members)

Chapter 4: Internal Assessment

4.1 The meaning of internal assessment

Internal assessment is the measurement, assessment, monitoring and auditing of an institution’s educational attainments by the institution and the organization(s) in charge, such as government ministries/departments, the Provincial Education Service (PES) or the District Education Bureau (DEB).
Internal assessment planning should start with the appointment of the team leader and members of the internal assessment team. The scope of work includes a review of the last assessment results, concerned documents and other evidence, including:
· Documents about the structure, system, policies and processes of the institution;

· Statistics and records of teaching or training;

· Sample data on students;

· Analysis of resources (human resources, facilities, materials, etc) and assessment of the use of the resources;

· Analysis of any additional information requested from concerned units; 

· Interviews with  administrators, lecturers, students and other stakeholders;

· Inspection of processes such as teaching-learning activities;

· Inspection of facilities and teaching / training materials.

The objectives of internal assessment include the following:

(1) To help the organization in charge to improve the quality of educational services and efficiency of  staff performance;
(2) To build  trust about educational products and services within society;
(3) To ensure a suitable budget allocation from the government;
(4) To provide  learners with information about education quality;
(5) To provide  information about processes or activities of the institution;
(6) To assure transparency, equity and accountability, particularly for public institutions.

4.2 The purpose of internal assessment

(1) The internal quality assurance is a system to control human resources development, to assure educational quality and to ensure that the direction defined by the MoE is followed.
(2) The internal assessment improves and enhances education quality through the analysis of the institution using a set of components and indicators. It reveals the weak and strong points of the institution, to support the quality improvement process.

(3) It builds the confidence of learners, parents, society and government that the institution can provide quality education.
4.3 The mechanism of internal assessment

4.3.1 Introduction

The internal assessment team consists of:
· Department of Technical and Vocational Education and Training (Director General or Deputy Director General, Division head);

· Educational Standard and Quality Assurance Center (during the first 2-3 years only);

· The assessment committee from the TVET institutions, including a team leader and 3 assessors;

· The Director, Deputy Director and staff of the host institution.

4.3.2 ESQAC
ESQAC has the duty to develop and monitor the implementation of quality assurance at the overall national level.

For TVET internal assessment, ESQAC has the following responsibilities:
· To cooperate with TVED in setting the institution assessment plan every year;

· To organize the training of institutions' assessment team members and quality managers 

· To support the internal assessment as requested by TVED;

· To strengthen the concerned departments to ensure the assessment flows as planned and meets the timeline;

· To receive and review the internal assessment report;

· After the internal assessment, to cooperate with TVED to support and give advice to institutions that had difficulties meeting the standard.

4.3.3 TVED
TVED has the following responsibilities:
· To cooperate with ESQAC in setting the institutional assessment plan every year;
· To inform each institution and assessment team about the internal assessment process
· To support the implementation of internal assessments as requested by the assessment team;
· To monitor the assessment teams in order to guarantee the assessment format and timeframe;
· To receive and review the internal assessment report;
· After the internal assessment, to cooperate with ESQAC to support and give advice to institutions that had difficulties meeting the standard.

4.3.4 Director and quality manager of the institution

The Director and the quality manager of the institution have the following responsibilities: 

· To provide overall support for the internal assessment;

· To inform institution staff to prepare the information needed for the assessment;

· To coordinate and cooperate with the assessment team to complete the assessment.
4.3.5 The organization and responsibilities of assessment teams
(1) The assessment teams should consist of the following 5-6 persons in the first period:
· Director of another TVET institution (Chairperson,1 person)
· Representative of TVED (Deputy,1 person)
· Director or Deputy Director of other TVET Institution (Member,1 person)
· Representative of ESQAC (Member,
1 person)
(Only for the first 2-3 years)
· Representative of Department of Private Education (Member,1 person)
(In case of private institutions)

· Academic staff from TVED (Secretary,1 person)
The internal assessment for each institution takes 1.5 days. After 2-3 years, the assessors’ team should be reduced to 3-4 members as follows:
· Director of another TVET institution (Chairperson, 1 person)
· Representative of TVED (Deputy,1 person)
· Director or Deputy Director of another TVET Institution (Member,1 person)
· Academic staff from TVED (Secretary,1 person)
(2) Duties of the assessment team for internal assessment:
· To review the self-assessment report of the institution;

· To give comments and advice to the quality manager/team leader;

· To join the internal assessment implementation;

· To assess problems and prepare a report based on a framework assigned by the team leader;

· To join the meeting to deliver the final assessment result .

(3) Duties of the secretary of the internal assessment team:

· To coordinate with concerned organizations to set the assessment date;

· To support the team with documentation /logistics; 
· To follow and gather the report of the assessment team.
The secretary can be chosen from among the members of the assessment team or any TVED academic staff.
(4) Duties of the assessment team leader:
As well as acting as leader of the assessment team, the team leader has the following duties: 
· To coordinate each activity during the assessment;
· To be the coordinator with the institutions: 
· To assure the facilities for the assessment, accommodation, meals, etc. 
· To arrange site visit, staff interviews, etc.
· To assure that all assessors can reach the institution on time.
· To give advice to members before the start of the assessment;
· To work as chairperson for the exit meeting;
· To give recommendations to institutions after the assessment;
· To contact assessors for meetings on issues as below:
· To review and discuss the self-assessment report;
· To prepare the procedures, method and strategy of the assessment;
· To guide, monitor and deal with any problems during the assessment;
· To summarize the findings and recommendations;
· To collect the reports from team members and summarize;
· To prepare the internal assessment report;
· To review the report  and send it to the ministry (Department of TVET and ESQAC).
The members of the assessment team must be aware of their responsibilities and duties, and coordinate with other team members to deliver the assessment report and: 

· Study the details of the self-assessment report of the institution and  the assessment tools to be used;

· Implement the assessment in an active manner and provide clear evaluation marks;

· Study good practices in relation to implementation, or order to provide quality recommendations to the institution.
4.3.6 The qualifications of assessors
General
(1) Experience as Director or Deputy Director for at least five years in a TVET institution;

(2) Holds advanced diploma or equivalent;

(3) Possesses computer skills, and capacity, leadership, and professional knowledge in the relevant field;

(4) Passed the training pertaining to internal assessment.

Behaviors
(1) Maintains the position of assessor by not allowing the welcoming reception from the institution to have an effect on the assessment;

(2) Avoids  comparisons between the assessed institution and assessor’s “home” institution;

(3) Is polite and does not act in an arrogant fashion; avoids debates or arguments during the assessment process;

(4) Avoids abuse from other assessors or staff during the assessment process;
(5) Uses polite language and polite manners;

(6) Manages the available time appropriately.
4.4 The procedure for internal assessment
Internal assessment can be separated into three parts: 1.) Before the assessment, 2.) During the assessment, and 3.) After the assessment.
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	Step
	Activities
	Responsibility
	Partner
	Period
	Documents

	Before the assessment

	1. 
	Decide on the list of TVET institutions that will be assessed during the coming year, the assessment team and budget
	TVET
	ESQAC
	Jan
	Official letter

	2. 
	Train or retrain assessment team members (if not trained during the past three years)
	ESQAC
	Assessment team members
	Jan
	Training program

	3. 
	Assign  responsibilities among assessment team members
	Assessment team leader  
	Assessment team members
	Jan
	Official letter

	4. 
	Prepare the budget, vehicles, facilities, etc and arrange appointments with concerned stakeholders
	Assessment team leader 
	Assessment team members
	Feb
	Letter and action plan

	During the assessment

	5. 
	Review the self-assessment report from the previous year
	Assessment team leader 
	Assessment team members
	April
	Previous year's assessment report

	6. 
	Meeting of the assessment team
	Assessment team leader 
	Assessment team members
	April
	Previous year 's assessment report

	7. 
	Implement the assessment plan in 1.5 days
	Assessment team leader ,

Director
	Assessment team members,

Institutional Quality Manager
	April
	All documents relating to the standard

	After the assessment

	8. 
	Present the report to the department of TVET
	Assessment team leader 
	TVED 
	15days
	Assessment report

	9. 
	Announce the results of the assessment in the annual meeting of the directors, in the annual report of TVED and to each institution
	TVED
	TVED 
	Annual meeting
	Assessment report

	10. 
	If results are unsatisfactory, TVED and ESQAC follow up with the institution and discuss the results with the management team
	TVED
	TVED, other departments
	2 months after assessment
	Announcement of the assessment report


Details of the site visit
	Time
	Details
	Person in charge 
	Partners
	Document

	Day 1 

	8.30
	Arrival of the assessment team
	Leader of  assessment team
	Institution'sassessors
	

	8.45-9.15
	Orientation and presentation of the assessment plan briefly with Director, Deputy Director and the institution's assessment team


	Leader of  assessment team
	Institution'sassessment team, Director, Deputy Director
	Assessment team 

	9.15-12.00
	Review documents of the institution and discuss with stakeholders
	Assessment team
	Person in charge of each indicator 
	SAR of  the institution

	13.00-15.00
	Gather additional data/information and validate what is already collected:

· conducting interviews with students, faculty, alumni, officials and other stakeholders; 

· visiting research, extension and other projects;
· observing classes and the operation of the library, laboratories and workshops, observing student activities, faculty meetings, etc;
· holding individual or group conferences;
· taking photos for reference.
	Assessment team
	Person in charge of each indicator 
	SAR of the institution

	15.00-16.30
	Prepare the assessment report following the standard procedure:
· Analysis of the data/information gathered
· Agreement on the data
· ​Giving a score for each component and indicator;​

· Identifying strengths and weaknesses and providing recommendations 
	Assessment team
	Institution'sassessment team
	Details of each indicator

	Day 2

	8.00-10.00
	Organize a meeting of the assessment team to gather information.

Evaluate strengths and weaknesses and comments. (Remark 1)
	Assessment team
	
	Details of each indicator

	10.00-11.00
	Organise an exit meeting to explain outcomes of the assessment and request comments from all parties (Remark 2)

	Team leader 
	Institution's quality manager, assessment team, etc 
	Draft of Report 


Remark (1): The meeting should follow the processes below: 

· The team leader presides over the meeting.

· The marking and decisions are discussed and decided based on criteria. 

· The assessment team gathers scores, comments and findings, and adjusts scores to have consistency among each member. The report is owned and produced by the whole team - not by one individual member.

· The final report will consist of:

· The general review of the institution, the outcomes of the assessment and recommendations;

· Consistent findings and ratings;

· Recommendations which are suggestive rather than prescriptive;

· Clear indications that the recommendations are to be implemented, and the implementation evaluated during the next on-site visit. 

Remark (2): Exit Meeting:
· The objectives of the exit meeting are

· To agree on evidence, findings and outcomes;

· To consolidate and validate the data/information;

· To get comments for each criteria;

· To share general impressions on the institution (strengths and areas for further improvement); 

· To secure feedback.

· The meeting should be attended by institution managers, heads of division and the quality committee.

· The team leader will request the members to present the report.

· The team leader shall:

· Acknowledge the work done during the preparation and management of the accreditation visit, and the participation of all persons who contributed to the assessment;

· Extend a word-of-thanks to the administration, faculty, officials, students, etc. who have played key roles in the visit; and 

· On behalf of TVED, congratulate and thank the assessment team/contributors for their work, patience and professionalism.

4.5 Necessary conditions for successful assessment
· During data gathering, stay focused, i.e., know exactly what information you want to gather, and limit your questions to this information; 

· Manage your time well;

· Use instruments such as indicators and criteria to evaluate;

· Only written recommendations in the final report will be recognized. Do not make verbal recommendations during interviews or conferences;

· Be swift, systematic and orderly to avoid prolonged and irrelevant discussions;

· Set up a good atmosphere, do not put the assessed party under pressure;

· Coordinate with team and institution members to implement the assessment smoothly;

· Maintain a cordial relationship with fellow assessors and with the constituents of the assessed institution;

· Assess each indicator in the standard;

· Do not use personal expressions in the decision and avoid bias;

· Make sure that the assessed party understands that this is not an audit, just an assessment;
· Use open-ended questions;

· Compare notes from individual findings, particularly regarding the strengths and weaknesses of the institution;

· All assessors must agree on the content of the final report;

· Identify missing details and/or information;

· Validate individually gathered data/information;

· Take pictures of activities and the institution as evidence.
Chapter 5: Assessment criteria
Each indicator has 4 levels as below:

· “4” means “Excellent, exceeds expectations”

· “3” means “Good, meets expectations”

· “2” means “Satisfactory but needs to improve”

· “1” means “Must improve as a priority”

	Component 1:
Vision, Mission, and Objectives of the institution

	Indicator 1:
Vision and mission established, officially implemented and well known by all stakeholders (administrator, administrative committee, teachers, staff, parents, industries, supporters, and students)

	Evidence:
- Documents relating to  vision, mission and objectives of the institution (brochures, website, leaflets, etc.)



- Public relation materials (slogans, leaflets, website, etc.)

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality Assessment Score

	· Establishment of vision and mission

· Officially announced

· Well known by all stakeholders

· Internal review meeting organized at least once a year
	4
	
	

	· Establishment of vision and mission

· Officially announced

· Well known by all stakeholders
	3
	
	

	· Establishment of vision and mission

· Officially announced
	2
	
	

	· Establishment of vision and mission
	1
	
	

	Notes: ..............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 2:
Objectives are relevant, in accordance with policies, roles, responsibilities and capacities of the institution, and in compliance with the needs for occupational, socio-economic development of communities and the nation

	Evidence:
- Policies and plan of the government on technical and vocational education and training



- Documents relating to  vision, mission, and objectives of the institution



- Institutional operational plan 

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	All of Objectives are relevant, in accordance with policies, roles, responsibilities, capacities of the institution, and in compliance with the needs for occupational, socio-economic development of communities and the nation
	4
	
	

	​​Most of objectives are relevant, in accordance with policies, roles, responsibilities, capacities of the institution, and in compliance with the needs for occupational, socio-economic development of communities and the nation
	3
	
	

	Some of objectives are relevant, in accordance with policies, roles, responsibilities, capacities of the institution, and in compliance with the needs for occupational, socio-economic development of communities and the nation
	2
	
	

	Only a few of objectives are relevantand in accordance with policies, roles, responsibilities, capacities of the institution and in compliance with the needs for occupational, socio-economic development of communities and the nation
	1
	
	

	Notes:.........................................................................................................................................................................................................................................................................................................................................................................................

	Indicator 3: Review of objectives in order to serve the needs for socio-economic development as scheduled (annually)

	Evidence: 
- Administrative committees, institutional advisory committees, meeting records


- Information on labor market demand, socio-economic development.​

- Annual report

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Review of objectives in order to serve the needs for socio-economic development as scheduled (annually)

· Established development plan

· Implementation of the development plan

· Assessment and adjustment of the plan
	4
	
	

	· Review of objectives in order to serve the needs for socio-economic development as scheduled (annually)

· Established development plan

· Implementation of the development plan
	3
	
	

	· Review of objectives in order to serve the needs for socio-economic development as scheduled (annually)

· Established development plan
	2
	
	

	· Review of objectives in order to serve the needs for socio-economic development as scheduled (annually)
	1
	
	

	Notes: .......................................................................................................................................................................................
...................................................................................................................................................................................................

	Component 2:
Curriculum and Teaching-Learning Delivery

	Indicator 4: Curriculum developed to meet the needs of labor market demand and community

	Evidence:
- Meeting records



- Report on labor market demands


                                - Development Plan



- Short course curriculum

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Curriculum Review Meeting

· Development plan

· Implementation according to the plan

· Report to TVET
	4
	
	

	· Curriculum Review Meeting

· Development plan

· Implementation according to the plan
	3
	
	

	· Curriculum Review Meeting

· Development plan
	2
	
	

	· Curriculum Review Meeting
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 5: Delivery of teaching-learning on theory/practice and workplace training as indicated in the curriculum

	Evidence:​
- Curriculum documents with details on teaching-learning delivery



- Teaching-learning plan and schedule



- Comments by teachers and students

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Teaching-learning delivery of theory, practice, and workplace training fully implemented as required by curriculum
	4
	
	

	· Teaching-learning delivery of theory, practice, and workplace training mostly implemented as required by curriculum
	3
	
	

	· Teaching-learning delivery of theory, practice, and workplace training partially implemented as required by curriculum
	2
	
	

	· Teaching-learning delivery of theory, practice, and workplace training not implemented as required by curriculum
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 6: Delivery of teaching-learning carried out as planned

	Evidence: 
- Teaching-learning plan



- Teaching-learning report

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Teaching-learning plan for each subject

· Teaching /class record
· Teaching report for each subject

· Teaching summary and feedback on for learning experience for each subject
	4
	
	

	· Teaching-learning plan for each subject

· Teaching /class Record
· Teaching report for each subject


	3
	
	

	· Teaching-learning plan for each subject

· Teaching /class record
	2
	
	

	· Teaching-learning plan for each subject
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 7: Monitoring mechanism for  teaching-learning delivery

	Evidence:
Unit in charge of, implementation plan and report

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· A unit or system responsible for monitoring teaching-learning delivery 

· An action plan for monitoring
· Records of action on monitoring
· Reports of action on monitoring
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 8: Teaching evaluation

	Evidence: Meetings sharing knowledge and evaluation of teaching-learning delivery, and evaluation of all staff.

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Committees for evaluation of teaching quality
· Records of teaching hours 

· Plans for improvementof teaching quality
· Plans for development and improvement
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 3:
Learners, Support of learners and Graduates

	Indicator 9: Systematic and continuous academic support for learners 

	Evidence:
- Academic Implementation Plan for each sector. 



- Activities Plan for academic strengthening, study visit programs, conference participation and workplace training.


- Reports on these activities.

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	Has an Academic Implementation Plan for each sector; under it 
· Has an activities plan
· Implements the plan
· Checks results of implementation
· Adjusts the plan accordingly
	4
	
	

	Has an Academic Implementation Plan  for each sector, under it
· Has an activities plan
        Implements the plan
	3
	
	

	Has an Academic Implementation Plan for each sector;
·  Has an activities plan
	2
	
	

	Has an Academic Implementation Plan

	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 10: Student activities for environment, sport, arts, and culture (i.e., involvement with community and society)

	Evidence:​​​ Activities Plan and Report on Plan


	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Has a plan
· Implements the plan
· Checks results of the implementation
· Adjusts the plan accordingly
	4
	
	

	· Has a plan
· Implements the plan
·  Checks results of the implementation
	3
	
	

	·  Has a plan 
· Implements the plan
	2
	
	

	· Has a plan
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 11: Networks for job opportunities for students after graduation

	Evidence: Number of enterprises linked with institution, working committee within institution, number of meetings with enterprises, distribution of enterprises, information to students.

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· A committee responsible for establishing networks for job opportunities for students after graduation
· Networks with enterprises (public and private)
· Activities with networks

· Records and reports of activities with networks
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 12: Promotion of occupational standards for students

	Evidence: Report of activities that support students to attend skill development programs and achieve the appropriate standards in vocational skills

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· There was a responsible committee 
· There were networks 
· There was a plan
· There was a report
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 4:
Staff Management and Development 

	Indicator 13: Number of teachers suitable to number of students

	Evidence: Statistics on teachers and teaching loads compared with number of students

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	Ratio of teachers and students suitable in every program
	4
	
	

	Ratio of teachers and students suitable in most programs
	3
	
	

	Ratio of teachers and students suitable in some programs
	2
	
	

	Ratio of teachers and students were suitable in few programs
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 14: Qualifications and/or experience (working or training experience) of teachers and staff

	Evidence: Information on qualification of teachers,

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	80-100% of teachers and staff with qualification and/or experience as required by their job description
	4
	
	

	60-79% of teachers and staff  with qualification and/or experience as required by their job description
	3
	
	

	40-59% of teachers and staff with qualification and/or experience as required by their job description
	2
	
	

	Less than 40% of teachers and staff with qualification and/or experience as required by their job description
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 15: Recruitment of teachers and staff

	Evidence:​ Teachers and staff plan, steps for placement, recruitment reports

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· A needs assessment for teachers and staff
· A process of recruitment according to identified needs 

· A supervising process for teachers and staff after placement

· Cooperation with other agencies on education of  TVET teachers
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 16: Incentives and support system for teachers and staff

	Evidence: Rules and regulations in recruitment, implementation plan and reports

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Rules and regulations in recruitment and promotion of teachers and staff

· Plan for implementation

· Evidence of implementation according to the implementation plan

· Annual meetings for sharing knowledge and reports 
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 17: Staff development plan

	Evidence: Annual staff development plan, report on activities

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Annual staff development plan

· Implementation plan

· Evidence of implementation according to the plan

· Networks for efficient staff development
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 5:
Budget and Funding Sources

	Indicator 18: Efficiency of budget utilization

	Evidence: Annual budget and summary of income and expenses

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· There was a plan for academic income and expenses

· The plan for academic income and expenses was appropriate
· There were efficiency measures (to conserve costs)
· There were adjustments to the plan as needed 
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 19: Academic income-generation plan

	Evidence:​ ​
- Plan for income-generation: provision of outside training, production and consultancy services


- Reports of parents' donations, income from enterprises/services, and others

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· An annual plan for income-generation
· Evidence of implementation according to the plan

· A report on implementation
· Networks for income-generation
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 6:
Facilities and Environment

	Indicator 20: Adequate area and buildings

	Evidence: 
- ​Map of institution, land, contract for land rent, cooperation contract



- implementation plan, maintenance and expansion plans

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Suitable buildings and facilities according to curriculum offered

· Implementation plan for buildings and facilities
· Maintenance plan for buildings and facilities
· Plan for the expansion of buildings and facilities according to needs
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 21: Adequate classrooms suitable for number of students 

	Evidence:
- Number and size of classrooms, and number of students 



- Implementation plan, maintenance and expansion plans

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Classrooms suitable in number and sizeaccording to curriculum 

· Implementation plan for classrooms
· Maintenance plan for classrooms
· Plan for the expansion of classrooms according to needs
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 22: Suitability of teacher rooms

	Evidence:
- Number and size of teacher rooms, and number of teachers



- Implementation plan, maintenance and expansion plans

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Teachers rooms suitable in number and size
· Implementation plan for teacher rooms
· Maintenance plan for teacher rooms
· Plan for the expansion of teacher rooms according to needs
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 23: Tools, equipment, and machinery

	Evidence:
- Information on tools, equipment and machinery


- Implementation plan, maintenance and expansion plans

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Suitable tools, equipment and machinery according to curriculum offered

· Implementation plan for tools, equipment and machinery
· Maintenance plan for tools, equipment and machinery
· Plan for the expansion of tools, equipment and machinery according to needs
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 24: Teaching-learning facilities (library, computer room, cafeteria, dormitory, etc.)

	Evidence:
- Information on teaching-learning facilities 



- Implementation plan, maintenance and expansion plan

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Suitable teaching-learning facilities according to curriculum

· Implementation plan for teaching-learning facilities
· Maintenance plan for teaching-learning facilities
· Plan for the expansion of teaching-learning facilities according to needs
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 7:
Management of Information System

	Indicator 25: Information system on students, teachers, support staff and assets

	Evidence:
- List of students names, staff, assets 


- Implementation structure and responsible unit

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· A unit or organization responsible for the management of information system
· A plan for collecting information

· Availability of relevant information

· A good system of storage
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 26: Information on graduates

	Evidence:
- ​Implementation plan for collection of  information on graduates

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· A committee responsible for managing information on graduates
· An implementation plan
· Database of  graduates 

· Networks of former students for collecting information
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 27: Security of student records 

	Evidence:
- ​Rules and criteria for information storage and distribution

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Rules and criteria outlining methods for information storage

· Methods for systematic information storage implemented
· A safety system

· Rules and criteria for information distribution and use
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 8:
Public Relations and Marketing

	Indicator 28: ​Public relations and marketing 

	Evidence:​
- Action plan, reports, advertisements through print media and electronics



- Committee responsible for  public relations

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Committee responsible for public relations
· An action plan
· An implementing process
· Report on implementation
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 9:
Quality Assurance System

	Indicator 29: Quality assurance

	Evidence:
- Official letter of appointment for QA committee


                         - Self-assessment report and internal assessment report; 


-

-Annual development plan

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· A committee responsible for the quality assurance system
· An action plan
· An implementing process
· A report on the process
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 30: Quality assurance information sharing

	Evidence:
- Plan for training on quality assurance and report on the plan

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Plans for providing knowledge and understanding of educational quality assurance
· Implementation activities according to the plan

· Review of activities
· Improvements to plan
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Component 10:
Enhancement of Invention and Innovation; Promotion of Community Services

	Indicator 31: Enhancement of invention and innovation

	Evidence:
- Promotion plan, results and reports of activities and products

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· A promotion plan for invention/innovation
· Implementation of activities according to the plan

· Plan reviews

· Plan improvements
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................

	Indicator 32: Promotion of community services

	Evidence:
- Community services needs survey, communities service plan and reports

	Assessment Criteria
	Score
	Self-Assessment Score
	Internal Quality 

Assessment Score

	· Communities service plan, developed in according to the needs identified by the needs survey
· Implementation of activities according to the plan

· Plan reviews

· Plan improvements
	4
	
	

	3 of the above 4 items
	3
	
	

	2 of the above 4 items
	2
	
	

	1 of the above 4 items
	1
	
	

	Notes: .............................................................................................................................................................................................
.........................................................................................................................................................................................................


Chapter 6: Self-Assessment report form
1. General information
2. Student information
3. Staff information 
4. Budget
5. Environment, buildings and tools
6. Result of institution’s self-assessment
7. Summary
Self-Assessment Report of Semester . . . . - . . . .
1. General Information

Institution’s Name: ...............................................................................................................
Address: ...............................................................................................................................
Tel:.........................................................Fax: ...............................................
E-mail......................................................Website:.................................................

Name of Director:..........................................Mobile:...........:.......................E-mail: ..................
2. Student Information

2.1 Statistics on students and teaching program in current semester

	No
	Subject
	Certification
	Diploma
	Higher Diploma
	Advanced Diploma (Bridging)
	Bachelor 
	Total

	
	
	
	
	
	Normal
	Bridging
	
	

	
	
	Total
	F
	Total
	F
	Total
	F
	Total
	F
	Total
	F
	Total
	F
	Total
	F

	1
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


2.2 Number of students in last 3 years

	No
	Semester
	Total students
	Number graduate students
	Remarks

	
	
	Total
	F
	Total
	F
	

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	


2.3 Present situation of students graduated in last semester 

	No
	Major subject
	Number of graduated students
	Present situation of graduated students(if known)
	Unknown

	
	
	
	Employed
	Engaged in business
	Continuing Study
	Unemployed
	

	
	
	
	Relevant to major subject 
	Not relevant to major subject    
	
	
	
	

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	


Remarks: If proportion of unknown students exceeds 20 percent, an explanation must be provided.
2.4 Number of quota, non-quota and tuition fee students
	No
	Subject 
	Government scholarship
	Tuition fee
	Total

	
	
	Quota students
	Non quota students
	
	

	 
	 
	Total
	F
	Total
	F
	Total
	F
	Total
	F

	1
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	
	


3. Staff Information

3.1 Administrative, Teacher and Academic Staff
	No
	Name and surname 
	Age 
	Position
	Qualification
	Major subject 


	Experience (Duration of teaching )
	Remarks: Please give details of teaching subject, teaching time loading, lecture time loading and administration.

	
	Director 
	
	
	
	
	
	

	1
	
	
	
	
	
	5 years 
	Teaching Subject:........ 
Time of loading: 4h/week

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	
	Faculty/Department 
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	
	Permanent teacher  
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	...
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	General staff
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Temporary staff
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Volunteers
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Invited teacher 
	
	
	
	
	
	

	
	
	
	
	
	
	
	


3.2 Number of staff and teachers
	No.
 

 
	Subject

 
	Permanent teacher  
	Temporary teacher
	Invited teacher
	Total number of teachers as major subject
	Number of students
	Student /teacher ratio

	
	
	Total 
	F
	Total
	F
	Total
	F
	Total
	F
	Total
	F
	

	1. 
	
	
	
	
	
	
	
	
	
	
	
	

	2. 
	
	
	
	
	
	
	
	
	
	
	
	

	3. 
	
	
	
	
	
	
	
	
	
	
	
	

	4. 
	
	
	
	
	
	
	
	
	
	
	
	


3.3 Training and development of administrative staff and teachers during last semester 

	No


	Training subject or title of training
	Supported by
	Type/method/process of training
	Period of training 
	Participants

	
	
	
	
	
	Position
	Number 

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	


· Examples: workshop, study tour, training in factory or company.

4. Budget

4.1 Total budget received in last 3 years 
	No
	Purpose of funds
	Amount of budget used 
	Budget received
	Remarks (e.g. difficulties)

	
	
	
	Total 
	Source of budget (Government, grant aid)
	

	Fiscal year.... - ....

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	Fiscal year.... - ....

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	
	Total 
	
	
	
	


4.2  Administration budget
	No
	Details of Budget plan
	Total 

	
	
	Year....
	Year....
	Current year 

	1
	Salary 
	
	
	

	2
	Incentives budget
	
	
	

	3
	Technical Budget
	
	
	

	4
	Others
	
	
	

	
	Total
	
	
	


Remarks: Please see the budget allocation table of the Department of Finance (approved by MoE) for more information

4.3 Data on technical incomes of last year 
	No
	Activities
	Income plan 
	Actual income 
	Remarks 

(strengths, problems)

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	
	total
	
	
	


5. Environment, Buildings and Tools

5.1 Information on area utilization
- Total area: ................... m3
- Total number of buildings: ...................... Teaching buildings....... Equipment stores: ...... Dormitories:........
- Sport stadiums: ..................... Stadium area:.............. m3
- Other buildings and areas:……
5.2 Details 
	No
	Name of the building (academic, workshop, library, dormitory, etc.)
	Date of construction
	Shape/type and utilities
	Remarks: good points, weak points, difficulties

	1
	
	
	
	Example: Problems with the electricity system

	2
	
	
	
	

	3
	
	
	
	


5.3 Equipment and machinery list (classified to each division)
	No.
	Name of  equipment/machinery
	Date of using
	Equipment/machinery use in each semester 
	General comment for equipment/machinery

	
	Name of division: 
	
	
	

	1
	Example:

7 MIG welding machines from the German company GTU, used to practice welding
	1995
	50%
	1. Broken
2. Don’t know how to use
3. Not relevant to  program

	2
	
	
	
	

	
	Name of subject ......
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	
	
	
	
	


6. Result of Institution’s Self-Assessment
	Standard components and indicators
	Evidence
	Marking
	Comments on strong points and challenges
	Further development plan 

	Component 1: Objective, mission and vision
	(1).......
(2).......
	
	
	

	Indicator 1.1.:........
	
	
	
	

	Indicator 1.2.:.........
	
	
	
	

	
	
	
	
	

	Component2: .........
	
	
	
	

	Indicator 2.1.:........
	
	
	
	

	Indicator 2.2........................
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Director












QA Manager






7. Summary 

7.1 Summary of strengths and challenges
7.2 Priority Action Plan

	no
	Activity 
	Indicator 
	Responsible division
	Period 

	
	
	
	
	Q1
	Q2
	Q3
	Q4

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Members of the TVET Quality Standard Development Committee

Appointment by the Minister of Education on October 21st, 2009.

1. Director of the Education Standard and Quality Assurance Center (ESQAC)
2. Deputy Director of Technical and Vocational Education Department (TVED)
3. Deputy Director of ESQAC 

4. Deputy Director of the Department of Skills Development, Ministry of Labor and Social Welfare

5. Director of the Vocational Education Development Center (VEDC)
6. Director of the Technical College of Pakpasak

7. Director of the Technical College of Polytechnics

8. Director of the Technical School of Domkhamsang

9. Director of the Vientiane Province Technical School

10. Head of Department of the Monitoring and Evaluation Division of TVED

11. Academic representative of the VEDC

12. Academic representative of the National Training Council

13. Academic representative of ESQAC
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Improve quality,


build trust in society





1. Before annual self-assessment


Make annual plan


Appoint responsible committee 


Organize training and collect data











2. During self-assessment


Prepare documents and data based on the standard 


Insert marks for each indicator





3. After annual self-assessment


Complete the assessment report and circulate to partners 


Make a quality development plan for the following year


Send report to TVED and ESQAC





Introduction of the quality system


Decision and planning by the institution


Institution makes implementation plan


Training and data collection





For the 1st year





Every year 





1. Before the internal assessment:


Selection of institutions to be assessed


Training and information 


Action plan prepared with budget, assignments, etc.








2. During the internal assessment:


Institution’s documents reviewed by the assessment team


1.5-day visit implemented


Draft reports prepared, with an assessment against each indicator











3. After the internal assessment:


Final report sent to TVED, ESQAC and institution with assessment and recommendations
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