[image: image2.png]



Strengthening School Management: A Guide for Optimizing the Use of Health Workforce Education Resources
Self-Assessment Tool

Guide for Administering the Self-Assessment 
Introduction

The School Management Self-Assessment Tool is intended to provide a succinct method for determining the strengths and weaknesses of management processes within an institution, with an aim of increasing the efficiency, effectiveness, quality, and relevance of educational programs. The results of the assessment should be used to guide a discussion among faculty, administrators, staff, and other important stakeholders on management practices that need improvement, and to help the management team set priorities and develop a strategic plan of action. A separate planning matrix, which is included in the CapacityPlus school management package, can be used for that purpose. This guide provides brief instructions for administering the School Management Self-Assessment Tool.

The Self-Assessment Tool focuses on the management of financial, human, material, and intellectual resources required for the efficient and effective delivery of high-quality and relevant educational programs. The assessment addresses nine management dimensions that directly support an institution’s educational goals: leadership and governance; strategic planning; external relations; financial resources; personnel; students; equipment and materials; facilities and infrastructure; and evaluation and knowledge management. Curriculum management—which entails designing, implementing, monitoring, and evaluating curricula—is the core business of education. All other elements must support the function of curriculum management. Therefore, a curriculum element is embedded within each management dimension as a subcategory titled teaching and learning. 

The assessment assumes that the overarching goal of school management is to support the delivery of a relevant, learner-centered, and competency-based curriculum. It does not intend to serve as a quality assurance or accreditation mechanism. Nevertheless, international standards for medical and nursing education, such as those published by the World Health Organization and the World Federation for Medical Education, were reviewed and considered in the development of this tool.
The views expressed in this document do not necessarily reflect the views of the United States Agency for International Development or the United States Government.

Adapting and using the Excel-based Self-Assessment Tool
Items included in the Self-Assessment Tool address a large variety of topics. The person or team responsible for administering the tool should review the instrument in advance to determine if a more focused assessment is needed. In some cases, the review may lead to a decision to omit some subsections or items within a management dimension. In other cases, a decision may be taken to modularize the tool by administering particular sections only to individuals who have in-depth knowledge of the areas being addressed. For example, the financial resources dimension could be administered only to those responsible for managing the institution’s finances, or the personnel dimension to those responsible for this function. Another option is to narrow the assessment to one or more dimensions (such as leadership and governance, strategic planning, and external relations), conduct the assessment, analyze the results, and develop a plan of action for those dimensions. This initial round of assessment, focusing on a few management dimensions, could be followed by several additional rounds where a few management dimensions are assessed in each round. The rounds of assessment could take place over several weeks or months depending on the interest and capacity of the institution.

The contexts in which health sciences students learn are many and varied. For instance, some health sciences programs are delivered through stand-alone schools, while others are delivered through faculties, schools, or departments within larger universities. The person or team responsible for administering the Self-Assessment Tool should decide how to define the term “institution.” For example, the unit of analysis could be a faculty of health sciences, a college of nursing and midwifery, or a medical school. Using the “search and replace” function in the Microsoft Excel file, find all instances where the word “institution” is used and replace it with the name of the specific entity being evaluated (e.g., faculty of health sciences, college of nursing, medical school, department of nursing and midwifery, school of public health). Once a decision is made about the unit of analysis, it should be clearly communicated to those who will complete the instrument so that a consistent interpretation is held.

The Excel-based questionnaire can be printed and completed in pen or pencil by respondents, or the electronic file can be transferred to respondents to complete on their computers. A

Microsoft Word version of the questionnaire is included in this document for reference and can also be used by schools as needed. The tool includes two sets of response choices: level of importance of a statement, and level at which the statement currently exists at the institution. Respondents should be asked to answer the questions based on their understanding of the situation at their institution. To the left of each statement the respondent should indicate, by placing an "X" in the appropriate box, how important the statement is for the delivery of a quality educational program. To the right of each statement the respondent should indicate, by placing an "X" in the appropriate box, the extent to which the statement currently exists at her/his institution. Where prompted “Other (specify),” the survey administrator can write in an item she or he would like respondents to consider, or leave the option open for respondents to complete. When completing the questionnaire electronically, it is easiest to move through the worksheet using the arrow keys (( ( ( () on a keyboard. This will prevent multiple boxes being highlighted simultaneously, which can be confusing.

Administration of the Self-Assessment Tool
The following are brief instructions for different approaches that could be used for administering the School Management Self-Assessment. The four methods below range from simple to complex, but it is important to recognize that the most complex method will generally yield results that are the most valid and useful. 

1. Single informant. The most straightforward approach to administering the Self-Assessment Tool is to assign the task of completing the instrument to a single individual who has substantial knowledge of the program. Results are then distributed to stakeholders and staff for reaction and discussion. The advantage of this approach is that it is extremely simple. The disadvantage is that the results may not be representative and may be biased toward the views of the informant.
2. Distributed informants. Under this approach, the program’s leadership assigns the responsibility of completing different sections of the Self-Assessment Tool to knowledgeable individuals according to their responsibilities. For example, the financial resources section might be completed by the budget officer, the personnel section might be completed by the human resources officer, the external relations section might be completed by the person assigned responsibility for this function within the program, and so on. Like the single informant approach, this approach will yield a single set of results that can be compiled and distributed for discussion. The additional advantage of this approach is that responses will probably be more accurate because the selected respondents will be more knowledgeable. The primary disadvantage is that results may not be accurate because of the natural tendency for each of these individuals to see their functions favorably.
3. Multiple informants. Under this approach, the program’s leadership directs all or a representative sample of the program’s faculty, administration, and staff to complete the entire Self-Assessment Tool, or an adapted version of the tool, from their own perspectives. The distribution of responses should be reported by recording the number of individuals choosing each response category. Results are then shared with staff and stakeholders for discussion. The focus of the discussion should be placed not only on areas of agreement, the implications of which can then be considered, but also on areas of disagreement, where the focus of discussion should be on why these differences of perception occurred. The advantage of this approach is that it is based on a much broader (and presumably more accurate) set of perceptions. A disadvantage is that it requires the additional step of recording the distribution of responses, and presumes that all respondents are equally well informed.
4. Delphi approach. The Delphi approach also involves multiple respondents (again, either the entire population of staff and stakeholders or a representative sample of them), but requires them to engage in two rounds of ratings. The first step in the process is identical to the multiple informants approach in that each participant provides an independent rating on each scale, and the distribution of responses is then recorded. In a second step, participants convene to discuss their ratings and share their reasons for assigning a particular score. The third and final step involves participants rating each scale a second time in light of what they learned about what others were thinking. This usually results in a more consistent set of ratings than the first round because participants think about the task in a more consistent way. This second set of ratings is then put before the group to guide a discussion in the manner described above. The additional advantage of this approach is that discussions are deeper because ratings are more consistent across participants due to the opportunities given to revise them. The primary disadvantage is that the process is more complex and takes more time.

Analyzing and acting on the results

If more than ten people will respond to the questionnaire, it is recommended to use the Excel version of the assessment tool. Copy and paste each completed questionnaire into a separate worksheet of an Excel file, leaving the responses in the first master worksheet blank. Next, use the “sum worksheets” function to tally the responses into the first master worksheet. When using the electronic Excel questionnaire, it is best to ask respondents to place the number “1” in the cell that corresponds to their answer, rather than an “X”, because this will facilitate the summing of responses. If needed, use the “find and replace” function to replace all Xs with 1’s prior to summing the responses. 

While the data generated through the School Management Self-Assessment are important in their own right, the primary purpose is to inform a thoughtful and reflective discussion, followed by priority setting and action planning. The following suggestions should help guide and focus this discussion:

· Concentrate first on statements that are rated exist “not at all” or “somewhat” at the institution (1’s and 2’s on the spreadsheet), and are also rated as high in importance. These are the practices that will need priority attention.
· Look only briefly at statements rated as largely or fully existing and high in importance. Recognize these for self-congratulation and a need for continued support for their application at the institution.
· Look particularly at practices for which there are the greatest variations in ratings across respondents. Try to determine why people see things so differently.
· If the self-assessment has been administered before, how do the results of this most recent administration differ from those of the past? What do you make of any differences?

· Decide which practices need priority attention. For each area identified as a priority for action, go back and brainstorm specific ideas about how to improve performance in that area. Does your faculty, school, or department have any control over this dimension of management? If no, can you influence others who control that dimension? For the practices that fall under the control of your faculty, school, or department, will implementing specific actions require new investments of resources or time? Where will these resources come from?

· The planning matrix, which is included in the school management package, will help you to document these discussions with faculty, administrators, staff, and other stakeholders, and to map out a basic plan of action for strengthening management practices in the priority areas.
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Introduction for Respondents
Your views of your institution are valuable. The information you provide on this self‐assessment tool will be used to examine strengths and weaknesses of management practices within your academic program and institution. The results will help your program and/or institution identify opportunities and set priorities for improvement.

Each item in the questionnaire describes an expectation in a designated set of management and performance dimensions.

On the left, indicate how important you believe the statement is for the delivery of a quality educational program.

On the right, indicate to what extent the statement currently exists at your institution.

1. Leadership and governance

Leadership is a process by which a person or group influences others to accomplish an objective and directs the organization in a way that makes it more cohesive and coherent. Governance means the act and/or the structure of governing the institution. Governance is primarily concerned with the processes of complying with relevant external policies as well as establishing, implementing, and communicating internal institutional and program policies. The institutional and program policies would normally encompass information‐based decisions on the mission of the institution, the curriculum, admission policy, staff recruitment and selection policy, and decisions on interaction and linkage with the health sector as well as other external relations (see World Federation of Medical Education, Global Standards for Quality Improvement in Basic Medical Education, http://www.wfme.org/standards/bme).
2. Strategic planning 

Strategic planning is the institution’s process of defining its strategy, or direction, and making decisions on allocating its resources to pursue this strategy. In order to determine the future direction of the organization, it is necessary to understand its current position and the possible avenues through which it can pursue particular courses of action. Strategic planning is a cyclical activity with three main phases: assessment and analysis; writing or updating a plan; and taking action to achieve the agreed goals while monitoring progress.

3. External relations

The external relations management dimension refers to the institution’s interactions and relationships with its environment and community. Elements such as marketing and fundraising, alumni relations, responsiveness to employment opportunities, and the creation of concrete links between the institution and the community are part of external relations.

4. Financial resources

The financial resources dimension refers to overseeing and administering the institution’s finances with particular attention to how such resources support the institution’s academic programs, mission, values, and goals. It includes financial forecasting, budgeting, accounting and reporting systems, cash flow, debt management, and preparation of external reports.

5. Personnel

Personnel includes forecasting personnel needs; recruitment, hiring, and firing procedures; processes for managing full‐time and part‐time employees; developing and implementing personnel retention plans; training and professional development; performance evaluations; talent pool management; and succession planning.

6. Students 
The student resources dimension refers to all services available to the student body including recruitment and admissions, health and living services, out‐of‐classroom experiences, as well as retention services such as tutoring, counseling, and advising.

7. Equipment and materials 

The equipment and materials dimension refers to commodities and purchasable items necessary to deliver the institution’s academic programs as set forth in the institution’s mission, goals, and curriculum documents. This includes forecasting future needs, procurement management, inventory control, and maintenance of items.

8. Facilities and infrastructure

The facilities and infrastructure dimension is concerned with the physical spaces of the institution, which includes safety, security, cleaning, and maintenance and repairs, as well as durable goods, utilities, transportation, and communications infrastructure. This includes needs forecasting, procurement, planning for obsolescence of facilities, inventory, and maintenance.

9. Evaluation and knowledge management

Evaluation and knowledge management refers to the collection of information, data, and knowledge necessary for achieving the educational mission and goals of the institution, as well as the dissemination of information to key stakeholders who rely on it for planning and decision-making. This also includes evaluation and updating of teaching, support systems, and curricula.

School Management Self-Assessment Questionnaire

Your Name:
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Your Position:
Your views about your institution are valuable. The information provided in this self-assessment questionnaire will be used to examine strengths and weaknesses of management practices within your academic program and institution. The results will help your program and/or institution identify opportunities and set priorities for improvement.

Each item below describes an expectation within a set of nine management categories.

On the left, indicate by placing an “X” in the appropriate box, how important the statement is for the delivery of a quality educational program.

On the right, indicate by placing an “X” in the appropriate box, the extent to which the statement currently exists at your institution.

How important is this for the delivery of a quality educational program?


To what extent does this currently exist at your institution?
1= Low importance
2= Medium importance


1= Not at all
2= Somewhat


4= Largely
5= Fully
3= High importance
3= Don’t know

1
2
3
1. Leadership and Governance
Stakeholders
	1
	2
	3
	
	1
	2
	3
	4
	5

	
	1. The following internal stakeholders are involved in the leadership of the institution or are regularly

consulted by the leadership:
	

	
	
	
	a. Dean
	
	
	
	
	

	
	
	
	b. Students
	
	
	
	
	

	
	
	
	c. Faculty and teaching staff
	
	
	
	
	

	
	
	
	d. Department heads
	
	
	
	
	

	
	
	
	e. Finance staff
	
	
	
	
	

	
	
	
	f. Infrastructure managers
	
	
	
	
	

	
	
	
	g. Library staff
	
	
	
	
	

	
	
	
	h. Computing staff
	
	
	
	
	

	
	
	
	i. Executive staff
	
	
	
	
	

	
	
	
	j. Human resources managers
	
	
	
	
	

	
	
	
	k. Other (specify):
	
	
	
	
	

	
	2. The following external stakeholders are involved in the leadership of the institution or are regularly consulted by the leadership:
	

	
	
	
	a. Professional councils (e.g., health professions, medical, nursing, pharmacy)
	
	
	
	
	


	
	
	
	
	
	
	
	
	

	1
	2
	3
	
	1
	2
	3
	4
	5

	
	
	
	b. Professional associations
	
	
	
	
	

	
	
	
	c. Local health authorities (e.g., district health

officers)
	
	
	
	
	

	
	
	
	d. Local education authorities (e.g., district

education officers)
	
	
	
	
	

	
	
	
	e. Health care providers
	
	
	
	
	

	
	
	
	f. Administrators of clinical practice sites
	
	
	
	
	

	
	
	
	g. Nongovernmental organizations (local and international)
	
	
	
	
	

	
	
	
	h. Alumni (former graduates)
	
	
	
	
	

	
	
	
	i. The external governing board responsible for oversight of the institution (e.g., Board of Directors)
	
	
	
	
	

	
	
	
	j. Civic and traditional community leaders
	
	
	
	
	

	
	
	
	k. Other (specify):
	
	
	
	
	

	
	
	
	l. Other (specify):
	
	
	
	
	


Committee Structure
	
	3. The following committees exist to support the
leadership and governance of the institution:
	

	
	
	
	a. Curriculum committee
	
	
	
	
	

	
	
	
	b. Finance committee
	
	
	
	
	

	
	
	
	c. Admissions committee
	
	
	
	
	

	
	
	
	d. Research committee
	
	
	
	
	

	
	
	
	e. Staff development committee
	
	
	
	
	

	
	
	
	f. Quality assurance committee
	
	
	
	
	

	
	
	
	g. Community-based education committee
	
	
	
	
	

	
	
	
	h. Postgraduate education committee
	
	
	
	
	

	
	
	
	i. Other (specify):
	
	
	
	
	

	
	
	
	4. Committees ensure that the interests of different
departments and units are sufficiently considered in decision-making.
	
	
	
	
	

	
	
	
	5. Committees ensure continuity over time in areas
that are important to the functioning of the institution, regardless of turnover in faculty and staff.
	
	
	
	
	

	
	
	
	6. Committees have a clear mandate and decision-
making authority.
	
	
	
	
	

	
	
	
	7. Committees have an elected or appointed chair.
	
	
	
	
	

	
	
	
	8. A conflict of interest policy is signed by all
members of boards and committees.
	
	
	
	
	

	
	
	
	9. Committees meet regularly (e.g., every three
months).


	
	
	
	
	

	
	
	
	10. Committee meetings have an agenda that is
       circulated before the meeting.
	
	
	
	
	


	
	
	
	
	
	
	
	
	

	1
	2
	3
	
	1
	2
	3
	4
	5

	
	11. Committee meetings are open to anyone who would like to attend them.
	
	
	
	
	

	
	
	
	12. Minutes or records are taken at all committee meetings.
	
	
	
	
	

	
	
	
	13. Minutes or records of committee meetings are distributed promptly after each meeting (e.g., within one week).
	
	
	
	
	

	
	
	
	14. Records and recommendations of committee meetings are open and available to all who would like to see them.
	
	
	
	
	

	
	
	
	15. The committees have adequate representation from both internal and external stakeholders.
	
	
	
	
	


Organizational Chart and Oversight
	
	
	
	16. The institution has an organizational chart or organogram that shows the structure of the organization, the relative ranks of its parts, and the relationships between people/positions in the organization.
	
	
	
	
	

	
	
	
	17. The deans of schools and heads of departments and units have ready access to the university president and central administration.
	
	
	
	
	

	
	
	
	18. There is a board of directors or similar body that ensures oversight of the institution.
	
	
	
	
	


Mission, Values, and Goals
	
	
	
	19. The institution has a written mission statement.
	
	
	
	
	

	
	
	
	20. The institution has a written statement of its values
and goals.
	
	
	
	
	

	
	
	
	21. The institution’s mission and goals are frequently communicated to internal stakeholders (e.g., every three months).
	
	
	
	
	

	
	
	
	22. The institution's mission, values, and goals are
frequently communicated to external stakeholders

(e.g., every three months).
	
	
	
	
	


Communication and Feedback
	
	
	
	23. There is a plan for internal communication
between the institution’s leadership and its parts.
	
	
	
	
	

	
	
	
	24. The leadership of the institution effectively
communicates with the different departments and units within the institution.
	
	
	
	
	

	
	
	
	25. Channels of internal communication are clear and
effective.
	
	
	
	
	


Compliance with Standards, Policies, and Codes of Ethical Behavior and Practice
	1
	2
	3
	
	1
	2
	3
	4
	5

	
	26. The institution fully complies with standards, policies, and practice codes set forth by the following entities:
	

	
	
	
	a. Ministry of Education (e.g., standards for higher
education, standards for research)
	
	
	
	
	

	
	
	
	b. Ministry of Health (e.g., safety standards for clinical facilities, standards for research)
	
	
	
	
	

	
	
	
	c. Professional councils (e.g., safety standards for
clinical practice, patients’ rights, professional codes of ethics)
	
	
	
	
	

	
	
	
	d. Ministry of Public Works (e.g., safety standards for physical plant and facilities)
	
	
	
	
	

	
	
	
	e. Ministry of Labor (e.g., standards and policies for
hiring and firing of staff, working hours, staff benefits)
	
	
	
	
	


Teaching and Learning
	
	
	
	27. Leadership and governance at the institution is aligned with the teaching and learning process.
	
	
	
	
	

	
	
	
	28. Leadership and governance at the institution
supports the teaching and learning process.
	
	
	
	
	

	
	
	
	29. Leadership and governance supports the continuous updating and renewal of the teaching and learning process.
	
	
	
	
	


2. Strategic Planning
Support for Strategic Planning
	
	
	
	1. An office is responsible for strategic planning.
	
	
	
	
	

	
	
	
	2. One or more individuals are responsible for
strategic planning.
	
	
	
	
	

	
	
	
	3. Staff support for strategic planning is adequate.
	
	
	
	
	

	
	
	
	4. Financial support of strategic planning is sufficient.
	
	
	
	
	


Creating and/or Updating the Plan
	
	
	
	5. There is a strategic plan that sets out the long-term
goals of the institution and/or program and how they are to be achieved.
	
	
	
	
	

	
	
	
	6. The following were considered as part of a needs
    assessment to create or update the strategic plan of the institution and/or program:
	
	
	
	
	

	
	
	
	a. The needs of the labor market
	
	
	
	
	

	
	
	
	b. The needs of health services
	
	
	
	
	


	
	
	
	
	
	
	
	
	

	1
	2
	3
	
	1
	2
	3
	4
	5

	
	
	
	c. The needs of professional councils
	
	
	
	
	

	
	
	
	d. The needs of faculty and staff
	
	
	
	
	

	
	
	
	e. The needs of students
	
	
	
	
	

	
	
	
	f. The health needs of the communities that the
institution serves
	
	
	
	
	

	
	
	
	g. The institution’s vision and mission
	
	
	
	
	

	
	
	
	h. The institution’s strengths, weaknesses,
opportunities, and challenges/threats (SWOT

analysis)
	
	
	
	
	

	
	
	
	i. The availability of human, financial, and material
resources to implement the plan
	
	
	
	
	

	
	
	
	7. The strategic plan is updated annually.
	
	
	
	
	

	
	
	
	8. The strategic plan has reasonable priorities.
	
	
	
	
	


Implementing the Strategic Plan
	
	
	
	9. There is an operational plan that describes the actions needed in the year ahead to implement the strategic plan.
	
	
	
	
	

	
	
	
	10. There are monitoring reports to describe progress
and challenges.
	
	
	
	
	

	
	
	
	11. Monitoring results are used to revise or update the strategic plan.
	
	
	
	
	

	
	
	
	12. The strategic plan drives resource allocation.
	
	
	
	
	

	
	
	
	13. The strategic plan helps determine job responsibilities.
	
	
	
	
	

	
	
	
	14. The strategic plan helps determine unit missions
and goals.
	
	
	
	
	


Disseminating the Plan
	
	
	
	15. All relevant internal stakeholders are aware of the strategic plan.
	
	
	
	
	

	
	
	
	16. All relevant external stakeholders are aware of the
strategic plan.
	
	
	
	
	

	
	
	
	17. The strategic plan is displayed prominently on the institution’s website.
	
	
	
	
	


Teaching and Learning
	
	
	
	18. The strategic plan assures that sufficient well-
trained staff is available for the teaching and learning process.
	
	
	
	
	

	
	
	
	19. The strategic plan ensures that adequate financial
support is available for the teaching and learning process.
	
	
	
	
	

	
	
	
	20. The strategic plan supports the continuous
updating and renewal of the teaching and learning process.
	
	
	
	
	


3. External Relations
Marketing and Fundraising
	1
	2
	3
	
	1
	2
	3
	4
	5

	
	
	
	1. An office is responsible for marketing and fundraising efforts.
	
	
	
	
	

	
	
	
	2. One or more individuals are responsible for
marketing and fundraising efforts.
	
	
	
	
	

	
	
	
	3. There is a strategy and/or plan for marketing and fundraising.
	
	
	
	
	

	
	
	
	4. Staff support for marketing and fundraising is
adequate.
	
	
	
	
	

	
	
	
	5. Financial support for marketing and fundraising is sufficient.
	
	
	
	
	

	
	
	
	6. Realistic fundraising targets are set.
	
	
	
	
	


Alumni Relations
	
	
	
	7. An office is responsible for alumni relations.
	
	
	
	
	

	
	
	
	8. One or more individuals are responsible for alumni
relations.
	
	
	
	
	

	
	
	
	9. There is a strategy and/or plan for alumni relations.
	
	
	
	
	

	
	
	
	10. Staff support for alumni relations is adequate.
	
	
	
	
	

	
	
	
	11. Financial support for alumni relations is sufficient.
	
	
	
	
	

	
	
	
	12. The institution maintains contact with and/or
tracks alumni.
	
	
	
	
	

	
	13. The institution looks to alumni as a resource:
	

	
	
	
	a. Alumni contribute to the updating and renewal
of curricula.
	
	
	
	
	

	
	
	
	b. Alumni provide financial and/or in kind resources to the institution.
	
	
	
	
	

	
	
	
	c. Alumni are used as mentors and/or educators.
	
	
	
	
	

	
	
	
	d. Alumni assist with field placements of students.
	
	
	
	
	

	
	
	
	e. Alumni assist with job placement of graduates.
	
	
	
	
	


Relations with Professional Practice
	
	
	
	14. An office is responsible for relations with the
professional community.
	
	
	
	
	

	
	
	
	15. One or more individuals are responsible for
relations with the professional community.
	
	
	
	
	

	
	
	
	16. The institution assesses the needs of the
professional community with regard to job opportunities.
	
	
	
	
	



Community Relations
	1
	2
	3
	
	1
	2
	3
	4
	5

	
	
	
	17. The leadership of the institution effectively communicates with external stakeholders.
	
	
	
	
	

	
	
	
	18. An office is responsible for community relations.
	
	
	
	
	

	
	
	
	19. One or more individuals are responsible for community relations.
	
	
	
	
	

	
	
	
	20. There is a strategy and/or plan for community
relations.
	
	
	
	
	

	
	
	
	21. Financial support for community relations is sufficient.
	
	
	
	
	

	
	
	
	22. The institution looks to the community as a
resource.
	
	
	
	
	


Teaching and Learning
	
	
	
	23. There is a strategy and/or plan for linking
education with professional practice.
24. The institution looks to the professional community as a teaching and learning resource.
	
	
	
	
	

	
	
	
	24. The institution looks to the professional community         as a teaching and learning resource.
	
	
	
	
	

	
	
	
	a. Practitioners are used as mentors.
	
	
	
	
	

	
	
	
	b. Practitioners are used as adjunct faculty or part-
time lecturers.
	
	
	
	
	

	
	
	
	c. Practitioners assist with field placements.
	
	
	
	
	

	
	
	
	d. Practitioners assist with finding job placements
for graduates.
	
	
	
	
	

	
	
	
	25. Formal written agreements exist between the institution and other institutions, such as health services, where students gain practical experiences.
	
	
	
	
	


4. Financial Resources
Revenue and Expenses
	
	
	
	1. The institution’s needs, in terms of revenue and
expenses, are reviewed on an annual basis.
	
	
	
	
	

	
	
	
	2. The institution has sufficient financial resources to
deliver its academic programs.
	
	
	
	
	

	
	
	
	3. The institution has reliable revenue streams.
	
	
	
	
	

	
	
	
	4. Sufficient financial reserves are in place to address
budget shortfalls.
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	5. Administrators, including the heads of units and
departments, receive accurate monthly reports about revenues, expenditures, and fund balances.
	
	
	
	
	

	
	
	
	1
	2
	3
	
	
	

	
	
	
	7. The institution undergoes an external audit each year.
	
	
	
	
	


‘
Forecasting and Budgeting
	1
	2
	3
	
	1
	2
	3
	4
	5

	
	
	
	8. An office is explicitly responsible for forecasting and budgeting functions, including preparing and managing budgets.
	
	
	
	
	

	
	
	
	9. The office responsible for forecasting and budget
functions is at the executive level.
	
	
	
	
	

	
	
	
	10. Staff support for forecasting and budgeting is adequate.
	
	
	
	
	

	
	
	
	11. Financial support for forecasting and budgeting is
sufficient.
	
	
	
	
	

	
	
	
	12. Units and departments participate in forecasting and budgeting.
	
	
	
	
	


Disbursing and Receiving Funds
	
	
	
	13. An office is responsible for the receipt and disbursement of funds.
	
	
	
	
	

	
	
	
	14. One or more individuals are responsible for fund
receipt and disbursement functions.
	
	
	
	
	

	
	
	
	15. Staff support for the fund disbursement and receipt functions are adequate.
	
	
	
	
	

	
	
	
	16. Financial support for the fund disbursement and
receipt functions is sufficient.
	
	
	
	
	

	
	
	
	17. An office is responsible for student fees, bursaries, and debt management.
	
	
	
	
	


Payroll and Payroll Processing
	
	
	
	18. An office is responsible for payroll and payroll processing.
	
	
	
	
	

	
	
	
	19. One or more individuals are responsible for payroll
and payroll processing.
	
	
	
	
	

	
	
	
	20. Staff support for payroll and payroll processing are adequate.
	
	
	
	
	

	
	
	
	21. Financial support for payroll and payroll processing
is sufficient.
	
	
	
	
	


Grants Management
	
	
	
	22. An office is responsible for grants management.
	
	
	
	
	

	
	
	
	23. One or more individuals are responsible for grants management.
	
	
	
	
	

	
	
	
	24. Staff support for grants management is adequate.
	
	
	
	
	

	
	
	
	25. Financial support for grants management is sufficient.
	
	
	
	
	


Teaching and Learning
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	26. Adequate income and expenditures support continuous updating and renewal of the teaching and learning process.
	
	
	
	
	


5. Personnel (Educators, Faculty, Administrators, and Staff)
Support for Human Resources Functions
	
	
	
	1. An office is explicitly responsible for human resources functions including recruitment, hiring, and firing, as well as staff development and performance management.
	
	
	
	
	

	
	
	
	2. One or more individuals are responsible for human
resources functions.
	
	
	
	
	

	
	
	
	3. There is a strategy and/or plan for human resources.
	
	
	
	
	

	
	
	
	4. Staff support for human resources functions is
adequate.
	
	
	
	
	

	
	
	
	5. Financial support for human resources functions is sufficient.
	
	
	
	
	


Recruitment, Hiring, Firing, and Succession Planning
	
	
	
	6. The needs of the institution, in terms of the
number and type of personnel required, are reviewed on an annual basis.
	
	
	
	
	

	
	
	
	7. Administrators receive monthly staffing reports
including current responsibilities, compensation, and vacancies.
	
	
	
	
	

	
	
	
	8. The institution has sufficient personnel to
undertake and support the delivery of its academic programs.
	
	
	
	
	

	
	
	
	9. There are sufficient personnel at associated clinical
practice facilities to adequately support the delivery of academic programs.
	
	
	
	
	

	
	
	
	10. A competitive hiring process is in place based on
clear position descriptions that present needed competencies.
	
	
	
	
	

	
	
	
	11. There is a process in place for creating new
positions or posts.
	
	
	
	
	

	
	
	
	12. Vacant positions are filled within three to six
      months.
	
	
	
	
	

	
	
	
	13. All new employees must successfully complete a probationary period.
	
	
	
	
	

	
	
	
	14. A process is in place for contract employment.
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	15. A process is in place for part-time employment.
	
	
	
	
	

	
	
	
	16. The institution has a policy or strategy in place to ensure diversity among its employees in terms of gender, ethnicity, and other social and cultural factors.
	
	
	
	
	

	
	
	
	17. The institution has a sexual harassment policy.
	
	
	
	
	

	
	
	
	18. There is a succession plan for replacing retiring staff.
	
	
	
	
	

	
	
	
	19. There is an established process for terminating or firing employees that allows due process.
	
	
	
	
	


Staff Orientation, Development, and Association
	
	
	
	20. An orientation program is in place for new employees.
	
	
	
	
	

	
	
	
	21. All staff participate in a continuing professional
development program.
	
	
	
	
	

	
	
	
	22. Professional development is mandatory.
	
	
	
	
	

	
	
	
	23. All school leaders have been trained in
management (e.g. presidents, deans, department heads).
	
	
	
	
	

	
	
	
	24. The institution covers the cost of professional development for employees.
	
	
	
	
	

	
	
	
	25 The budget for professional development is
adequate.
	
	
	
	
	

	
	
	
	26. There are clear career pathways for employees.
	
	
	
	
	

	
	
	
	27. There is a staff association at the institution.
	
	
	
	
	


Salaries and Benefits
	
	
	
	28. Employee salaries are competitive.
	
	
	
	
	

	
	
	
	29. Employee benefits are competitive.
	
	
	
	
	

	
	
	
	30. Employees are paid their full salary on time on a regular basis.
	
	
	
	
	

	
	
	
	31. The budget for salaries and benefits is sufficient.
	
	
	
	
	

	
	
	
	32. Employees are satisfied with their salaries and benefits.
	
	
	
	
	


Performance Management and Attendance
	
	
	
	33. Every position has an appropriately detailed job
description.
	
	
	
	
	

	
	
	
	34. Performance reviews of all employees are conducted annually.
	
	
	
	
	

	
	
	
	35. The attendance of all employees is monitored.
	
	
	
	
	

	
	
	
	36. Performance and attendance records are periodically reviewed by senior management.
	
	
	
	
	

	
	
	
	37. Salary increases are linked to performance reviews.
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	38. Promotions are linked to performance reviews.
	
	
	
	
	

	
	
	
	39. An employee grievance and complaints process is in place.
	
	
	
	
	


Teaching and Learning
	
	
	
	40. All academic and professional staff teaching in the programs have relevant qualifications higher than the exit level of the respective programs.
	
	
	
	
	

	
	
	
	41. Workloads for staff allow sufficient time for
development of curricula and materials, marking of assessments, and necessary learner support.
	
	
	
	
	

	
	
	
	42. Support staff are adequately qualified for their duties and have opportunities for staff development.
	
	
	
	
	

	
	
	
	43. There are appropriately qualified senior staff
members who provide intellectual and professional leadership in each program.
	
	
	
	
	

	
	
	
	44. The primary responsibility of teaching rests with core, permanent staff rather than with temporary or part-time staff.
	
	
	
	
	


6. Students 
General
	
	
	
	1. An office is explicitly responsible for student affairs.
	
	
	
	
	

	
	
	
	2. One or more individuals are responsible for student
affairs.
	
	
	
	
	

	
	
	
	3. Staff support for student affairs is sufficient.
	
	
	
	
	

	
	
	
	4. Financial support for student affairs is sufficient.
	
	
	
	
	

	
	
	
	5. The needs of student affairs are reviewed on an
annual basis.
	
	
	
	
	


Recruitment and Admissions
	
	
	
	6. An office within the institution is explicitly responsible for recruiting and admitting new students.
	
	
	
	
	

	
	
	
	7. The institution has a strategy or plan for recruiting
and admitting new students.
	
	
	
	
	

	
	
	
	8. Student recruitment and admissions are aligned with the needs of the profession and the country.
	
	
	
	
	

	
	
	
	9. Students are admitted through a competitive
process that uses objective selection criteria.
	
	
	
	
	

	
	
	
	10. The institution has a policy or strategy to ensure diversity among its students in terms of gender, ethnicity, and other social and cultural factors.
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	11. The institution targets students who are likely to
practice in underserved areas.
	
	
	
	
	

	
	
	
	12. Admission decisions are made by a committee within the institution.
	
	
	
	
	

	
	
	
	13. There are enough qualified candidates to meet the
admissions requirements of the institution.
	
	
	
	
	

	
	
	
	14. The number of students selected into a given program takes account of the school’s capacity to offer sound academic and professional development in that program.
	
	
	
	
	


Student Performance, Tracking and Support
	
	
	
	15. Students are provided with guidance about how
the different components of programs contribute to the learning outcomes of those programs
	
	
	
	
	

	
	
	
	16. The institution has a system for tracking student
performance and progress through an academic program.
	
	
	
	
	

	
	
	
	17. Student performance, such as test scores, grades,
attendance, and disciplinary actions, is measured and reported on a quarterly basis.
	
	
	
	
	

	
	
	
	18. Student progress through the program is
dependent on academic performance.
	
	
	
	
	

	
	
	
	20. The school has mechanisms for identifying and offering appropriate support to students who are not performing well, or at risk of dropping out.
	
	
	
	
	

	
	21. The institution has:
	

	
	
	
	a. Academic advising
	
	
	
	
	

	
	
	
	b. Tutoring
	
	
	
	
	

	
	
	
	c. Counseling services
	
	
	
	
	

	
	
	
	d. Flexible schedules for students with families
	
	
	
	
	

	
	
	
	e. Peer support groups
	
	
	
	
	

	
	
	
	f. A sexual harassment policy
	
	
	
	
	

	
	
	
	g. Financial assistance, such as scholarships and loans
	
	
	
	
	

	
	
	
	h. A forum for interaction between faculty and students
	
	
	
	
	

	
	
	
	i. Student housing
	
	
	
	
	

	
	
	
	j. A student health center
	
	
	
	
	

	
	
	
	k. A student association
	
	
	
	
	

	
	
	
	l. Support for internship placement
	
	
	
	
	

	
	
	
	m. Support of job placement
	
	
	
	
	

	
	
	
	n. Student services are available to part-time students.
	
	
	
	
	


Grievance and Probation Processes
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	22. A process is in place to accept and address student grievances and complaints.
	
	
	
	
	

	
	
	
	23. There is a fair and effective procedure in place for
settling student disputes regarding assessment.
	
	
	
	
	

	
	
	
	24. A formal process is in place to address student misconduct.
	
	
	
	
	


Teaching and Learning
	
	
	
	25. Student recruitment and support services support the teaching and learning process.
	
	
	
	
	

	
	
	
	26. Assessment criteria and/or an understanding of the
requirements of the respective programs are clearly and explicitly communicated to students on commencement of their studies.
	
	
	
	
	


7. Equipment and Materials 
Support for Equipment and Material Resources
	
	
	
	1. An office within the institution is explicitly
responsible for the acquisition, maintenance, management, and replacement of equipment and material resources.
	
	
	
	
	

	
	
	
	2. One or more individuals within the institution are responsible for equipment and material resources.
	
	
	
	
	

	
	
	
	3. Staff support for forecasting, procurement, maintenance, and inventory control of equipment and material resources is adequate.
	
	
	
	
	

	
	
	
	4. Financial support for equipment and material resources, including maintenance, repair and replacement, is sufficient.
	
	
	
	
	

	
	
	
	5. Members of the academic staff are trained to develop needed learning materials.
	
	
	
	
	

	
	
	
	6. There is systematic development and revision of learning materials.
	
	
	
	
	


Forecasting and Procurement
	
	
	
	7. Planning for equipment and material resources is based on a clear assessment of the future needs of the institution, especially with respect to the curriculum.
	
	
	
	
	

	
	
	
	8. Each academic department has a budget for
     educational materials and equipment.
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	9. A competitive bidding process is used for major acquisitions.
	
	
	
	
	

	
	
	
	10. Procurement is completed in a timely manner.
	
	
	
	
	

	
	
	
	11. Approval for procurement of major acquisitions is at the executive level.
	
	
	
	
	


Maintenance and Inventory Control
	
	
	
	12. The institution has an up-to-date and well-
maintained inventory system for equipment.
	
	
	
	
	

	
	13. There is an inventory system for:
	

	
	
	
	a. Textbooks
	
	
	
	
	

	
	
	
	b. Journal subscriptions
	
	
	
	
	

	
	
	
	c. Classroom furniture
	
	
	
	
	

	
	
	
	d. Office furniture
	
	
	
	
	

	
	
	
	e. Laboratory materials and equipment
	
	
	
	
	

	
	
	
	f. Computing equipment and materials
	
	
	
	
	

	
	
	
	g. Vehicles
	
	
	
	
	

	
	
	
	h. Simulated practice equipment and materials
	
	
	
	
	

	
	
	
	14. An inventory of equipment at clinical practice sites
is maintained.
	
	
	
	
	

	
	
	
	15. The institution offers training on equipment use.
	
	
	
	
	

	
	
	
	16. There is a process for the disposal of outdated or expired equipment and materials.
	
	
	
	
	

	
	
	
	17. The institution has a system for recycling materials such as paper and computing equipment.
	
	
	
	
	


Information and Communication Technology (ICT)
	
	
	
	18. One or more individuals are responsible for ICT

support.
	
	
	
	
	

	
	
	
	19. One or more individuals are responsible for ICT
procurement.
	
	
	
	
	

	
	
	
	20. There is a dedicated unit for maintaining computer and communications equipment, such as video conferencing facilities.
	
	
	
	
	


Teaching and Learning
	
	
	
	21. Equipment and material resources are available and used to support the teaching and learning process.
	
	
	
	
	

	
	
	
	22. Distribution of equipment and material resources
across the units is based on the needs of the academic programs.
	
	
	
	
	


8. Facilities and Infrastructure
Support for Facilities and Infrastructure
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	1. An office within the institution is explicitly responsible for the acquisition, maintenance, management, and repair of facilities and infrastructure.
	
	
	
	
	

	
	
	
	2. One or more individuals within the institution are
responsible for acquisition, maintenance, management, and repair of facilities and infrastructure.
	
	
	
	
	

	
	
	
	3. Staff support for facilities and infrastructure is adequate.
	
	
	
	
	

	
	
	
	4. Financial support for the acquisition, maintenance,
management, and repair of facilities and infrastructure is sufficient.
	
	
	
	
	


Forecasting and Procurement
	
	
	
	5. Planning for facilities and infrastructure is based on
a clear assessment of the future needs of the institution, especially with respect to the curriculum.
	
	
	
	
	

	
	
	
	6. A competitive bidding process is used for major construction projects and acquisitions.
	
	
	
	
	

	
	
	
	7. Procurement of facilities and infrastructure is completed in a timely manner.
	
	
	
	
	

	
	
	
	8. There is a process for real estate acquisition that follows the locally defined standard procedure.
	
	
	
	
	

	
	
	
	9. Approval for procurement of major acquisitions is at the executive level or Dean of the School.
	
	
	
	
	

	
	
	
	10. There is a process for deciding to rent or build.
	
	
	
	
	


Inventory, Maintenance, and Planning for Replacement of Out-of-Date Facilities
	
	
	
	11. The institution conducts an annual space inventory.
	
	
	
	
	

	
	
	
	12. The space inventory is maintained.
	
	
	
	
	

	
	
	
	13. The distribution of space is equitable across academic programs.
	
	
	
	
	

	
	
	
	14. There is a process for anticipating and planning for
the replacement of facilities when they become out of date.
	
	
	
	
	

	
	
	
	15. There is a process for the disposal of space.
	
	
	
	
	

	
	
	
	16. The office or individual(s) who controls space is
clearly defined.
	
	
	
	
	


Utilities and Vehicles
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	17. An office within the institution is explicitly responsible for utilities management.
	
	
	
	
	

	
	
	
	18. One or more individuals within the institution are
responsible for utilities management.
	
	
	
	
	

	
	
	
	19. An office within the institution is explicitly responsible for the motor pool.
	
	
	
	
	

	
	
	
	20. One or more individuals within the institution are
responsible for the motor pool.
	
	
	
	
	

	
	
	
	21. There are vehicles available when needed to transport students and staff to community-based education.
	
	
	
	
	


Safety and Security
	
	
	
	22. An office within the institution is explicitly
responsible for the safety and security of the institution's facilities.
	
	
	
	
	

	
	
	
	23. One or more individuals within the institution are responsible the safety and security of the institution’s facilities.
	
	
	
	
	


Teaching and Learning
	
	24. At all official sites where programs are offered, the following venues are sufficient, suitable, and properly equipped:
	

	
	
	
	a. Demonstration and skills development rooms
	
	
	
	
	

	
	
	
	b. Large class teaching theaters
	
	
	
	
	

	
	
	
	c. Small group seminar/tutorial rooms
	
	
	
	
	

	
	
	
	d. Clinical laboratories
	
	
	
	
	

	
	
	
	25. Each member of the full-time teaching staff has
adequate office space, a personal computer, and access to printing facilities.
	
	
	
	
	

	
	
	
	26. Administrative and technical staff have suitable working space and adequate technology and communication to support the programs.
	
	
	
	
	

	
	
	
	27. Library resources are relevant, properly
maintained, and regularly updated.
	
	
	
	
	

	
	
	
	28. The available classroom and clinical learning spaces can be easily adapted for use in different types of learning approaches (e.g., chairs and tables are not nailed to the floor).
	
	
	
	
	


9. Evaluation and Knowledge Management
Housing, Generating, and Reporting Data
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	1. An office within the institution is explicitly
responsible for housing, generating, and reporting data on program and institutional conditions and performance.
	
	
	
	
	

	
	
	
	2. One or more individuals within the institution are
explicitly responsible for housing, generating, and reporting data on program and institutional conditions and performance.
	
	
	
	
	

	
	
	
	3. Staff support for data collection, analysis, and
reporting is adequate.
	
	
	
	
	

	
	
	
	4. Financial support for data collection, analysis, and
reporting is sufficient.
	
	
	
	
	

	
	
	
	5. Planning for data collection, analysis, and reporting
is based on a clear assessment of the future needs of the institution.
	
	
	
	
	


Tracking Performance and Transactions
	
	
	
	6. Key performance indicators for the institution and its academic programs have been clearly defined and are communicated to stakeholders.
	
	
	
	
	

	
	
	
	7. Data on key performance indicators are generated
regularly and reported to the appropriate stakeholders.
	
	
	
	
	

	
	
	
	8. The institution maintains an up-to-date data management and reporting system that tracks important student transactions such as applicants, admissions, enrollment, billing, financial aid, transfers, attrition, and graduation (e.g., student information system, student records system).
	
	
	
	
	

	
	
	
	9. The institution maintains a data management and
reporting system that tracks the acquisition and use of resources, such as materials, space, and human resources (e.g., computer-aided facility management, enterprise resource planning system).
	
	
	
	
	

	
	
	
	10. Key work processes, such as accounting, staff recruitment, and procurement, are critically examined and improved on an annual basis.
	
	
	
	
	


Evaluation of Processes, Programs, and Curricula
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	11. An office or committee within the institution is
explicitly responsible for evaluation.
	
	
	
	
	

	
	
	
	12. One or more individuals within the institution are
explicitly responsible for evaluation.
	
	
	
	
	

	
	
	
	13. Staff support for evaluation is adequate.
	
	
	
	
	

	
	
	
	14. Financial support for evaluation is sufficient.
	
	
	
	
	

	
	15. The following information is used to update and
renew academic programs and curricula:
	

	
	
	
	a. Evaluations of student/customer satisfaction
	
	
	
	
	

	
	
	
	b. Surveys of alumni (i.e., feedback from graduates
of the institution)
	
	
	
	
	

	
	
	
	c. Surveys of employers to determine needs
	
	
	
	
	

	
	
	
	d. Surveys of employers who hire graduates from
the institution
	
	
	
	
	

	
	
	
	e. Evaluations of clinical practice sites
	
	
	
	
	

	
	
	
	f. Course evaluations
	
	
	
	
	

	
	
	
	g. Graduation rates
	
	
	
	
	

	
	
	
	h. Pass rates on professional licensing/certifying
exams
	
	
	
	
	

	
	
	
	i. Employment rates of graduates
	
	
	
	
	

	
	
	
	j. Reports from external examiners
	
	
	
	
	

	
	
	
	k. Other (specify):
	
	
	
	
	


Use of Data
	
	
	
	16. Important decisions are clearly based on evidence and information.
	
	
	
	
	

	
	
	
	17. Data are cited in the institution’s publications.
	
	
	
	
	

	
	
	
	18. Data are cited in speeches made by representatives of the institution.
	
	
	
	
	

	
	
	
	19. Data are used in budget requests.
	
	
	
	
	

	
	
	
	20. Data are cited during committee meetings.
	
	
	
	
	

	
	
	
	21. Data from reviews form the basis of feasible
development and improvement plan(s).
	
	
	
	
	


Knowledge Management and Sharing
	
	
	
	22. The institution prepares an annual report.
	
	
	
	
	

	
	
	
	23. The institution distributes an annual report to all
interested stakeholders.
	
	
	
	
	


Teaching and Learning
	
	
	
	24. Data collection, management, analysis, and
reporting support the teaching and learning process.
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	25. The institution uses a data management and
reporting system to manage curricula (e.g., learning management system).
	
	
	
	
	

	
	
	
	26. Continuous updating and renewal of the teaching
and learning process is supported by data collection, management, analysis, and reporting.
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