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	Quality Area 1: Learning offer

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
NB: The first three criteria apply to all kinds of adult learning offers, the
4th is an additional criterion specifically geared towards longer-term, formal, vocational and technical training offers. Additional requirements for VET offers are specified in the 5th criterion.
	Sources of evidence

	Development of the educational offer
	· Educational needs of (different) target groups as well as results of educational and societal trends and market research are regularly used for developing the educational offer.

· Relevant stakeholders, e.g. current and former participants, teachers/trainers, funders and other relevant stakeholders are involved in the development of the educational offer.

Objectives, expectations, requirements of stakeholders are identified and defined, e.g. particular needs regarding language, alphabetisation and disability are identified.
· Different formats and pathways are developed to ensure access for participants and to cater to different needs and preferences.

Offers for low-skilled target groups in particular are designed to remove barriers to participation. If necessary, flexible entry and exit points are provided.
· E-learning and blended learning offers (longer-term, but also short- term offers) are developed to cater to the needs and requirements of participants and also to reach out to geographically dispersed target groups, if applicable.

· The educational offer is regularly revised and adapted to changes in professional practice and in society at large.
	documents of development process
needs analysis
market research
staff interviews
stakeholder interviews
course offers/ programmes
curricula syllabi

	Goals, content and format
	· The goals and contents of the learning offer are relevant for the target group, they are tailored to the needs of participants.

Differences among target groups (by gender, ethnic background, age etc.) are taken into account in a systematic way considering also differentiations within groups (i.e. gender and ethnic background and age).
· Contents are in line with the state-of-the-art in the particular subject/field.

· The concept for the educational offer (duration, assignment of teaching contents etc.) is appropriate to realise the learning goals, also taking into account the target groups and their needs.

Foreseen group size and group composition supports the attainment of the learning goals.
Timeframes and schedules are adapted to the needs and availability of target groups.
· E-learning and face-to-face learning are designed applying quality standards for this kind of provision. They are carefully matched in order to provide a consistent educational offer.

· A written description of the educational offer exists and is accessible to participants and training staff.

The description of the educational offer comprises educational goals, envisaged learning outcomes, course contents, teaching methods, teaching staff employed, course duration, timeframes, resources and materials.
· Competence requirements as well as formal and educational entry requirements for participation are spelled out.

Possibilities for validation of prior learning are pointed out.
	course offers/ programmes
curricula syllabi
Information material/
brochures
information on website
staff interviews


	Quality Area 1: Learning offer

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
NB: The first three criteria apply to all kinds of adult learning offers, the
4th is an additional criterion specifically geared towards longer-term, formal, vocational and technical training offers. Additional requirements for VET offers are specified in the 5th criterion.
	Sources of evidence

	Learning outcomes and qualification
	· Learning outcomes are clearly defined and match the educational goals. For longer-term programmes the final qualification to be achieved is clearly described.

· The educational offer fosters transversals skills and personal development of participants in areas such as empowerment, self- motivation, self-confidence, interaction with others and self- management.

For low-skilled target groups, special attention is given to the attainment of general key competences like literacy, numeracy/basic mathematics, computer literacy, information literacy etc.
For unemployed target groups qualifications are relevant for the labour market and necessary skills for accessing the labour market are taught (including e.g. job-application training).
If the offer is (partly) vocational/technical,  it must ensure the development of professional skills and have clear links with current professional practice.
· Learning outcomes and final qualifications support recognition and lifelong learning.

· Non-formal educational offers are deliberately designed in a way that they can be easily validated and recognised.
	course offers/ programmes
(former) learner interviews
staff interviews

	Longer-term programmes, programmes with formal character, vocational and technical
training offers
	· The final qualifications have been translated adequately into learning goals for the programme or its components. The contents of the programme offer students the opportunity to obtain the final qualifications.

· The educational programmes fulfil existing formal requirements regarding content and duration, if applicable.

· The programmes have breadth and balance (broad knowledge versus in-depth knowledge) and are justifiable in terms of both the formal curriculum and own institutional arrangements.

· The educational offer reflects the state of the art in the professional field.

· The content of the programme relates to previous and further education.

· Modular and tailored programmes and individual study programmes are offered, if possible.

· Schedules are adapted to the needs of participants (e.g. courses are taught in the evening and on weekends for participants with full-time employment).

· Flexibility in participation is offered, e.g. possibilities are offered to participants to take a break if necessary and resume again.

· To promote particular interests and talents the institution provides special options for participants (alternative subjects, remedial teaching, etc.)

· The content taught in one part of the programme is well integrated with other parts of the programme. The programmes show appropriate sequences and facilitate coherent progression over years.
	Planning documents
Educational programmes, curricula
Interviews with staff,

learners and stakeholder
Information on additional learning options

	Additional requirements for VET offers
	For vocational and technical training offers, the following additional requirements apply:
· The educational offer includes (external) practical training. There is a strong cohesion between institutional teaching and practical training.

· The AL institution verifies whether the content of practical training corresponds to the curriculum requirements and whether the supervision of the company/organisation  is sufficient.

· The competences acquired by participants are transferable according to their (future) work-place’s needs.
	providers and nature of practical training/work placements
contracts company/
learner
feedback


	Quality Area 2: Information, guidance and enrolment

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Promotion and outreach
	· The AL institution actively promotes adult learning in general and its own educational offer in particular.
· Information on the training institution itself is accessible to the wider public (history, vision, didactic approach, facilities, etc).
· The promotional activities cover an adequate geographical area and are provided on a constant or regular basis.
· They include dislocated information and promotion activities to better reach target groups, if applicable.

· The promotional method and the contents of promotion are appropriate for the different target groups and make AE attractive.

· The AL institution actively reaches out to potential participants.

· It approaches people personally and in situations where they are likely to open up to the possibilities of AE. This is esp. Important for disadvantaged target groups.

· Different types of media (leaflets, posters, programmes, world wide web, social media, billboards, radio, newspapers, television,) are used to promote the AL offer and disseminate information.
	participant interviews
interviews with other stakeholders
course programme
media staff
interviews

	Information
	· Detailed information on the educational offer (course programme, information on individual offers) is made available to the wider public. It is spread sufficiently ahead of time before the start of courses.

· The institution can easily be reached and information can be obtained directly.

· Information on course content, structure, methods, trainers and examinations is clear and comprehensive.

· Information about costs, expected effort, time investment for the potential participant is made clear. Comparison with other offers is possible.

· There is clear information on public funding for the offer, if applicable.

· If financial support of participants is available, information on how to obtain the funding (target groups, application procedures etc.) is made available to participants (in writing, if possible).

· Childcare services are mentioned, if applicable.

· Potential participants are invited to get further information or guidance and counselling personally (face-to-face, telephone).
	website information
material/
brochures
opening/
office hours
perception surveys
staff and learner interviews

	Guidance and counselling
	· Guidance and counselling is offered to potential participants.

· Hours for counselling and instruction respect adults’ needs, counsellors can be reached easily.

· Counsellors consider individual needs, motivation and interests of potential participants.

· Vocational orientation is provided for participants who seek a professional/occupational qualification.

· Counsellors advise potential participants in an impartial manner, directing potential participants to educational offers that are appropriate, regardless of institutional exigencies.

· Existing competencies and qualifications are assessed and adequate placement is provided for.
	Information brochures
Guidelines for counsellors
Staff interviews
Perception surveys
Personal learning and support plans


	Quality Area 2: Information, guidance and enrolment

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Validation of non-formal and informal learning
	· The AL institution offers validation of non-formal and informal learning or is able to direct potential participants to an appropriate institution/service that provides VNIL.

· The validation process is based on a national qualification framework

· (and possibly also to a credit system), if such a system exists.

· The process starts with information and guidance on the validation process and a first diagnosis.

· Counselling is provided during the whole process to support the candidate.

· The documentation and the assessment of prior learning complies with the criteria of variation, relevance, actuality, authenticity and quantity.

· The assessment is based on an adequate use of assessment methods that also accord with the needs and possibilities of the candidate.

· The candidate receives a document that reflects the input and outcomes of the validation procedure (e.g. certificate of experience, qualification, diploma etc.)
	Information brochures on validation process
documents produced (e.g. portfolios, certificates etc.)
Perception surveys
Staff and learner interviews

	Registration and enrolment
	· Registration procedures and prerequisites are made clear in all relevant communication (website, folder, etc.)

· Enrolment, cancellation and withdrawal policies are clearly communicated in writing.

· Payment in instalments is possible for longer-term programmes and there is a clear payment schedule.

· The registration/enrolment  procedure is customer-friendly and unbureaucratic.

· Different registration modes are available to cater to different target groups: e.g. personal registration helped by receptionist, written registration, online registration and payment.
	Website
Information material/ brochures
Enrolment forms
Perception surveys
Learner interviews


	Quality Area 3: Learning and teaching

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Didactics and session planning
	· Learning sessions/lessons are planned carefully by teaching staff.

This includes a written plan for each session with thorough sequential planning, careful selection of a mix of teaching and learning methods adapted to the participants and the content.

· For longer-term programmes: Detailed planning of individual modules and sessions must be matched with other parts of the programme to avoid overlaps or gaps.

Arrangements for coordination between the teaching staff involved are in place.

· Contents, material and methods used are tailored to the participants' background, prior knowledge and experiences within the leeway given by the AL offer, i.e. ensuring consistency with educational goals while catering to participants' needs and interests.

· Seminar/session/lesson  plans are transparent and can be shared within the institution.

· E-learning material is carefully prepared and shared.
	Lesson plans and records of work
Staff interviews
material used

	Teaching and learning material
	· Teaching and learning material used is up-to-date, adequate and supports a variety of methods. It is reviewed in adequate intervals.

Content and format of teaching and learning material is linked to the interests and professional/personal  experience of participants.

Teaching and learning material actives participants and offers opportunities for independent learning of participants, i.e. self- and peer-learning (learning in groups).

Content and language of teaching and learning material are clear.

· Teaching staff consider and use different media.

· E-learning material works technically and is easy to use for participants.

· E-learning material and material for face-to-face sessions match to make a coherent training offer.

· Teaching and learning material is made available to participants also online or through email.
	Teaching and learning materials
Work done by participants
Staff interviews
Participant interviews
Observation

	Learning process
	· Teaching content and learning process are linked to the learning outcomes.

· Teaching staff make sure that participants understand the learning objectives.

For longer-term programmes: The provision of information to the participants on all relevant matters during the programme is precise and timely.
Individual learning plans are agreed with participants, if necessary.
· The interaction between teaching staff and participants is friendly, respectful and informed by mutual esteem.

· Teaching staff foster cooperation among participants.
The teaching and learning arrangement includes various forms of participant collaboration, which ensure both intensive communication processes and reflection on communication.
· Teaching staff succeed in making participants aware that they have a personal responsibility for learning and its success so that participants feel responsible for their learning success.
	Session plans
Perception surveys
Staff interviews
oral & written feedback/ participant interviews


	Quality Area 3: Learning and teaching

	Learning process (contd.)
	· If applicable participants are taught how to learn independently and how to recognise and reflect their own learning (progress).

This is especially important for low-skilled participants who have not developed these skills.
· If applicable, participants are encouraged to develop their ICT skills.

· The development of problem-solving competence is fostered by appropriate learning and teaching methods (e.g. projects, case studies).

· The learning process promotes experimentation and application by participants and supports the transfer of learning into daily life of participants.
	Observation of teaching and learning
Observation of participant- staff interaction

	Methods
	· The teaching methods (in the classroom, training workshop, by e- learning) are effective, innovative and coherent. They are adequate for adult learners and provide room for independent learning of participants.

· The teaching methods have a strong participant orientation. They are adapted to the needs and experiences of adult learners.

· The teaching methods are activating and motivating. Participants' preferences concerning methods and learning process suitable to them are considered by teaching staff.

· Teaching and learning methods foster self-learning and peer-learning.

· Teaching staff succeed in explaining complex content, e.g. by using adequate language, giving examples, encouraging participants' own thinking, engaging in discussion etc.

· The teaching arrangement encourages participants to link subject content/theory with their own experience/practice.

· Simulation, case studies, role play are use to enhance understanding and ability to apply what was learnt in practice.

· f applicable, real-life learning arrangements (including workplace learning) are provided for.

· ICT is used to enhance learning.
	Session plans
Perception surveys
Staff interviews
Participant interviews
Observation of teaching and learning

	Support for participants
	· Participants are supported in all aspects in order to achieve the defined learning outcomes.

· Teaching staff fulfil the individual participants' need for guidance, instruction and support in an encouraging and respectful manner.

· Participants are offered additional learning opportunities, i.e. through learning groups/peer groups or complementary learning offers.

· Guidance and counselling is available throughout the learning process.

· If necessary, participants are supported by learning tutors or social- pedagogical staff (social workers).

· Teaching staff have personal contact with participants and motivate people to continue. This is especially important for low-skilled participants or for longer-term study programmes.

· Retention and possible drop-outs are monitored by teaching staff and responsible staff in the organisation.

· Retention rates throughout the process are satisfactory, i.e. an adequate number of participants who start the process also finish it.

Retention rates for disadvantaged groups are also satisfactory.
· If (potential) dropout becomes problematic, remedial measures are taken to support participants.
	Perception surveys
Staff interviews
Participant interviews
Retention rates
Retention rates for disadvan- taged groups


	Quality Area 3: Learning and teaching

	Monitoring and assessment of learning progress and success
	· Teaching staff plan for regular feedback sessions and assessments for interim planning and adaptation.

· The learning process includes (systematic) verification of learning, which ensures differentiated insights into the participants' progress.

· Participants receive well-balanced feedback on their strengths and weaknesses at regular intervals. Teaching staff discuss the main errors with their participants and help them to improve.

· Teaching staff support self-assessment.

· The teaching process includes a formative performance assessment, i.e. an analysis of the individual student in his/her learning development. It has no consequences for the overall success of participants in concluding the educational offer or earning a qualification, if applicable.
	Assessment policies and procedures
Staff interviews
Participant interviews
assessment documents
Examples of assessed work

	Final assessments 
	· The institution adheres to a coherent assessment concept.

· Different methods of assessing learning outcomes are in place. They are adequate for the kind of learning provision, its goals and target groups.

· Assessments of learning outcomes are provided also for non-formal and informal learning offers in order to support validation of learning and progression after the completion of the learning offer.

Especially for longer-term and formal study programmes/qualifications:
· The assessment and rating procedures are transparent to the participant. The participants have information about the assessment criteria used by the teaching staff.

· Participants are adequately prepared for assessments and exams.

· Assessment questions and tasks are coherent with the content/skills taught.

· The teaching staff investigate whether the participants perceive their performance assessment as fair and adequate. Negative feedback leads to an improvement of the assessment procedure.

· Failures are analysed to ascertain possible reasons and determine how to support participants so that they succeed.
	Assessment policies and procedures
Assessment documents/ exemplary exams
Staff interviews
Participant interviews
Examples of assessed work


	Quality Area 4: Learning results and outcomes

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Definition and documentatio n of learning results and outcomes
	Qualitative indicators
· Learning results and outcomes of educational offers are clearly defined for all educational offers.

· If possible, learning outcomes should be assigned to educational levels using widespread and acknowledged national/international classifications.

e.g. NQF/EQF, ISCED or standards for particular subjects/fields like the language portfolio of the CoE, ECDL, EBC*L etc.
If possible, credits for learning outcomes should be assigned.
· Learning result and outcomes of educational offers support recognition for further education, accreditation of prior learning or direct

recognition as formal qualification.

Differentiation should be made between strictly non-formal (or even more informal) and formal offers as wells as according to level (EQF/ISCED), duration, target group
· Learning results and outcomes are documented in official and written documents of the institution which are handed out to participants upon completion

e.g. certificates, evidence of competences, qualification documents, diplomas, depending on the educational offer.
Quantitative indicators
· Number of different types of certifying documents for different types of provision, e.g. non formal/informal vs. formal offers, differentiation by duration, level, target groups
	educational offers, programmes, curricula
institutional policies and guidelines
Certifying documents

	Learning results of participants (output)
	Qualitative indicators
· The participants’ learning results are measured and assessed using adequate instruments and procedures at periodic intervals.

· An appropriate portion of participants reach the determined learning goals of the educational offer.

· Participants are satisfied with their learning progress and results, also compared to their initial goals and expectations.

· Upon the completion of the educational offer, participants are issued a certifying document (see above)

If participants have not met the goals, they receive (written) information stating what they need to do in order to fulfil the requirements obtaining such a document.
Quantitative indicators
· Number/percentage  of adult learners completing the educational offer, differentiated by different groups (gender, educational background, ethnic background, disabilities, etc.)

· Number/percentage  of certifying documents issued per type of educational offer

· Number/percentage  of participants who succeed in gaining a (formal)

· qualification, if applicable.

· Benchmarking data

· Adequate distribution of levels of achievement (grades/assessment/rating in final qualification) in formal qualifications (also in comparison with other AL institutions), if applicable
	Interviews with staff
records of participant progress and achievement
participant
Interviews
participant self-evaluation of their own learning
Monitoring data/statistics
Grades, test scores, transcripts

	Learning outcomes for participants
	Qualitative indicators
· Learners are enabled and encouraged to reflect upon and recognise the impact of their learning on their personal and/or professional lives.

· The outcome of the adult learning is meaningful for the participant and empowers and motivates the participant to go ahead in her/his life professionally and personally. Depending on the personal goals and the type of AL provision these outcomes may be e.g.

The participant can use the acquired knowledge, skills and competences to better master his/her life
The participant can use the acquired knowledge, skills and competences in professional life, e.g. to enter employment, keep employment, advance in career, obtain more satisfaction from employment.
The participant is motivated and has the prerequisite to continue education and training.
The participant's sense of self-efficacy, self-confidence and self- esteem is enhanced.
The participant is motivated and able to extend participation in social/community and political life.
	Participant interviews
interviews with former participants
Documents of work experience
Post-course destination of participants
Follow-up surveys

	Follow-up for participants
	· Unsuccessful participants receive guidance and counselling on how to complete the educational offer.

· Successful participants are informed of further education and training options

· Counselling and guidance is offered to participants on how to continue with education and training, if applicable.

· Participants' reflective feedback on process and outcome (including transferability into personal and professional life) is gleaned on a regular basis (i.e. through personal interviews/talks or through surveys).
	Perception surveys
interviews with (former) participants
documentation of feedback


	Quality Area 5: Strategy and leadership

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Mission
	· The AL institution has a mission which contains core values and priorities with explicit references to its role as AL provider. Learners are at the centre of the adult learning provision.

The mission statement is put down in writing and available to all relevant stakeholders
The mission statement was developed involving all relevant internal and external stakeholder groups and reflects their values, interests and needs.
	Mission statement
Interviews with staff at all levels

	Strategic planning
	· The AL institution has a strategic plan that is in line with the mission.

Input from different stakeholders as well as research on trends and development in adult education and the social and economic environment of the  AL institution are used to inform the strategic plan.
The strategic planning aims to meet local, if applicable also regional and national needs for adult education, taking into account in particular disadvantaged groups.
· The AL institution has defined basic long-term, medium-term and short-term goals, and the necessary actions and resources for achieving these goals.

· Regular feedback loops are foreseen to monitor the course of action and inform the next round of planning.
	Strategic plan
Documents
Interview with management
staff interviews
Policies

	Target groups
	· The AL institution has identified target groups of participants, especially also disadvantaged groups (low-skilled, migrants, unemployed etc. - according to the local situation).

· The AL institution has analysed the local, regional and national needs and characteristics of target groups.

· The AL institution facilitates access of their target groups and tries to overcome financial, logistical, and cultural barriers.

· The educational offer is adapted to the needs and interests of target groups.

· Target groups are reached and actual participants are in line with the strategy of the AL institution.
	Mission statement
market research
analysis of target groups
monitoring data/ statistics

	Leadership
	· The management demonstrates effective leadership and acts in accordance with the AL institution’s vision and values, which are recognised and supported by the staff.

· Management act as role models for staff.

· The management identifies new developments and innovations and acts upon them.
	Interviews with staff and management
observation

	Collective pedagogical orientation
	· The AL institution has a common pedagogical orientation that is in line with adult learners' needs and interests.

· The common pedagogical orientation is part of the mission statement and influences all aspects of the AL provision.

· The common pedagogical orientation is known throughout the institution and shared by staff.

· Key pedagogical questions are regularly discussed among the teaching staff with the aim of finding an overall consensus or establishing mutual understanding.

· Pedagogical questions are included as key topics in QM/evaluation.
	Documents
Staff interviews
Perception surveys


	Quality Area 5: Strategy and leadership

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Learning organisation
	· The AL institution is committed to be/become a learning organisation where the quality of AL provision is constantly developed and assured.

The AL institution has a view to striving for excellence on an ongoing basis.
The mission and fundamental values and goals are used to reflect on AL provision and its further improvement and development
· The AL institution regularly defines targets and adequate measures in development plans and follows up on their implementation and outcomes.

The AL institution uses quality management and evaluation to support its development.
The AL institution also engages in double-loop learning, reflecting on the adequacy of goals and priorities in regular intervals or when needed.
	Mission statement
strategic/ operational plans
QM
documentation
strategic and operational plans
Interviews with staff and management

	Ethics
	· The AL institution adheres to current national laws and respects the legal rights of participants and employees.

· The AL institution acts fairly towards participants and other relevant stakeholders and informs them of their rights.

General standard terms and conditions and contracts are fair, clear and transparent. They include all important aspects governing the relationship between the AL institution and participants and are easily accessible.
In case of conflicts with or among participants, trainers or other relevant stakeholders, the institution strives for a solution that respects the needs and interests of all parties involved.
· Data protection rights of participants and staff are adhered to.
	General standard terms and conditions
Contracts
Interviews with staff and participants


	Quality Area 6: Management and administration

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Management style
	· The management follows a participatory management style. Interested groups are included in decision and course development processes.

· The communication between management, teaching and administrative/support  staff is characterised by an open flow of information, reliance and mutual trust. Conflicts are discussed and resolved openly.

· The management shows respect in dealing with the teaching staffs’

· demands for professional autonomy.

· The management values inputs from staff and participants and include them in management and strategic processes.
	Job description/ qualification of managers
Number of complaints
Staff interviews
Leadership evaluations

	Decision- making processes
	· Decisions and decision-making processes are transparent to the whole staff.

· There is a clear definition of which decision-making levels and competences are held by management and staff and which opportunities for participation exist.

· There are various opportunities for participation that ensure a broad and collective formation of opinion.
	Process descriptions
Staff feedback
Minutes of staff meetings

	Management and communication
	· The organisation has a clear structure. Responsibilities are clearly defined.

Responsibilities for developing and implementing educational offers are clear.
· There are clear and efficient processes for internal management and communication. They ensure that all staff are well-informed and that activities are coordinated within the institution.

· There are regular staff meetings.

· The structure and processses for working together with freelance and external staff (including volunteers, if applicable) are clearly defined and known to both employed and freelance/external/volunteer staff.
	Organisa- tional chart
Process description
Minutes of staff meetings
Feedback from staff

	Administration
	· Administrative processes are organised in way to avoid unnecessary red tape while ensuring reliability.

All administrative procedures concerning participants are lean and unbureaucratic. They do not put a burden on participants.
Efforts are made to support disadvantaged target groups in the administrative process.
· There are transparent rules in case of cancellations and/or substitutions. They are clear to staff and participants.

In case of cessation of longer-term programmes, arrangements should be in place to transfer to a similar programme or for refunding of fees.
· The delivery of certificates (diploma, tests, records) is organised in a reliable, timely and time-saving manner, if applicable.

· Recurrent work procedures (administration of educational offers, managing participant data, purchasing of materials, etc.) are systematically organised based on long-term experiences.
	Process descriptions
Rules and guidelines
Perception surveys
Staff interviews
Participant interviews


	Quality Area 6: Management and administration

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Support
	· Administrative (reception, course administration) and support staff (e.g. ICT, janitors, maintenance) are available to participants and staff.

Working hours are appropriate to ensuring adequate support for adult learning provision.
Administrative staff can easily be reached and is also personally available in the institution.
· Administrative and support staff actively strive to offer practical support to participants and teaching staff.

They have an open ear to participants and teaching staff and help to create a friendly and welcoming atmosphere.
They tend to participants' and teaching staffs' needs as fully, reliably and timely as possible.
· Online support for administrative issues is available and easy to use, e.g. for enrolment, for updates on training offer, for requests to the AL institution etc.
	Process descriptions
Internal guidelines
Interviews with staff
Interviews with participants

	Provision of infrastructure and equipment
	· There is an appropriate and efficient management of infrastructure and resources that ensures timely and adequate availability

There is an appropriate and efficient allocation of rooms, facilities and equipment (including internet access). Usability is checked in due time.
There are adequate procedures for handling of media, textbooks, documents and other material needed for the teaching and learning process.
	Staff interviews
participant interviews
observations


	Quality Area 7: Human resources

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Personnel structure and policy
	· The number of staff available (differentiated by functions) and the distribution of staff functions and tasks ensure a high quality and efficient educational provision.

· The various tasks, responsibilities and decision-making competences are clearly described and transparent to all employees.

· The AL institution has a human resources policy in place which covers selection procedures, professional development, contracts, payment, social security and working conditions.

The human resources policy includes provisions for diversity and gender equity issues.
· If applicable, the policy also comprises freelance teaching staff and/or volunteer staff.
	Organisa- tional structure
Job descriptions
Policy document(s)
Contracts, agreements

	Staff qualification
	Qualitative indicators
· There are clear competence requirements (type of qualification, level) for the different functions within the institution thatensure that the goals regarding contents, didactics and the organisation of the AL provision are achieved.

· Staff meet competence requirements

Managerial staff has the right competences and expertise (i.e. leadership skills, financial competences)
Pedagogical staff have the necessary competences to develop adult learning offers. They are able to collect and use information on educational needs of target groups and societal/economic trends.
Guidance and counselling practitioners have appropriate knowledge, attitude and competence.
Teaching staff (both employed and freelance/external/volunteer) shows not only a high level of subject/filed competence, but also the necessary methodological-pedagogical, communication, social and personal competences for teaching adults.
Teaching staff have sufficient ICT skills to be able to use ICT in teaching and learning.
· All staff and in particular teaching staff are capable of and willing to engage in self-reflexion, self-evaluation and self-management.

Quantitative indicators
· Numbers of staff differentiated by different functions and different qualification (levels)

· Teacher/students ratio

· Other personnel/students  ratio

· Gender analysis of staff
	Vocational and academic
qualifications of staff
Observation
Interviews with staff and management
Monitoring data/ statistics
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	Quality Area 7: Human resources

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Communication and cooperation culture
	· Institutional structures and means of communication, information and cooperation ensure a good working climate and foster teamwork among staff, and especially also teaching staff.

Communication among the teachers is open, direct, tolerant and understanding. There is a climate of personal esteem and appreciation among the teaching staff.
There are transparent rules and agreements about the way problems are discussed (viz.: communication and feedback rules)
· The AL institution offers sufficient opportunities to staff, including freelance/external/volunteer teaching staff, to exchange on organisational, subject-related ad/or pedagogical matters.

Dialogue between permanent and freelance/external/volunteer staff is actively promoted.
· The AL institutions also encourages and facilitates team-teaching, whenever possible.

· Networking between teachers is fostered during internal further training courses, staff meetings, and other social events.

· Institution-wide projects foster cooperation among the teaching staff and communication among participants across different educational offers.

· Appropriate activities (parties, celebrations, excursions etc.) promote the identification with the institution and cohesion among staff.

Care is taken that freelance/external/volunteer staff are invited and are able to take part in these activities.
	Staff surveys
Minutes of staff meetings
Number of institution - wide projects
Number of events
Participation in social events


	Quality Area 8: Infrastructure and financial resources

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Infrastructure and facility quality
	Qualitative indicators
· The infrastructure, facilities and equipment support a high quality learning and teaching process. This also applies to rented facilities or facilities of cooperation partners used.

The quality of the building, classrooms, training workshops and equipment is sufficient to achieve the learning goals and final qualifications. Physical conditions (size of rooms,  temperature etc.) are comfortable.
· Infrastructure and facilities make the institution an attractive and comfortable space to learn and to work.

The institution possesses user-friendly general and recreation facilities, which ensure pleasant surroundings outside the classroom areas.
The arrangement of these infrastructures fosters social and communication opportunities and participants' feeling welcome.
Facilities are available for childcare, if applicable.
· Participants have access to the spatial and material resources of the institution (photocopiers, library, computers, internet-access etc.) in order to work efficiently and independently.

· Internet access and electronic media used in teaching and learning are working and easy to use for teaching staff and participants.

· Offices and other facilities (i.e. meetings rooms, recreational rooms, classrooms) provide a supportive working environment for staff.

· Working equipment of administration and staff (computers, communication means, internet etc.) is fully functional and up-to-date and meets the demands of an efficient organisation.

· The infrastructure, facilities and equipment ensure health and safety.

· The infrastructure, facilities and equipment meet ecological requirements.

This may encompass measures for energy saving, reduction of waste, use of recycled materials etc.
Quantitative indicators
· Physical resources/student ratio

· Computer/student ratio

· Use of ICT resources
	Classrooms, training workshops, laboratories
Materials and equipment inventories
Perception surveys of staff and participants
Interviews with staff and participants
Rules and regulations
Observation of accommo- dation in use
Monitoring data/ statistics

	Accessibility
	Qualitative indicators
· The AL institution can be reached by all target groups.

If possible, the location can be reached by public transport to ensure access for participants who do not have a car at their disposal.
Parking is available for participants who come by car (e.g. in rural areas often no other possibility than coming by car).
If the location cannot be reached by important target groups, additional locations are sought (e.g. through cooperation with other institutions/important  stakeholders) which are near to the participants.
	Website, brochures
Perception surveys
statistics


	Quality Area 8: Infrastructure and financial resources

	Accessibility
	· The AL institution is easy to find.

Written directions on how to get to the AL institution are clear and communicated to (potential) participants.
If necessary appropriate signs and directions are given in the vicinity/from public transport, leading participants to the institution.
· Facilities are accessible for participants with special needs.

· Participants easily find their way within the facilities.

In larger institutions an easily understandable floorplan and clear signs help to find directions. A reception is available for giving information. If necessary, information is provided in different languages.
Quantitative indicators
· Number/percentage  of participants according to geographical area.
	Participant interviews
Monitoring data/ statistics

	Maintenance
	· Buildings, rooms and equipment are cleaned and inspected for defects regularly.

· The responsibilities for the material resources are clearly defined. There are determined procedures for maintenance (service, etc.).

· Renovation needs are detected at an early stage in order to complete the renovation in time and using the necessary financial resources.
	Records of maintenance
Staff interviews

	Financial resources
	Qualitative indicators
· Financial means are sufficient to offer a high quality learning and teaching process.

· Funding from a range of sources is strategically sought and used.

· The accountancy is transparent and provides adequate information for management.

It allows for a differentiated controlling of different activities within the AL institution and supports strategic decisions on the educational offer or on infrastructure.
· Cashflow is sufficient and payments are made according to contractual arrangements.

· If public funding is used, documentation and auditing requirements of public donors are followed.

· Adequate financial audit processes are in place. 
Quantitative indicators
· Average expenditure per student.

· Efficiency of the use of resources: Average expenditure per student compared with similar institutions.
	Balance sheets, income statements
Information from the accounting system
Staff interviews
Audit reports
Accounting data


	Quality Area 9: External relations and internationalisation/ European cooperation

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	External relations and local/regional/ national networking and cooperation
	Qualitative indicators
· The AL institution has a strategy for external relations and local/regional/national  networking and cooperation

Local/regional/national  networking and cooperation is in line with the overall strategy, i.e. supports the development of the institution and its offer
External strategies include involvement in adult learning policy development, sharing of good practices and learning from partners and creating synergies through cooperation.
· The AL institution participates in local/regional/national  networking and cooperation

The AL institution is member of local/regional/national  networks
The AL institution is invited to and regularly attends meetings and conferences on local/regional/national  level
The AL institution is invited to and participates in public consultations
The AL institution regularly cooperates with partners on local/regional/national  level
· The AL institution makes sure that learning from networking and cooperation is shared in the institution.

The AL institution uses lessons-learned from networking and cooperation activities for further development, i.e.
- of the institution, i.e. for organisational development
- of staff, i.e. for professional development
- of the educational offer
Quantitative indicators
· The yearly number of activities of local/regional/national  networking and cooperation, differentiated between different types of activities in terms of  time, effort, money and (potential) impact

i.e. presumably high time-effort-money-impact  activities like membership in networks, cooperation projects
presumably low(er) time-effort-money-impact  activities like one-off staff training or conference participation
· The number/percentage  of staff or adult learners involved in these activities per year
	Mission statement/ Strategic plan
Documents on networking and cooperation activities
Cooperative projects or ventures
Documents on internal follow-up
Internal feedback
Monitoring data/ Statistics

	Identification and information of stakeholders relevant for
AL provision
	· The AL institution identifies all stakeholder groups relevant to its provision.

Stakeholders are e.g. participants, other educational institutions, institutions/services  providing validation of non-formal and informal learning, NGOs, regional/local authorities res.
municipalities, companies, social partners, educational authorities, awarding bodies for qualifications/RPL, experts and researchers.
· The AL institution provides relevant, comprehensive and timely information to relevant stakeholders through different channels, i.e. website, media, direct written or personal information, open days, events.

· The AL institution ensures direct and regular communication and exchange with relevant stakeholders through different channels.

· The AL institution fosters personal contacts to important stakeholders.
	Course programmes
Website, media folder, social media
Reports of open days
Correspon- dence with stakeholders


	Quality Area 9: External relations and internationalisation/ European cooperation

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Cooperation with relevant stakeholders for/during AL provision
	· The AL institution involves relevant stakeholders during all phases of the AL provision, this is also apparent in process descriptions and quality management provisions.

· Regular exchange of information and input from relevant stakeholders concerning the design of training offers, e.g. on educational needs, state-of-the-art in the specific educational field/subject etc.

· Cooperation with relevant stakeholders during the implementation of the training offer, if applicable: e.g. cooperative education provision, common use of resources and infrastructure etc.

· Feedback from relevant stakeholders on the education is actively sought to support internal evaluation: e.g. concerning process or outcomes of teaching and training or learning.

Special attention is paid to receiving regular feedback from relevant stakeholders on the adequacy of learning outcomes for further education and training, for RPL, for employment or other important personal and societal goals (e.g. civic and democratic participation etc.).
· External evaluations through/involving relevant stakeholders

· Involvement of relevant stakeholders in follow-up on evaluation and planning of improvements and further development.
	Correspon- dence
Minutes of meetings
Cooperation agreements
Interviews with staff and external stakeholders
External evaluation

	International/ European networking and cooperation
	Qualitative indicators:
· The AL institution has a strategy for international/European  networking and cooperation

International/European  networking and cooperation is in line with the overall strategy, i.e. supports the development of the institution and its offer
· The AL institution makes sure that funding is secured for international networking and cooperation (European funds, if applicable also national funds)

· The AL institution participates in international networking and cooperation. The AL institution

- is a member of international networks
- regularly attends international meetings and conferences
- regularly cooperates with partners from other countries
- offers staff the opportunity to go abroad
- offers adult learners the opportunity to go abroad
· The AL institution makes sure that learning from international networking and cooperation is shared in the institution

· The AL institution uses international networking and cooperation for further development, i.e.

- of the institution, i.e. for organisational development
- of staff, i.e. for professional development
- of the educational offer
· The AL institution actively disseminates learning from international networking and cooperation to external stakeholders, i.e. to its local/regional or national context (whatever is applicable)
	Mission paper/ Strategic plan
Funding proposals
Documents on networking and cooperation activities
Feedback from internal people involved
Feedback from external cooperation partners
Documents on internal follow-up
Internal feedback
Documents on external


	Quality Area 9: External relations and internationalisation/ European cooperation

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	
	Quantitative indicators:
· The yearly number of activities of international networking and cooperation, differentiated between different types of activities in terms of time, effort, money and (potential) impact

i.e. presumably high time-effort-money-impact  activities like membership in European/international  networks, cooperation projects, international mobility
presumably low(er) time-effort-money-impact  activities like one-off staff training or conference participation
· The number/percentage  of staff or adult learners involved in these activities per year

· If learner mobility exists, the following indicators also apply:

The number/percentage  of adult learners going abroad every year
(also in relation to strategic goals), if applicable.
The number / percentage of participants coming from abroad every year (in relation to strategic goals), if applicable.
· The amount of European and/or national funding secured (per year)
	follow-up;
Feedback from external stakeholders
Monitoring data/ statistics
Reports
Budget, financial information


	Quality Area 10: Gender mainstreaming and diversity

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Mainstreaming equal opportunities
	· Gender equity and diversity are intertwined and implemented in a holistic manner.

Gender analysis and measures to ensure equal opportunities for women and men always take into account differential needs and interests of women and men from diverse backgrounds (i.e. migrant women and men, low-skilled women and men etc.)
Conversely, diversity measures always consider gender as an important factor.
	Mission statement
Gender impact analysis
Strategic/ operative plans

	Gender mainstreaming in the institution
	Qualitative indicators
· The institution has a plan, structures and resources to promote gender equality. There are adequate measures to put GM into practice.

· There is equal representation of women and men in decision-making processes.

· There is equal representation for women and men concerning the distribution of resources such as time, education and training, or money.

· There is equal division of labour by gender. No inequalities in the value are attached to the work of women and men.

· There is no direct or indirect sexual discrimination. Women and men have equal access to facilities.

· Childcare is provided, if necessary. 
Quantitative indicators
· Proportion of men and women in management

· Proportion of men and women in the teaching staff, the administration/secretarial  staff and in the support staff?
	Mission statement
Guidelines
Organisation- al chart
Payment schemes
Perception surveys
Statistics

	Gender mainstreaming in teaching and learning
	Qualitative indicators
· There is a counselling and guidance system on subject choices in place to ensure that the two sexes do not limit their training and employment opportunities because of gender stereotypes.

· The learning offer includes a range of different teaching methods to promote active participation by male and female participants in learning.

· Men and women are treated with the same respect and the language used is gender-sensitive.

· Textbooks, other teaching materials and examinations are gender- sensitive as regards language, images and examples.

· If stereotypes are used in teaching materials (books, online resources etc.) they are discussed with participants.

Quantitative indicators

· Data collected is disaggregated by sex in order to measure the participation rates of women and men.

· Equal female and male participation rates (with respect to time series).

· Gender split by course/programme  areas (with respect to time series)

· Drop-out rates of participants by sex.

· Achievement rates of participants by sex.
	Course offers lesson plans guidance
offers observations
participant interviews
Staff interviews
Material
Monitoring data/ statistics


	Quality Area 10: Gender mainstreaming and diversity

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Diversity
	Qualitative indicators
· An accessibility policy ensures diversity of participants in terms of background and needs.

The policy differentiates between different groups and how to target them.
Gender is inherently considered when differentiating between different groups.
· Educational offers are designed for participants from diverse backgrounds.

· Promotion and information campaigns are directed to participants from diverse backgrounds.

· Retention of participants from diverse backgrounds and with diverse needs is ensured through a variety of measures:

adequate educational offers and practical training opportunities, supportive and tailored learning and teaching methods,
suitable equipment and teaching material.
· Special guidance and tutoring is available to students from diverse background.

· Teaching and counselling staff is available who come from the participants' background and are able to relate to different target groups.

· Discriminating behaviour and language within the learning group is not tolerated.

· For participants with disabilities, special provisions are in place to support their participation (i.e. technical facilities e.g. screen-readers for visually impaired, material in Braille) or offers like translation into sign language etc.

Quantitative indicators
· Number of participants with special needs

· Vulnerable groups among participants:

Percentage of participants whose parents were born in another country
Percentage of participants with disabilities
Percentage of other disadvantaged groups (to be defined)
· Educational background of participants

Quantitative indicators may also be related to the social environment the institution is situated in
	Mission statement
Guidelines
Course offers
Outreach and enrolment procedures
Material
Guidance offers
Staff qualification and background
Perception surveys
Staff interviews
Participant interviews
Observation
Monitoring data/
statistics


	Quality Area 11: Quality management and evaluation

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Holistic quality management system
	· The institution runs a coherent, holistic and systematic quality assurance system based on the quality cycle.

· The quality management system is linked to the mission and forms an integral part of the institution’s strategic planning and organisational development.

· Quality goals, responsibilities and liabilities are defined.

Quality goals exist for both educational and managerial issues.
· The QM system is based on processes that cover both the key processes of the adult learning provision and support processes. Written descriptions of theses processes exist.

· A system to handle participants' complaints is in place.

· For formal qualifications or validation of competences, an appeal procedure exists.

· All staff (employed, freelance and volunteer) are committed to quality and work systematically on implementing and improving the quality management system.

· Relevant stakeholders are involved in establishing and evaluating quality goals.

· The quality management system itself is regularly evaluated and revised to ensure its adequacy and efficacy.

· If possible, the quality management system is also certified/recognised through an external body.
	Documenta- tion of QM system
Strategic and operational plans
Reports on improvement measure
Staff and participant interviews
Correspon- dence with stakeholder groups
Revisions of the QM system
External certificates

	Evaluation and institutional development
	· Regular evaluation and feedback are a pivotal part of the quality management system.

· The AL institution defines an evaluation concept comprising internal and external evaluation as the basis for continuous institutional development.

· Periods, procedures, selection of evaluation topics, contributions etc. are defined and transparent. Competences and responsibilities are determined.

· Evaluations are conducted in a feasible, fair and accurate way using appropriate and sufficiently rigorous data collection methods.

· Existing documents and (monitoring) data are used whenever possible.

· Quantitative and qualitative data collection methods are employed to obtain a full and realistic picture of the AL institution and its educational offer.

· Utilisation of evaluation findings is taken into account from the beginning.

· A process ensuring follow-up on evaluation findings is in place involving relevant stakeholders from within and from outside the AL institution.

· The institution has developed a culture of data-based critical reflection.
	Evaluation concept and plan
Evaluation reports
Staff and management interviews
Minutes of conferences and meetings
Improvement plans


	Quality Area 11: Quality management and evaluation

	Criteria
(review at least
2 criteria)
	Examples of indicators
(not prescribed, the proposed indicators can be (ex)changed)
	Sources of evidence

	Feedback and self-/peer- evaluation at an individual level
	· The institution has established a feedback culture.

· The majority of personnel (managers, teaching staff) obtains regular feedback from different sides.

· The AL institution promotes self-evaluation, i.e. evaluation of courses by teaching staff themselves.

· The AL institution promotes peer-evaluation, i.e. evaluation of courses by colleagues (e.g. course observations etc.)

· Feedback and self-/peer-evaluation  results are appreciated and used as a valuable source for continuous learning.

· The AL institution provides support for following-up on feedback and self-/peer-evaluation.

· Results are taking into account and implemented in personnel development as well as institutional improvement measures, if appropriate.

· Individual learning from feedback and self-/peer-evaluation  is shared in the AL institution.
	Planning of feedback
Documen- tation of feedback/ self- evaluation/ peer evaluation
Staff and management interviews
Minutes of feedback meetings

	Monitoring and internal evaluation
	· Internal evaluation takes place regularly.

· The institution gathers feedback from different stakeholders regularly and systematically.

Perception surveys and interviews (focus groups) are carried out with participants and key stakeholders concerning (satisfaction with) educational offers, support services and facilities.
There is also a feedback mechanism on staff competences and course conduction in place.
Special attention is paid to the core processes, i.e. the adequacy of educational offers, the quality of the teaching and learning process and learning outcomes.
Feedback on job satisfaction of staff is regularly assessed.
· Monitoring data on core quantitative and qualitative indicators (i.e. enrolment, retention, completion rates) is collected and reviewed regularly.

· Findings from monitoring and internal evaluations are made available to all staff and used for reflecting on and improving the educational offer.
	Evaluation plan
Perception surveys
Participant interviews
Staff interviews
Absence due to illness
Monitoring data/ statistics
Dissemination

	External evaluation and bench- marking
	· The AL institution or parts of it are evaluated externally to document accountability and to tackle "blind spots".

· Internal and external evaluation complement each other.

External evaluations check and verify internal evaluation findings. Scientific evaluations by special experts are used to tackle
phenomena that the institution does not have the methodological
and subject expertise to investigate through internal evaluation.
External evaluation is used for evaluating external cooperation and projects.
· The AL institution conducts Peer Reviews.

· If possible, the AL institution engages in benchmarking with similar institutions.
	Evaluation plans
Interviews with staff and management
Evaluation reports
Records of Peer Reviews
Bench- marking data


Quality Area 7: Human resources�
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Criteria


(review at least
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Examples of indicators


(not prescribed, the proposed indicators can be (ex)changed)�
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Staff recruitment and development�






There are appropriate recruitment procedures in place for all types of staff that ensures adequate assessment of competences, skills and attitudes.


These also cover recruitment of freelance, external, volunteer staff/teaching staff.


In the recruitment of teaching staff, subject expertise but also competence to teach adults are assessed.


There are induction and tutoring/monitoring schemes for staff tailored to the different functions.


There is also an appropriated induction scheme for freelance, external, volunteer teaching staff which in a timely and efficient manner ensures knowledge of organisational procedures and quality requirements for the provision of AL.


Staff periodically review their performance, development and training needs with the head of the department or programme manager. The instruments and criteria in use are transparent to the entire staff.


There also appropriate feedback and assessment procedures in place for freelance/external/volunteer staff.


The AL institution has a staff development plan which takes into account both personal needs and requirements of staff and overarching institutional goals.


The AL institutions offers resources and opportunities for regular professional in-service training of staff, esp. teaching staff.


Freelance/external/volunteer staff is included in staff development offers.


Informal learning, self-study and peer learning of teaching staff is promoted.�
























Evaluations of the effectiveness of staff development activities








Evaluations of staff performance








Plans and programmes of staff development








Perception surveys�
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Welfare of staff�
Qualitative indicators:


Staff feel comfortable within the institution. The balance between stress and satisfaction is recognised as reasonable.


Data collected on burnout and measures taken to prevent/remedy it are gender-sensitive.


Problems and difficulties within daily work can be openly raised in respectful conversations among colleagues and between staff and management.


Employees feel that their work and personality is appreciated by other colleagues and management.


Quantitative indicators:


Number of applications


Level of absenteeism or sickness


Number of overtime hours


Rates of staff turnover


Number of complaints


Participation in social events�












Applications Staff surveys Absence


rates due to illness





Complaints of staff








Monitoring data/ statistics�
�
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