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Based  on  Conclusion  of  the  Accreditation  Council  to  amend  the  document  Criteria for  Quality Assessment of Polytechnics and Colleges at its 41st  session held on September 10th 2013, regarding the Article 22 of the Act on Quality Assurance in Science and Higher Education („Official Gazette“, 45/09), Article 17 of the Ordinance on the content of license and conditions for issuing license for carrying out activities  of  higher  education,  carrying  out  study  programmes  and  re-accreditation  of  higher  education  institutions  („Official  Gazette“,  24/2010),  Article  7 of the Ordinance on the Content of a Licence and Conditions for Issuing a Licence for Performing Scientific Activity and Re-Accreditation of Scientific Institutions („Official  Gazette“ 83/10) and on the basis of the Article 44, section 2 of the Agency for Science and Higher Education Statute, the Agency director issued on September 13th 2013

Guidelines for drafting self-evaluation reports of polytechnics and colleges
- revised text -


to be applied in the evaluation of polytechnics and colleges. 
Opinions and assessments given in the self-evaluation reflect the opinion of the management of the HE institution with the dean at the head.
The self-evaluation follows the same points along which the tables are structured. Please add comments to or amend those tables you believe require further explanation. Self-evaluation must rely on numerical data specified in tables and provide your own reflection on the implications of these parameters in determining the efficiency of the work of the HE institution.
If not otherwise specified, the time period taken into account when filling in the tables is always the last five years, the last year included being the year which ended before the start of the self-evaluation process. If the data does not refer to the calendar, but to the academic year, the last date is taken to be October 1st (if the academic year is organized differently at your institution, please provide the details). 
Parts of guidelines marked with an asterisk (*) should be filled out only be polytechnics and college listed in the Register of Scientific Organisations. 
Questions specified below serve as a guide for self-evaluation and don’t prohibit the management of a higher education institution to present additional elements which may be relevant for the analysis of HE institution activities.

SELF-EVALUATION
Name of higher education institution:
Year of establishment:
Address:
Phone:
Fax:
Web-address:
E-mail:
Title and name of the head of HEI:

1. Higher education institution management and quality assurance
a) Provide a short description of development of your HE institution and important events in the past 10 years (organisational changes, relocations, significant problems in operation).
b) Make a diagram of the internal organisational structure of your HE institution (council, departments, chairs and other). Provide the number of full-time employees per each organisational unit. Describe as an addendum the composition and function of individual elements of the structure. Specify which elements of the management structure involve other stakeholders (students, employers and other) and comment on their role and contribution.
c) Specify the structure of your institution’s management (dean, vice-deans, heads of departments and other) and briefly describe their roles and election procedure.
d) Specify core values and methods of monitoring ethical behaviour in your activities related to research, teaching and student relations.
e) Briefly describe mission and vision in line with the strategy of your HE institution and evaluate its implementation in activities carried out by your institution (study programmes, employment policy, international dimension, scientific and artistic activity, students, quality assurance, business activities, etc.)
f) Attach the document on strategy and procedures for quality assurance of scientific and teaching activities at your HE institution, assess the level of its implementation and comment on the annual reporting procedures.
g)  List the bodies which continuously work in the field of quality assurance. Assess their work in the past 5 years.
h) Explain why is your institution important and unique when compared to other institutions in Croatia working in your scientific field. 
i) Specify and briefly explain the main strategic goals which the management plans to achieve in its current mandate and any difficulties it encounters in their realisation ( in relation to study programmes, employment policy, international dimension, scientific and artistic activity, students, quality assurance, business activities, etc.)
j) State your opinion about main advantages and disadvantages of the programme, staff and material potentials of your HE institution.
k) If your institution has already been subject to some form of external evaluation, comments on the recommendations given and the improvements implemented so far.

l) If there are any, please mention foreign higher education institutions you would compare to and explain the criteria for comparison.
m) Specify when and how you reacted and/or participated in making decisions of public interest.
n) Specify to what extent you are satisfied with the current situation and propose possible improvements.

Table 1.1. Internal quality assurance

	Type of activity
	Responsible for the activity  (name of the body or persons)
	Frequency of the activity (number of annual meetings or activities)
	Number of reports made in the course of specific activity in the last 5 years

	Practical results of activities (description in the text)

	Thematic sessions on  teaching quality
	
	
	
	

	Activity of the board (committee) for teaching quality monitoring
	
	
	
	

	Student questionnaire (implementation, processing, informing students, teachers’ responses)
	
	
	
	

	SWOT analysis at the level of the institution 
	
	
	
	

	Monitoring quality indicators at HEI*
	
	
	
	

	Other forms of evaluation
	
	
	
	


*Ordinance on the Content of a Licence and Conditions for Issuing a Licence for Performing Higher Education Activity, Carrying out a Study Programme and Re-Accreditation of Higher Education Institutions (OG 24/10)



2. Study programmes
a) Provide a diagram with configuration of all study programmes along the vertical line with their possible branching into specialisations or orientations. Explain the functional reasons for such configuration, especially from the standpoint of achieving optimal educational results (employability, study continuation, mobility) in relation to the projected enrolment quota. Specify which study programmes are dislocated and comment on their justification.
b) Reply to the following: 
· List the criteria you take into account when proposing enrolment qoutas for professional programmes.  Assess the suitability of the enrolment quotas with regard to social needs and the number of unemployed, possibility of the higher education institution to provide quality education in groups and the number of capable students motivated for efficient studying in line with the given programme.
· Analyse the pass rate in the first year of study and relate it to the enrolment criteria. Reflect on the types of high schools your candidates are coming from and their average high school grade.
· State which methodology was used to set learning outcomes when planning study programmes. Use one study programme as an example of linking obligatory courses and competences.
· Specify most important goals you used to set learning outcomes. Assess to what extent have the goals you had in mind when creating new study programmes been achieved.
· Describe methods and comment procedures for adjustments of allocated ECTS credits with realistic assessment of student workload.
· Assess competences of experts who graduate from your higher education institution with a similar study programme at prominent HEIs in Europe and the world and state to what extent your programmes follow recommendations of European or international professional organisations. 
· Describe your procedure of monitoring and improvement of study programmes, and their adaptation to new research. Specify any changes you made to the accredited Bologna study programmes, together with the decision-making process and the purpose of those changes.
c) Specify methods of checking class attendance and your opinion about them.
d) Describe and assess teaching methods, implementation of practical work (internship) and field classes. Particularly, reflect on problems and possible improvements.
e) Describe and assess quality of teaching in workplaces outside your institution (workshops, farms, internship and other). Explain the system of monitoring internship attendance. Particularly, reflect on problems and possible improvements.
f) Assess availability and quality of the content of your study programmes which is offered online.
g) Comment on the overall study programmes at your institution and specify any plans and proposals for their change in the near future, together with reasons for it.
h) Specify lifelong learning programmes carried out at your institution and enter the number of programmes with and without ECTS credits and their duration in the table. 
i) Explain the system for recognition of prior learning (informal and non-formal education). Explain the system for academic recognition of foreign higher education qualifications.
j) Specify and describe formal mechanisms for approval, review and monitoring of your programmes and qualifications. 
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k) Specify to what extent you are satisfied with the current situation and propose possible improvements.
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Table 2.1  Structure of enrolled students and interest in the study programme in this and the past two years
(Data for the first enrolled study year in this and the past two years)

	Study programme name
	Full-time students
	Part-time students
	Total

	Year
	Applied
	First choice
	Second choice
	Enrolled to the first year
	Enrolment quota
	Applied
	Enrolled
	Enrolment quota
	Comprehensive secondary education
	Vocational  secondary education

	
	
	
	
	
	
	
	
	
	Number
	Grade average
	Number
	Grade average

	N
	
	
	
	
	
	
	
	
	
	
	
	

	N-1
	
	
	
	
	
	
	
	
	
	
	
	

	N-2
	
	
	
	
	
	
	
	
	
	
	
	





For graduate specialist study programmes, list the data for this and the past two years

	Study programme name
(fill in)
	Full-time students
	Part-time students
	Total

	Year
	Applied
	Enrolled
	Enrolment quota
	Applied
	Enrolled
	Enrolment quota
	Number of students transferred from other HEIs
	Average grade

	N
	
	
	
	
	
	
	
	

	N-1
	
	
	
	
	
	
	
	

	N-2
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Table 2.2 Pass rate at the study programme


Study programme name
	
Year of enrolment

	Number of students enrolled
	Number of students who collected up to 1/3 of the maximum ECTS number
	Number of students who collected from 1/3 up to 2/3 of the maximum ECTS number
	Number of students who collected more than 2/3 of the maximum ECTS number
	Number of graduates
	Number of students who lost their right to study
	Average grade during studying

	2006/2007
	
	
	
	
	
	
	

	2007/2008
	
	
	
	
	
	
	

	2008/2009
	
	
	
	
	
	
	

	2009/2010
	
	
	
	
	
	
	




Table 2.3 Assessing learning outcomes

(Specify the structure of the examinations methods at the study programmes (number of courses relative to the total number, percentage).  Comment in tables if necessary.)


	Study programme name
	Final exam only
	Only mid-term/preliminary exams/homework
	Mid-term/preliminary exams/homework and the final exam
	Seminar paper
	Seminar paper and the final exam
	Practical work
	Other forms

	
	Final written exam
	Final oral exam
	Final written and oral exam
	Practical work and the final exam
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	







Table 2.4 Web pages

	
Study programme name
	Number of courses with a specific web page
	For courses which have a specific web page, it includes the following elements  (in each column, specify the number of web sites which include this element)

	
	
	Objectives and contents of the course, list of literature
	Schedule of written and oral exam terms and office hours
	Results of preliminary exams and written exams
	Exercises with keys from previous exam terms
	Additional teaching material (texts of the lectures, PowerPoint presentations, drawings, pictures, videos, etc.)
	Possibility of interactive communication between teachers and students

	
	
	
	
	
	
	
	




Table 2.5 Lifelong learning programmes (up to 60 ECTS credits)

	Lifelong learning programmes
	Duration 
	Accredited (yes/no) and by which institution
	ECTS credits (if allocated)
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3. Students
a) State your opinion on the quality and structure of the students applied and enrolled (numerical data in table 2.2.) to study programmes.  Based on your experience, comment on the consistency and adequacy of their prior learning.
b) Comment on the data on the pass rate (numerical data in table 2.3.) Reflect on the enrolment quota, student motivation and organisation of teaching.
c) Specify how you inform the potential students about your institution and study programmes that are offered (qualifications, competences, possibilities of further education and employment) – information packages, web pages, brochures, leaflets etc.
d) Describe reasons guiding you during design of assessment of learning outcomes (table 2.4.) Specify measures which assure objectivity and fairness during exams.
e) State opinions of students about relations between students and teachers mentioned in student questionnaires and collected via other means, and comment on any problems and procedures for their resolution, as well as methods of informing the students about measures that you have undertaken.
f) Give your opinion on the problem of students’ accommodation and nutrition. Specify and comment on the extra-curricular activities that you organize for students, if applicable (various courses, sport, recreation, etc.) Comment on the student standard offered at your higher education institution (according to data in table 3.1.) and assess the degree of use. If you are not satisfied with the existing situation, identify the reasons and propose possible solutions. 
g) Specify possible special measures you introduced in order to motivate students (awards, recognitions, etc.) and comment on the effectiveness of such measures.
h) Specify supportive measures that you provide to students (mentorships, career counselling, study aid, aid for students with special needs and for international students, legal and financial support, etc.)
i) Attach documents regulating the protection of student rights (appeal procedures, student ombudsman, etc.)
j) Specify methods for reaching out to alumni and how you collect data on their employment, as well as other information relevant for improvements of your study programmes.
k) Specify to what extent you are satisfied with the current situation and propose possible improvements.

Table 3.1 Student structure
	Study programme
	Full-time students
	Part-time students
	Senior undergraduate students (’absolvents’)

	
	
	
	

	Total
	
	
	











Table 3.2 Student standard
(Specify the data on the following elements of students' standard in your institution)

	
	Area
(in m2)
	Number of seating or active workplaces

	Study area
	
	

	Student restaurant (for X-card users)
	
	

	Other restaurants
	
	

	Boarding
	
	

	Sports objects
	
	

	Recreation facilities
	
	




Table 3.3 Graduate employment

	Study programme name
	Number of graduates in the past 3 years
	Number of unemployed graduates according to the statistics of the Croatian Employment Service

	
	
	





4. Teaching Staff
a) Provide an overview of the structure of teachers and associates shown in the table 4.1. Evaluate strong and weak points in the ratios of the numbers of full-time and part-time employees. Analyse the problems in the human resources policy.
b) Specify and comment on the teacher/student ratio and its trend in the last 5 years.
c) Comment on the teaching workload of full-time and part-time teachers (according to the data in table 4.2.).
d) Specify formal procedures for monitoring part-time employment of your teachers in other institutions.
e) Specify the size of student groups for lectures, seminar, exercises and other forms of teaching and evaluate efficiency of teaching in the groups. Comment on the student opinions about this issue mentioned in questionnaires.
f) Specify indicators for assessing competences of your full-time and part-time teachers. Comment on the comparability of those indicators in Croatian and international context. State opinions of the students mentioned in questionnaires and their effects.
g) Specify methods of professional support to your full-time and part-time teachers in the field of training and improving teaching competencies. Specify methods of professional training of your full-time and part-time teachers at other Croatian and foreign HEIs and assess the scope and achievements of this process. Compare with other HEIs.
h) Specify possible special measures you introduced in order to motivate students (awards, recognitions, etc.) and comment on the effectiveness of such measures.
i) Briefly describe and rate the type and quality of teaching material prepared by your teachers and specify select handbooks of your teachers published in the last 5 years. Give your opinion on the coverage of your curriculum by appropriate literature.
j) Specify to what extent you are satisfied with the current situation and propose possible improvements.

Table 4.1. Staff structure

	Staff
	Full-time staff
	Cumulative employment
	
Full-time teachers who are employed part-time in other institutions

	External
associates

	
	Number
	Average age
	Number
	Average age
	Number
	Number
	Average age

	College professors
	
	
	
	
	
	
	

	Senior lectures
	
	
	
	
	
	
	

	Lectures
	
	
	
	
	
	
	

	Full professors
	
	
	
	
	
	
	

	Associate professors
	
	
	
	
	
	
	

	Assistant professors
	
	
	
	
	
	
	

	Assistants
	
	
	
	
	
	
	

	Junior researchers
	
	
	
	
	
	
	

	Technical staff
	
	
	
	
	-------
	
	

	Administrative staff
	
	
	
	
	-------
	
	

	Support staff
	
	
	
	
	-------
	
	









Table 4.2. Workload of full-time and part-time teachers

	
	Lectures
	Seminars and exercises
	Other forms of teaching

	Study programme name
	Full-time teachers
	Part-time teachers
	Full-time teachers
	Part-time teachers
	Full-time teachers
	Part-time teachers

	
	
	
	
	
	
	

	
	
	
	
	
	
	




Table 4.3. List of teachers

	Teacher
	Grade
	Academic degree
	HEI which issued the qualification
	Field
	Date of last selection into grade
	Cumulative employment percentage
	Workload on the employer institution in standardised teaching hours
	Workload on other institutions in standardised teaching hours

	
	
	
	
	
	
	
	
	




Table 4.4. Dynamics of teachers’ employment in the last 5 years

	Year
	Number of newly employed teachers
	Number of teachers whose contracts expired

	
	
	






Table 4.5. Teaching materials used in the last academic year


	Study programme name
	Number of Croatian textbooks
	Number of foreign textbooks translated into Croatian
	Number of scientific papers related to teaching
	Number of manuals
	Number of courses for which there are reviewed manuals on the institution's web site 
	Number of courses for which there is a web page with supplementary teaching materials
	Number of e-courses

	
	
	
	
	
	
	
	



5. 
Professional and scientific activity
(The criteria from the Chapter 5 are applied to the institutions registered in the Register of Scientific Organisations*)
a) Describe the strategy for professional activities and planning and support for researchers at your HEI. 
b) List 10 prominent professional journals in which your teachers publish their works.  Comment on the number of citations of your teachers' works compared with other similar institutions in the country and abroad. 
c) List 10 most important professional papers of your institution in the last 5 years.  Compare the scope of your professional achievements with comparable Croatian and international HE institutions. 
d) Comment on the number of professional papers resulting from international and national cooperation of your teachers and associates.   Compare those results with the practice of other similar HE institutions.
e) If your scientific area gives precedence to other types of publications (books, conference proceedings, etc.) list 10 most important publications of that type. Comment on the criteria for choosing them.
f) Specify the content and character of professional and scientific projects of your institution in the last 5 years (numerical data in table 5.1). Comment on the quality of this work and its results according to the national and international standards. 
g) Specify the content and character of 10 most important scientific or artistic projects of your institution in the last 5 years (numerical data in table 5.1). State your opinion on the quality of work and results. 
h) List your own journals, if you have any, and explain the publication procedure. 
i) Specify the impact of your professional and developmental projects and services on the development of Croatian economy, service sector and state administration.
j) Specify the ways in which you established a systematic policy of monitoring the volume and quality of professional activity at your institution, and describe its elements and methods of effective application.
k) Specify the policy of providing incentives and awards for publications of your teachers. 
l) Specify the ways in which your institution fosters ethical behaviour. 
m) Specify to what extent you are satisfied with the current situation and propose possible improvements.

Table 5.1 Number of projects applied to via HEI

	Total number of professional projects with the business sector in the past 5 years, duration
	Total number of professional projects in the past 5 years, 
duration
	Total number of scientific projects in the past 5 years,

	up to  3 months
	up to  1 year
	more than 1 year
	up to  3 months
	up to  1 year
	more than 1 year
	

	
	
	
	
	
	
	MSES
	NSF, UKF and other state institutions
	International 


	
	
	
	
	
	
	




Table 5.2 Project list

	List of active scientific and developmental projects awarded by MSES, with names of project leaders

	



	List of active projects from other national sources, including names of project leaders

	



	List of active projects from other national sources, including names of project leaders/coordinators

	





Table 5.3. Bibliography (in the last 5 years)
	Category*
	Total number of publications 
	Number of publications that were the result of collaboration with other HEIs and scientific organisations
	Ratio: Number of publications/number of teachers**

	Publications in the journals included in the  CC, WoS (SSCI, SCI-expanded and A&HCI) and Scopus databases
	
	
	

	Other publications included in the databases recognized in the appointment to research grades
	
	
	

	Authorship of books published abroad
	
	
	

	Authorship of books published in the country
	
	
	

	Publications in national journals with international peer review
	
	
	

	Peer-reviewed publications in proceedings of international and conferences abroad**
	
	
	

	Publications in national journals with national peer review
	
	
	

	Professional publications
	
	
	

	Chapters in peer-reviewed books
	
	
	

	Peer-reviewed publications in proceedings of national scientific conferences*
	
	
	

	Editorship of foreign books***
	
	
	
	

	Editorship of national books***
	
	
	
	

	Number of publications in journals published by your institution 
	
	
	
	


* Types of publications in bold are required
** One person is included in the calculation only once
*** Proceedings that haven’t been included in selection or review process should not be included

Table 5.4. Scientific productivity of the organisational units
	Category*
	Total number of publications
	Work/ teaching staff number ratio for each unit**

	
	
	Unit 1
	Unit 2
	Unit 3

	Publications in the journals included in the  CC, WoS (SSCI, SCI-expanded and A&HCI) and Scopus databases
	
	
	
	

	Other publications included in the databases recognized in the appointment to research grades
	
	
	
	

	Authorship of books published abroad
	
	
	
	

	Authorship of books published in the country
	
	
	
	

	Publications in national journals with international peer review
	
	
	
	

	Peer-reviewed publications in proceedings of international and conferences abroad***
	
	
	
	

	Publications in national journals with national peer review
	
	
	
	

	Professional publications
	
	
	
	

	Chapters in peer-reviewed books
	
	
	
	

	Peer-reviewed publications in proceedings of national scientific conferences*
	
	
	
	

	Editorship of foreign books*
	
	
	
	

	Editorship of national books*
	
	
	
	

	Number of publications in journals published by your institution
	
	
	
	


    * Types of publications in bold are required
** One person is included in the calculation only once
*** Proceedings that haven’t been included in selection or review process should not be included

5.* Scientific and professional activity

a) Describe the strategy of scientific activity for at least a five-year period, concerning research in the scientific area for which your institution is registered in the Register of Scientific Organisations.
b) List 10 prominent scientific/artistic journals in which your teachers publish their works. Comment on the relevant impact factors. Specify several prominent cultural institutions, museums and galleries where your teachers present their works.
c) List 10 most important papers of your institution in the last 5 years (for each scientific field area your institution is working in). Specify and comment the citation of your papers according to the global databases (WOS, SCOPUS). Compare the scope of your scientific achievements with comparable Croatian and international HE institutions. 
d) If your scientific area gives precedence to other types of publications (books, conference proceedings, etc.) list 10 most important publications of that type. Comment on the criteria for choosing them.
e) Specify the criteria for scientific productivity for mentors of doctoral dissertations at your doctoral study programmes and compare them with similar HE institutions in Croatia and abroad.
f) Comment on your policy for the development of young researchers.
g) Comment on the number of scientific publications produced within international cooperation of your teachers and associates, with foreign scientists and artists as co-authors. Compare those results with the practice of other similar HE institutions.
h) Specify opinions of doctoral candidates about availability of the mentors of doctoral dissertations, i.e. time allocated for their introduction into methods of scientific or artistic research.
i) Specify the content and character of 10 most important scientific or artistic projects of your institution in the last 5 years (numerical data in table 5.1*). State your opinion on the quality of work and results. 
j) Describe the ways in which scientific activities contribute to the overall work of your institution, i.e., teaching and intellectual and technological contributions to the society.
k) List your own journals and describe their character (scientific/professional, composition of the editorial board, selection procedure, impact factor if any, etc.)
l) Specify the content and character of professional projects of your institution in the last 5 years (numerical data in table 5.2*). State your opinion on the quality of work and results.
m) Specify the impact of your professional and developmental projects and services on the development of Croatian economy, service sector and state administration.
n) Specify the ways in which you established a systematic policy of monitoring the volume and quality of scientific or artistic activity at your institution, and describe its elements and methods of effective application. 
o)  Describe your policy of providing incentives for and awarding publishing in the highly ranked scientific journals (or with renowned publishers when books are concerned), that is, the support system for publishing in journals with the biggest impact factors. 
p) Explain your methods of monitoring research ethics, and implementing European and global standards for employment of the best scientific staff (such as The European Charter for Researchers). 
r) Specify to what extent you are satisfied with the current situation and propose possible improvements.












Table.  5.1.* Sources of funding for scientific projects 
	Start year
	Project (name)
	Duration (months)
	State budget (MSES)
	State budget (other sources - list which)
	Local government budget
	EU funds
	Business sector - private companies
	Business sector - public companies
	Other sources (list which)
	
TOTAL

	
	Project 1:
	
	 
	 
	 
	 
	 
	 
	 
	

	
	Project 2:
	
	 
	 
	 
	 
	 
	 
	 
	

	
	Project 3:
	
	 
	 
	 
	 
	 
	 
	 
	

	
	Project 4:
	
	 
	 
	 
	 
	 
	 
	 
	

	
	Project 5:
	
	 
	 
	 
	 
	 
	 
	 
	

	
	Project 6:
	 
	 
	 
	 
	 
	 
	 
	 
	

	
	Total 
	
	
	
	
	
	
	
	
	








Table 5.2.* Sources of funding for professional projects
	Start year
	Project (name)
	Duration (months)
	State budget (ministries and public administration) 
	Local government budget 
	International funds
	Business sector - private companies
	Business sector - public companies
	Other sources (list which)
	TOTAL

	
	Project 1:
	
	 
	 
	 
	 
	 
	
	 

	
	Project 2:
	
	 
	 
	 
	 
	 
	
	 

	
	Project 3:
	
	 
	 
	 
	 
	 
	
	 

	
	Project 4:
	
	 
	 
	 
	 
	 
	
	 

	
	Project 5:
	
	 
	 
	 
	 
	 
	
	 

	
	Project 6:
	 
	 
	 
	 
	 
	 
	
	 

	
	Total 
	
	
	
	
	
	
	
	





Table 5.3.* List of scientific, artistic and developmental projects

	List of active scientific and developmental projects awarded by MSES, with names of project leaders

	




	List of active scientific, artistic and developmental projects from other national sources (UKF, NSF, other state institutions or Croatian industry), with the names of project leaders

	




	List of active scientific and developmental projects awarded by international funds,  with the names of project leaders/coordinators

	




Table 5.4.* Bibliography (in the last 5 years)

	Category*
	Total number of publications 
	Number of publications that were the result of collaboration with other HEIs and scientific organisations	
	Ratio: Number of publications/number of teachers**

	Publications in the journals included in the  CC, WoS (SSCI, SCI-expanded and A&HCI) and Scopus databases
	
	
	

	Other publications included in the databases recognized in the appointment to research grades
	
	
	

	Authorship of books published abroad
	
	
	

	Authorship of books published in the country
	
	
	

	Publications in national journals with international peer review
	
	
	

	Peer-reviewed publications in proceedings of international and conferences abroad***
	
	
	

	Publications in national journals with national peer review
	
	
	

	Professional publications
	
	
	

	Chapters in peer-reviewed books
	
	
	

	Peer-reviewed publications in proceedings of national scientific conferences***
	
	
	

	Editorship of foreign books***
	
	
	

	Editorship of national books***
	
	
	

	Number of publications in journals published by your institution
	
	
	



    * Types of publications in bold are required
** One person is included in the calculation only once
*** Proceedings that haven’t been included in selection or review process should not be included
Table 5.5.* Research productivity of the organisational units
	Category

	Total number of publications
	Work/ teaching staff number ratio for each unit

	
	
	Unit 1
	Unit 2
	Unit 3

	Publications in the journals included in the  CC, WoS (SSCI, SCI-expanded and A&HCI) and Scopus databases
	
	
	
	

	Other publications included in the databases recognized in the appointment to research grades
	
	
	
	

	Authorship of books published abroad
	
	
	
	

	Authorship of books published in the country
	
	
	
	

	Publications in national journals with international peer review
	
	
	
	

	Peer-reviewed publications in proceedings of international and conferences abroad***
	
	
	
	

	Publications in national journals with national peer review
	
	
	
	

	Professional publications
	
	
	
	

	Chapters in peer-reviewed books
	
	
	
	

	Peer-reviewed publications in proceedings of national scientific conferences***
	
	
	
	

	Editorship of foreign books***
	
	
	
	

	Editorship of national books***
	
	
	
	

	Number of publications in journals published by your institution
	
	
	
	


    * Types of publications in bold are required
** One person is included in the calculation only once
*** Proceedings that haven’t been included in selection or review process should not be included

6. Mobility and international cooperation
a) Specify how you support internal mobility of students (possibility of transfer for students who graduated from similar study programmes).
b) Describe the objectives you wish to accomplish through your institution’s international cooperation. Specify the forms of cooperation (European projects, bilateral agreements with foreign HE institutions, individual research cooperation, short- and long-term stays abroad – teachers and students, organisation of international conferences in Croatia, participation at international conferences and other forms of cooperation) and assess the scope and success of your institution’s existing international cooperation.
c) Specify international associations of similar institutions of which you are a member and describe how you actively contribute to the joint goals.
d) Describe forms of your involvement in inter-institutional cooperation through the Erasmus programme and other types of European projects, bilateral cooperation, joint programmes etc.
e) Analyse the application of your teachers’ and associates’ foreign experience, acquired through longer visits (a year or more) to eminent HE institutions or institutes worldwide. Compare this with other similar institutions and give your opinion on this matter.
f) If there is one, describe and assess cooperation in the area of exchange of teachers and associates with other foreign HE institutions. State possible students’ opinions and comments about the visiting teachers.
g)  State how you support courses in English or some other world language in order to attract foreign students.
h) Analyse international cooperation of your students, especially from professional standpoint (professional student symposiums, study visits, etc.), and from the standpoint of association in order to promote student rights.
i) Comment on the possibilities for your students to spend a part of their studies abroad and forms of institutional support for it.
j) Describe visits of foreign students to your HE institution (duration and content, table 6.2).
k) Specify to what extent you are satisfied with the current situation and propose possible improvements.


Table 6.1. Student mobility in the last 3 years

	
	Number of study visits of this institution’s teachers and associates
	Number of visits by foreign teachers to this institution

	
	1 -3 months
	3 -6 months
	6 months and more
	1 -3 months
	3 -6 months
	6 months and more

	Scientific
	
	
	
	
	
	

	Artistic
	
	
	
	
	
	

	Teaching
	
	
	
	
	
	

	Professional
	
	
	
	
	
	







Table 6.2. Student mobility in the last 3 years

	
	Number of students in international exchange

	
	1 -3 months
	3 -6 months
	6 months and more

	Own students
	
	
	

	Foreign students
	
	
	





Table 6.3. Non-teaching staff mobility in the last 3 years


	Number of professional visits of non-teaching staff to a foreign HE institution

	1 -3 months
	3 -6 months
	6 months and more

	
	
	





7. Resources:  administrative and support services, space, equipment and finances

a) Analyse the number of administrative, technical and supporting staff in relation to the number of teachers and associates, the number of students, teaching space, technical and other maintenance equipment and the institution’s financial capacities.
b) Comment on the qualification structure of non-teaching staff and possibilities for their professional advancement.
c) Describe the current situation and your satisfaction regarding the existing number of classrooms and laboratories for teaching, taking into account the existing number of students, enrolment quotas and optimum number of students. Compare your own spatial capabilities with those of similar HE institutions.
d) Specify the state and functionality of computer equipment used in teaching. Especially describe the possibility of students using this equipment outside classes.
e) Reflect on the internal policies of computer purchase and use.
f) Reflect on the teachers’ offices, their number (data from the table 7.6) and functionality. Assess the appropriateness of offices for performing teaching and scientific activities of your teachers and associates.
g) Describe the size and equipment level of the space used only for scientific research activity and estimate how well the space is used.
h) Describe your institution’s library space and its working hours for students, teachers and associates at your institution, as well as outside visitors, if applicable. Comment on the number of books and journals (national and foreign) in the library, and on the amount of funds used annually for the purchase of new books and journals.
i) Assess the IT level of your library. In particular, specify electronic databases of books and journals available to teachers, associates and students, and describe the manner and frequency of use.  Compare this with other similar institutions.
j) Comment on the offices of administrative services (such as the secretariat, accounting and finance, IT services etc.)
k) Give your opinion on the ratio of the institution’s state budget (teaching, scientific and artistic) and market incomes, and comment on the degree of your institution’s autonomy and flexibility in its financial operations.
l) Provide a more detailed comment on the structure of market income sources (charging tuition fees from students, research and analytical projects, services, other activities) of your institution.
m) Comment on the institutional management of income generated from market services in order to improve the quality of your activities. 
n) Provide your comments on the percentage structure of investing market income and estimate to what extent a reduction in or lack of these funds can impact the institution’s functionality and its primary activity. 
o) Specify your priorities in investing any increase in the budget funding of your institution. 
p) Specify to what extent you are satisfied with the current situation and propose possible improvements.


Table 7.1.  HEI buildings
(List the existing buildings, buildings under construction and planned construction)

	Building ID
	Building location
	Year of construction
	Year of annexed building or reconstruction
	Total space for HE activities in m2

	
	
	
	
	




Table 7.2. Classrooms

	Building ID
	Classroom number or designation
	Space (in m2)
	Number of seats for students
	Number of hours of weekly use
	Equipment rating* (1 – 5)

	
	
	
	
	
	


* classroom equipment comprises the quality of furniture, technical and other equipment.

Table 7.3. Laboratories/practicums used for teaching

	Building ID
	Internal designation of the laboratory/practicum
	Space (in m2)
	Number of places for students
	Number of hours of weekly use
	Equipment rating (1 – 5)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




Table 7.4.  Workplaces for practical teaching

	Building ID
	Name of workplace
	Number of students working in a workplace
	Hours of teaching (per week) held in a workplace

	
	
	
	





Table 7.5. Equipment of computer classrooms
(Specify the data on computers in computer laboratories/practicums used in teaching)

	Number of new computers (up to 3 years)
	Number of computers older than 3 years
	Functionality rating (1 – 5)
	Maintenance rating (1 – 5)
	Rating of possibility for use apart from teaching (1-5)

	
	
	
	
	


	

Table 7.6.  Teachers’ offices

	Building ID
	Number of teachers' offices
	Average space in m2
	Equipment rating (1 – 5)
	Average area in m2 per full-time teacher/associate

	
	
	
	
	




Table 7.7. Space used only for professional and scientific work

	Building ID
	Internal room or laboratory designation
	Space (in m2)
	Number of hours of weekly use
	Equipment rating (1 – 5)

	
	
	
	
	




Table 7.8.  Capital equipment
(Specify the data on the institution's available capital equipment with purchase value exceeding 200,000 HRK)

	Name of the instrument (equipment)
	Purchase value
	Age (years)

	
	
	





Table 7.9. Library equipment

	Space (in m2)
	Number of employees
	Number of seats
	Number of students using the library
	Is there an electronic database of your books and journals

	
	
	
	
	





	Number of books titles
	Number of textbooks*
	Rating of books and textbooks as up to date (1– 5)
	Number of foreign journal titles
	Number of Croatian journal titles
	Rating of functionality and catalogue of books and journals
	Equipment rating (1 – 5)**
	Assess the quality and availability of e-content

	
	
	
	
	
	
	
	


*Number of textbooks comprises all textbooks, regardless of the number of copies.
** Possibility of using a copy machine for teachers and students,  provision of copies from other libraries, catalogues of teachers' papers etc.
*** Electronic content comprises electronic editions of books, journals, databases, but also library’s own
       and other libraries’ catalogues.



Table 7.10.  Financial evaluation


	
	
	N-2
calendar year
	N-1
calendar year

	
	INCOME
	
	

	
	
	
	

	1
	STATE BUDGET INCOME
	
	

	1.1
	Staff pay
	
	

	1.2
	Operation costs (including fieldwork)
	
	

	1.3
	Adjunct/visiting teaching staff pay
	
	

	1.4
	National scientific projects
	
	

	1.5
	International scientific projects
	
	

	1.6
	International cooperation
	
	

	1.7
	Organization of academic conferences
	
	

	1.8 
	Journal subscription fees
	
	

	1.9
	Maintenance
	
	

	1.10
	Capital investments (buildings),   investments maintenance
	
	

	1.11
	Equipment
	
	

	1.12
	Total income from other sources (list all sources and amounts)
	
	

	
	
	
	

	2
	OTHER PUBLIC BUDGET INCOME
	
	

	2.1
	Income and support by local authorities (town, city, county etc.)
	
	

	2.2 
	Income and support by other subjects (specify) 
	
	

	
	
	
	

	3
	INTEREST INCOME
	
	

	
	
	
	

	4
	OWN ACTIVITY INCOME
	
	

	4.1
	Tuition fees - graduate specialist
	
	

	4.2
	Scientific projects
	
	

	4.3
	Professional projects
	
	

	4.4
	Rental income
	
	

	4.5
	Total income from other sources (list all sources and amounts)
	
	

	
	
	
	

	5
	SPECIAL REGULATION INCOME
	
	

	5.1
	Tuition fees - professional
	
	

	5.2
	 Additional knowledge or skills testing (if implemented in addition to State Matura)
	
	

	5.3
	Enrolment fees
	
	

	5.4
	Publishing
	
	

	5.5
	Administrative fees (charging various forms, diplomas, certificates etc.)
	
	

	5.6
	Total income from other sources (list all sources and amounts)
	
	

	
	
	
	

	6
	OTHER INCOME NOT MENTIONED ABOVE (please specify)
	
	

	
	
	
	

	A
	TOTAL BUSINESS INCOME
	
	





	
	
	N-2
calendar year
	N-1
calendar year

	
	EXPENSES
	
	

	
	
	
	

	1
	EMPLOYEE EXPENSES
	
	

	1.1
	Staff pay
	
	

	1.2
	Adjunct/visiting teaching staff pay
	
	

	1.3
	Total remaining expenditure (list all sources and amounts)
	
	

	
	
	
	

	2
	MATERIAL AND ENERGY EXPENSES
	
	

	2.1
	Office supplies and other material costs
	
	

	2.2
	Laboratory supplies
	
	

	2.3
	Energy
	
	

	2.4
	 Material and equipment for maintenance (both types)
	
	

	2.5
	Small inventory
	
	

	2.6
	Total remaining expenditure (list all sources and amounts)
	
	

	
	
	
	

	3
	SERVICE EXPENSES
	
	

	3.1
	Telephone and postal costs, transport costs
	
	

	3.2
	Maintenance and investment maintenance services
	
	

	3.3 
	Information and promotion
	
	

	3.4
	Communal services
	
	

	3.5
	Leasing, rent
	
	

	3.6
	Intellectual and personal services (fees, contracts)
	
	

	3.7 
	Computer services
	
	

	3.8
	Total remaining expenditure (list all sources and amounts)
	
	

	
	
	
	

	4
	NON-FINANCIAL ASSETS EXPENSES
	
	

	4.1
	Facilities
	
	

	4.2
	Computer equipment
	
	

	4.3
	Laboratory equipment
	
	

	4.4
	Office equipment
	
	

	4.5
	Communication equipment
	
	

	4.6
	Other equipment
	
	

	4.7
	Reading materials (books, journals etc.)
	
	

	4.8
	Investment in machines, production facilities and other equipment
	
	

	4.9
	Additional investment in buildings
	
	

	4.10 
	Total remaining expenditure (list all sources and amounts)
	
	

	
	
	
	

	5
	EMPLOYEE REIMBURSEMENT
	
	

	5.1 
	Travel costs
	
	

	5.2
	Training costs
	
	

	5.3
	Other staff costs (list all) including transport costs  
	
	

	
	
	
	

	6
	OTHER BUSINESS EXPENSES NOT MENTIONED ABOVE
	
	

	6.1
	Insurance premiums
	
	

	6.2
	Representation costs
	
	

	6.3
	Membership fees
	
	

	6.4
	Bank costs
	
	

	6.5
	Interest
	
	

	6.6
	Other financial costs
	
	

	
	
	
	

	B.
	TOTAL BUSINESS EXPENSES
	
	

	
	
	
	

	C
	Bottom line carried over from the last year
	
	

	
	
	
	

	
	TOTAL BALANCE 31 Dec (A-B+C)
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