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WHY THE NEW MANUAL?

During almost three years of its operation, the Slovenian Quality Assurance Agency for Higher Education 

(hereinafter: the Agency) thoroughly developed accreditation and evaluation procedures in higher and 

higher vocational education while constantly monitoring its work and trying to find the ways to improve it. 

Namely, the Agency realises that improvement of higher and higher vocational education and development 

of quality culture are not only the (exclusive) responsibility of those who educate but are closely linked with 

the development of high-quality functioning of the Agency. In 2012, the Agency systematically monitored its 

work for the first time through self-evaluation procedures where internal as well as external quality system 

of the Agency was assessed. It is an overall assessment of its operation where Standards and Guidelines for 

Quality Assurance in the European Higher Education Area (ESG) are taken into account.

Apart from the revision of accreditation and evaluation criteria, which is in its final phase, intensive verification 

of efficiency and applicability of the established system of external assessment of the quality of higher 

education institutions and higher vocational colleges as well as establishment of suitability of accreditation 

and evaluation procedures with stakeholders were carried out, which all called for thorough revision of the 

manual for experts and the training programme for experts. Before the revision, the Agency carried out 

analyses of external evaluations, it surveyed the implementation of evaluation visits, it analysed the reports 

of groups of experts and it also surveyed the participants in accreditation and evaluation procedures. The 

Agency identified the need for coordinated work of members of the groups of experts and Agency staff as well 

as applicants during the preparation for evaluation visits and during the visits themselves, for understanding 

their role in this process, for moderating the decision-making of various experts under the same circumstances 

and for the uniform structure of accreditation and evaluation reports. 

The autonomy of the Agency and independence of the groups of experts will be preserved through high-

quality, professional, unbiased and consistent work.

With the manual, we are trying to provide a useful guide through accreditation and evaluation procedures 

and to respond to concrete questions which come up in practical work. It is divided into three parts:

The first part presents the particularities and individual phases of accreditation and evaluation procedures, 

from the appointment of the group of experts by the Agency Council to the submission of the report of the 

group of experts. Special attention is given to the role and tasks of both, experts and Agency staff. The entire 

procedure is described – from the completeness of the application for accreditation or external evaluation, to 

the appointment of members to the group of experts, coordination of the schedule and date of the visit to a 

higher education institution or a higher vocational college, the visit to an institution or a college and finally to 

the preparation and submission of the report.

The second part is entirely dedicated to the report of the group of experts as one of the most important 

documents on which the decision of the Agency Council is based. 

Experience from practical work show that the greatest attention needs to be devoted to the report since in 

the old manual and at trainings organised for experts, the Agency failed to provide uniform and unambiguous 

guidance for its writing. We talk about permanent development and improvement of the quality of higher 

education institutions and higher vocational colleges and about the counselling role of the Agency which 
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it has to maintain in order to fulfil its mission, and to which it is also obliged by European Standards and 

Guidelines for Quality Assurance in Higher Education Area. One of the reasons for the Agency to have 

somewhat neglected its counselling role in the past is that it was not clearly expressed that recommendations 

by the groups of experts in accreditation and evaluation procedures are obligatory.

The experts have also pointed out yourselves that you should have a more important role in the development 

of the quality system of higher education institutions and higher vocational colleges through giving 

recommendations for their further development.

Therefore, this is particularly pointed out in the chapter about the structure of the reports of the groups 

of experts, where recommendations are written down as opportunities for improvement of work of 

institutions and colleges. Here, European standards and guidelines are taken into account, particularly the 

standard "2.5 reporting" according to which reports should be clear and should, apart from findings and 

commendations, also include recommendations for the improvement of work; in this relation, standards "2.6 

follow-up procedures" ; "2.7 periodic reviews"; and "2.8 system-wide analyses" are also taken into account. 

Clear recommendations will contribute to more efficient monitoring of the development of higher education 

institutions and higher vocational colleges through regular external evaluations; the Agency is obliged to 

carry them out in accordance with regulations at least every seven years in higher education and every five 

years in higher vocational education.

The third part is dedicated to substantive and procedural issues. In substantive issues, we wanted to bring 

attention to certain more demanding procedures which may include extraordinary evaluation of a higher 

education institution and oral hearing after the evaluation visit and the submission of the report of the group 

of experts; apart from this, particularities in assessment of joint study programmes, distance learning and the 

so-called e-learning, etc. are presented in this part. In procedural matters we try to provide assistance in filling 

out the claims for payment, etc. 

Dear experts of the Agency! Before publishing the manual, we wanted to improve and finalise it together with 

you, so we discussed its draft at the all-day conference in December, 2012. In the fruitful and lively discussion at 

two workshops you helped us resolve open issues, you pointed out the problems you have been encountering 

during your work, and you pointed the way for their resolution. In creation of the final version of the manual, 

which is presented here, your professional remarks, knowledge and experience were of great help. Allow 

me to thank you all once again for your exceptional participation at the conference, active cooperation and 

valuable experience you shared with us.

Tatjana Debevec

                         Acting Director of the Agency
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INTRODUCTION

The new Manual for experts of the Slovenian Quality Assurance Agency for Higher Education describes in more 

detail the role of experts and other stakeholders in accreditation procedures, especially external evaluation 

and gives recommendations for the preparation of high-quality joint reports and guidelines for standardised 

organisation and implementation of evaluation visits.

The manual is not a legal regulation but a set of guidelines and recommendations for the implementation of 

high-quality expert assessments which will enable the Agency Council to adopt well-founded decisions on 

accreditations of study programmes and higher education institutions as well as opinions on higher vocational 

colleges.

The guidelines in this manual are not only intended for use by the candidates for entry into the register of 

experts but also by the experts who already are in the register: 

The Agency expects from candidates to prepare for training by thoroughly studying this manual −	

and regulations. It is particularly important for them to acquire detailed knowledge of accreditation 

criteria and external evaluation criteria. At the training there will be no time for getting familiar 

with the basics of procedures and regulations; the training will be focused on concrete tasks in 

accreditation and evaluation procedures; workshops will be organised at which the candidates will 

get familiar with various roles, they will create schedules of an evaluation visit, simulate its course, 

prepare joint reports, etc.

The Agency organises consultations with experts where open issues are clarified, potential problems −	

are resolved, knowledge is deepened, experiences and examples of good practice are exchanged ... 

various workshops and lectures are aimed at improving accreditation and evaluation procedures, 

strengthening of quality standards and development policies of quality assurance in Slovenian and 

European higher education and higher vocational education area.

In carrying out its work, the Agency is independent and autonomous and it operates according to the principles 

of professionalism, impartiality, legality and political neutrality. Its operation is based on European Standards 

and guidelines for quality assurance in European higher education area. The mission statement, vision, values 

and strategic goals of the Agency are presented on http://test.nakvis.si/en-GB/Content/Details/8.

The principles of professionalism, impartiality and legality are also the leading principles for work in 

conducting expert assessments. Particularly important is the impartiality principle to which the experts are 

committed by a special statement. The Agency expects this principle to be observed at all times and that 

before their appointment, when they are informed about the application for accreditation, experts consider 

their relationship with the applicant and immediately inform the responsible member of Agency staff about 

their family, legal or business relationships towards the applicant and other circumstances providing grounds 

for their exclusion or raising suspicion as to their impartiality.

http://test.nakvis.si/en-GB/Content/Details/32
http://http://www.bologna-bergen2005.no/Docs/00-Main_doc/050221_ENQA_report.pdf
http://http://www.bologna-bergen2005.no/Docs/00-Main_doc/050221_ENQA_report.pdf
http://sicris.izum.si/
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Regulations

The Agency as well as all bodies, applicants and experts have to comply with regulations governing accreditation 

and quality in higher and higher vocational education. The regulations are published at http://test.nakvis.

si/sl-SI/Content/Details/5 and include Criteria for accreditation and external evaluation of higher education 

institutions and study programmes (hereinafter: accreditation criteria), Criteria for the external evaluation of 

higher vocational colleges (hereinafter: evaluation criteria), other criteria, standards and acts adopted by the 

Agency Council. Important acts include Higher Education Act (hereinafter: ZViS), Post-secondary Vocational 

Education Act (hereinafter: ZVSI), Professional and Academic Titles Act and General Administrative Procedure 

Act. Let us point out here that lower level of autonomy is characteristic for higher vocational education as 

opposed to higher education and that higher vocational education is also regulated by laws and by-laws 

published on web pages of the Ministry of Education, Science, Culture and Sport; among them, the most 

important are Organisation and Financing of Education Act, Rules on the establishing of public vocational 

colleges and Rules on procedure for the appointment to the title University College Lecturer.

It depends on the type of procedure which regulations or which provisions of particular regulations are 

applicable. In initial accreditation procedures, articles 9 through 18 of accreditation criteria should particularly 

be observed, while supplementary study programmes shall also be assessed according to article 19 and joint 

study programmes according to articles 20 and 21 of the criteria; in the procedures for extended accreditation, 

articles 17 through 32 should be applied. In external evaluation of higher vocational colleges, complete 

evaluation criteria should be observed.

The Professional and Academic Titles Act should be applied in verifying the suitability of creating a professional 

or an academic title (and abbreviations) defined by the study programme, while the General Administrative 

Procedure Act should be applied in procedural matters not covered in the ZViS and the criteria.

THE ROLE AND TASKS OF THE GROUP OF EXPERTS

Accreditation and evaluation procedures

The role of experts is extremely important in accreditations of higher education institutions and study 

programmes as well as in external evaluations of higher vocational colleges.  

The initial accreditation and every re-accreditation in higher education are valid for no longer 

than seven years, while the Agency Council's opinions whether higher vocational colleges comply 

with standards are valid for no longer than five years. 

Upon granted accreditation, study programmes become state-approved.

http://test.nakvis.si/sl-SI/Content/Details/5
http://test.nakvis.si/sl-SI/Content/Details/5
http://test.nakvis.si/sl-SI/Content/GetFile/126
http://test.nakvis.si/sl-SI/Content/GetFile/126
http://test.nakvis.si/sl-SI/Content/GetFile/209
http://test.nakvis.si/sl-SI/Content/GetFile/209
http://http://www.uradni-list.si/1/objava.jsp?urlid=201232&stevilka=1406
http://http://www.uradni-list.si/1/objava.jsp?urlid=200486&stevilka=3840
http://http://www.uradni-list.si/1/objava.jsp?urlid=200486&stevilka=3840
http://http://www.uradni-list.si/1/objava.jsp?urlid=200661&stevilka=2571
http://http://zakonodaja.gov.si/rpsi/r03/predpis_ZAKO1603.html
http://http://zakonodaja.gov.si/rpsi/r03/predpis_ZAKO1603.html
http://http://zakonodaja.gov.si/rpsi/r04/predpis_ZAKO5124.html
http://http://www.uradni-list.si/1/objava.jsp?urlid=200596&stevilka=4199
http://http://www.uradni-list.si/1/objava.jsp?urlid=200596&stevilka=4199
http://http://www.mizks.gov.si/si/delovna_podrocja/urad_za_razvoj_in_mednarodno_sodelovanje/strokovni_sveti/strokovni_svet_rs_za_poklicno_in_strokovno_izobrazevanje/postopek_za_imenovanje_predavateljev_visjih_strokovnih_sol/
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In accreditation and evaluation procedures, groups of at least three experts are appointed by the Agency 

Council. Their tasks may vary depending on the type of procedure:

In the procedure of initial accreditation of a study programme, a group of experts carries out the 1. 
assessment based on thorough examination of the application for initial accreditation, annexes, 

publicly available information (web page of the assessed institution, labour market analyses, web 

pages of the Statistical Office of the Republic of Slovenia, etc.) and by mutual coordination via e-mail 

or telephone without convening a meeting or visiting the institution. According to ZViS, the visit to 

the institution is foreseen only exceptionally in cases where it is required to fully establish the actual 

situation. In this respect, spatial conditions are particularly considered, e.g. special laboratories, 

premises and equipment required for the implementation of study programmes for which the 

institution has not yet been granted accreditation. After the application is examined, the experts 

coordinate their activities and prepare a joint report.

In the procedure of extended accreditation of a study programme, the evaluation visit of a higher 2. 
education institution is obligatory. Apart from examination of the application and the self-evaluation 

report, the group of experts must also carry out external evaluation, composed of organisation 

and implementation of an evaluation visit and preparation of a joint evaluation report or a final 

evaluation report. Evaluation report submitted by the president of the group of experts to the Agency 

by the deadline set in the decision on appointment or in the agreement is sent by the Agency to 

the applicant for eventual comments. After the examination of applicant's comments, the group of 

experts may decide not to amend the evaluation report (in which case it becomes final) or it amends 

it in accordance with newly established facts and prepares the final evaluation report. The peculiarity 

of such a procedure is also that the study programme has already been accredited and that its 

organisation and implementation at the higher education institution are particularly being assessed. 

In order for the group of experts to verify the implementation of a study programme, it needs to 

be acquainted with accredited state of affairs; therefore, it needs to get familiar with the accredited 

curriculum, human resources plan, providers, lecturers, etc. The member of Agency staff in charge of 

the procedure provides experts with all relevant information.  If the study programme is carried out at 

a branch unit in another location, organisation and implementation of studies at this unit also needs to 

be verified. In case of several branch units, visits to at least one fifth of the units shall be carried out.

In the procedure of initial accreditation of a higher education institution, a group of experts must carry out 3. 
the inspection of premises or equipment required by the institution to perform its activities. The group 

verifies compliance with criteria in all assessment areas, but from the perspective of the establishment 

of the institution, not from the perspective of the developed activities and organisation at the institution 

where the quality system has already been established. The inspection of an institution can also provide 

a good opportunity to clarify all open issues in relation to the application. Since pursuant to ZViS, no 

possibility is foreseen within this procedure for the applicant to respond to the report by the group of 

experts, it is particularly important that, at the end of the inspection, the group presents to the applicant 

as consistently as possible its findings and explicates potential deficiencies. In this way, the applicant will 

be able to adequately supplement or amend the application before decisions at the Agency Council are 

made. The group of experts prepares a joint report as in the procedure of initial accreditation of a study 
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In higher education, external evaluation is part of the procedure of re-accreditation of a higher 

education institution or a study programme, while it is an independent procedure in higher vocational 

education. An evaluation visit (hereinafter: a visit) is an obligatory component of these procedures.

A visit is more extensive than an inspection because it means overall assessment in the procedures 

of re-accreditation and external evaluation of higher vocational colleges, while inspection means 

examination of an institution in the procedure of initial accreditation, especially from the viewpoint of 

the fulfilment of material conditions. Therefore, the term visit will be used hereinafter in the manual. 

programme. The procedure of initial accreditation of a higher education institution is also used to assess 

the establishment of any branch unit of a higher education institution.

In the procedure of re-accreditation of a higher education institution, the assessment carried out 4. 
by the group of experts is similar as in the procedure of re-accreditation of a study programme, the 

difference being that organisation and implementation of the studies and the quality of pedagogical, 

professional, scientific-research and/or artistic activity are assessed at the level of the institution. 

Special attention has to be given to the institution's quality system or self-evaluation procedures. 

After the evaluation visit to a higher education institution, which is obligatory, the group of experts 

prepares a joint evaluation report. The procedure up to the final evaluation report is the same as in 

case of re-accreditation of a study programme.

In the procedure of external evaluation of a higher vocational college, the work of a group of experts as 5. 
well as the procedure up to the issuing of final evaluation report are similar as in case of re-accreditation 

of a higher education institution. Evaluation visit is obligatory and the areas of assessment are the 

same; however, the expert group has to take into consideration particularities of the college and pay 

regard to practical education of students or connectedness of the college with employers which is 

one of essential characteristics of higher vocational studies. Therefore, companies or organisations in 

which practical education of students is taking place have to be always visited as well.

In the procedure of granting the approval to modifications of compulsory components of study 6. 
programmes of independent higher education institutions and in the procedure of transformation of 

a higher education institution the Agency Council may appoint a group of experts in case of major 

modifications that demand thorough substantive assessment. Modifications of study programmes are 

assessed according to the criteria for initial accreditation of a study programme, while transformation of a 

higher education institution is assessed according to the criteria for re-accreditation of an institution.  

Accreditation procedures in higher education are concluded by the decision of the Agency Council on 

granting or extending of accreditation which is based on the assessment of complete application, report of 

the group of experts and applicant's comments to the report (except in the procedure of initial accreditation 

of a higher education institution). It is essential for the Agency Council that it acquires from the group of 



10

experts an impartial, uniform and unambiguous expert opinion on the fulfilment of criteria by individual areas 

of assessment specified in accreditation criteria. In assessing the actual situation, the Agency Council acts in 

accordance with the principle of unfettered consideration of evidence; consequently it can also conclude that 

the situation is different from the one established by the group of experts. It must substantiate its findings in 

the decision.

Evaluation procedures in higher education are concluded by the opinion of the Agency Council on compliance 

with standards set by ZVSI and evaluation criteria. In this case, the role of the Agency differs from accreditation 

procedures in higher education because the Agency Council does not adopt decisions on re-accreditation of 

higher vocational colleges. This is under the authority of a ministry responsible for higher education which, in 

accordance with ZVSI, must take into consideration the Agency's opinion. 

Special emphases in assessments within different procedures

Every expert assesses the matter in a way that:

in initial accreditation of a study programme he/she focuses particularly on the assessment of the 1. 
content and composition of a study programme. It is important that he/she expresses an opinion 

on the suitability of a proposed curriculum and syllabuses with regard to goals and competences 

defined by the study programme, and prepares an expert opinion on the suitability of pedagogical, 

scientific-research, professional and/or artistic work at the level of a higher education institution as 

well as at the level of individual lecturers. It is desirable that he/she also makes recommendations 

with regard to the content of the study programme; 

in 2. re-accreditation of a study programme, he/she is focused on organisation and implementation 

of the study programme, assessing the development and progress since the last accreditation. 

Verification of the efficiency of organisation and management of a higher education institution is of 

great importance due to appropriate implementation of pedagogical, scientific-research, professional 

and/or artistic activities related to the study programme. An expert assesses a study programme 

from the perspective of achieved progress and compares his/her findings with the accredited 

situation and with findings from self-evaluation reports. He/she has to make certain whether and in 

what way the applicant fulfilled its plans for achieving goals or for improvement of its work, whether 

the applied measures were efficient, whether the measures at the level of institution and study 

programme are based on findings from self-evaluation, conducted surveys on satisfaction (student 

surveys, staff surveys, graduate surveys, etc.) or other forms of monitoring and proposals for quality 

improvement. Experts are to propose recommendations for further measures or improvements in 

the implementation and organisation of the assessed study programme;

in 3. initial accreditation of a higher education institution an expert should focus on suitability of 

premises, equipment, staff or higher education teachers, lecturers of the foreseen study subjects. An 

expert has to assess whether a higher education institution (which is being established and is not yet 

a legal entity and, consequently, cannot carry out its activity) will be able to function in accordance 

with ZViS or in accordance with all areas of assessment pursuant to accreditation criteria. Considering 

the type of an institution being established (college, faculty, university) it has to be established 

whether it will be able to carry out pedagogical, scientific-research, professional and/or artistic work 
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The Agency expects that the group of experts also prepares an additional opinion in a form of 

recommendations. They are laid down as opportunities for improvement. In assessing 

applications or in more extensive external evaluations, experts encounter issues that are not 

questionable in terms of regulations but can positively or negatively affect the quality of education. 

Recommendations are extremely important also in European standards and guidelines in order 

to stimulate permanent improvement of the quality of an institution or a college. More detailed 

guidelines for recommendations are presented in chapter Substantive guidance on report writing. 

in accordance with its classification in a field(s) of study Isced/KLASIUS and scientific area(s) Frascati in 

which it intends to carry out its activity. It is desirable that the applicant is given recommendations; 

in r4. e-accreditation of a higher education institution he/she focuses on functioning of the institution 

as a whole and its progress in the period since the last accreditation. The assessment of the higher 

education institution's quality system or self-evaluation is of crucial importance;

in external evaluation of a higher vocational college he/she focuses on the functioning of the 5. 
college as a whole (similarly as in re-accreditation of a higher education institution) while taking 

into consideration the specifics of higher vocational education (close connection with the working 

realm, 40 % of a study programme devoted to practical education at a company or an employer, 

professional and development work, etc.).

Distribution of tasks within the group of experts

Experts should be familiar with their responsibilities with regard to their role in the group. Division of work 

and tasks should be mutually agreed upon. 

In re-accreditation procedures or in cases where a larger higher education institution or a larger number of 

study programmes of a single applicant are being assessed within a joint procedure, the Agency Council may 

appoint a larger group of experts. If a group of experts is large enough, it can be divided into sub-groups due 

to more efficient work. It is recommended that there is at least one Slovenian expert, one foreign expert and 

one student expert within every sub-group .

The Agency expects from the President of the group of experts that:

after receiving the decision on appointment into a group, he/she establishes contacts with experts 1. 
and agrees with them on the division of work, tasks and the assessment goal;

he/she is responsible for appropriate organisation and implementation of the assessment; including 2. 
a potential visit to a higher education institution or a higher vocational college;

no later than by the preparation of a joint report he/she clarifies with other members of the expert 3. 
group whether any additional proofs or data are required which could affect the content of the 

report and could be provided by the applicant, and informs Agency staff about that. Examines 
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reasonableness (justification) of the call for such supplementation: whether the group of experts can 

require supplementations of the application which are not laid down by regulations and whether the 

data are really required; 

calls Agency staff for legal and organisational assistance as required;4. 
convenes a preparatory meeting in the procedures of re-accreditation in higher education and 5. 
external evaluation of higher vocational colleges; 

prepares a proposal of the visit schedule in which groups of interviewees (the management, students, 6. 
support services, employers, higher education teachers, quality committee, etc.) and the duration of 

interviews with particular groups are specified, and proposes the date of the visit;

harmonises the proposal of the 7. visit schedule and the date with experts from the group and 

immediately informs Agency staff about it;

leads the group of experts during the visit in such a way that he/she:8. 
distributes tasks for the implementation of the visit among the group members or mediates a. 
in the distribution of tasks;

takes into account the agreed schedule1 and course of the visit;b. 
is responsible for punctuality, clarity and accuracy in conducting the visit;c. 
adapts the course of the visit as required;d. 
directs interviews;e. 
presents findings of the group of experts at the end of the visit;f. 

is responsible for the preparation of joint report of the group of experts by:9. 
distributing tasks among group members;g. 
harmonises the content of joint report;h. 
pays regard to the joint report being submitted on time;i. 

 participates at the eventual oral hearing;10. 
 participates at the session of the Agency Council whenever the Council deems it being necessary.11. 

The president of the group of experts is responsible for communication within the group of experts and with 

the applicant during the visit. He/she is attentive to equality-based relationship between the experts and to 

equal and respectful treatment and selection of interviewees. He/she has to take care that the experts carry 

out their tasks, he/she has to coordinate with them until the joint report is written. 

1  Modifications of the schedule are allowed only on well-founded grounds.
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The president of the group has to inform Agency staff promptly and coordinate with them with regard 

to eventual supplementation of application, date and schedule of the visit, preparatory meetings of the 

group of experts, modifications of the schedule or the course of visit. He/she also informs Agency staff of 

the documents the group would like to examine during the visit. The list of these documents shall be, if 

possible, prepared before the visit so that Agency staff will be able to ask the applicant to provide them 

at the beginning of the visit.  In such a way, the group of experts will have sufficient time to examine 

them since they have to be returned at the end of the visit.

Although the role of Agency staff is described in a special chapter, let us point out here that their tasks do 

not include correspondence in the name of the president, writing a report, etc. They assist the president 

with interpretation of regulations, consulting regarding the course of procedures, communication with 

an applicant, etc. 

The Agency expects from other experts in the group that:

they cooperate with the president of the group of experts and coordinate with him/her regarding the 1. 
duties they will carry out;

respect the agreement about the division of tasks and duties;2. 
actively participate in assessment of the application, at the potential preparatory meeting, at the 3. 
potential visit and in the preparation of the joint report;

they are obliged to participate in the visit whenever it is necessary;4. 
they provide substantiated and critical assessments of the established situation and give 5. 
recommendations for its improvement;

they participate in writing of the report and inform the president in writing that they agree with the 6. 
entire content of the report before the president signs it and submits it to the Agency;

they participate at the potential oral hearing;7. 
they participate at the Agency Council session whenever the Council deems it to be necessary.8. 

The Agency expects from the foreign expert to provide broader or international viewpoint of the assessed 

matter. Usually he/she assesses the substantive and professional part of the application, e.g. the quality 

system of an institution/college, the content of the study programme with goals, competences, curriculum 

and syllabuses as well as suitability of pedagogical, scientific-research, professional and/or artistic work. As 

required, the president of the group of experts and Agency staff additionally present him/her the specifics of 

Slovenian higher education system or the specifics of the institution subject to assessment. 

 

THE ROLE OF AGENCY STAFF

Agency staff conduct accreditation procedures and assist the group of experts:

after the group of experts is appointed, they interconnect the members and provide them with 1. 
appropriate documentation for the assessment;

they provide legal and professional assistance to the group of experts; 2. 
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they transmit the requests/demands of the group of experts to the applicant, the Agency Council or 3. 
the financial department of the Agency;

they call upon the applicant to supplement its application;4. 
they assist the group of experts in organising a meeting or a visit:5. 

when a preparatory meeting is required they offer the group premises and the possibility of a. 
video conference connection at the Agency;

they assist the president of the group of experts in preparing the proposal of a visit schedule b. 
and in selecting the interviewees;

they harmonise the schedule and the date of the visit with the applicant;c. 
they assist in organisation of accommodation and transportation and in providing the d. 
premises and equipment at the institution/college for the implementation of the visit;

they also take care there are no procedural irregularities during the visit;e. 
they take care that the visit is carried out according to the planned schedule (the group of f. 
experts may partially modify the course of a visit due to justified reasons, of which it informs 

Agency staff in due time;

during the visit they call upon the applicant to submit additional proofs so that the group of g. 
experts can appropriately assess the actual situation;

on the initiative of the president of the group of experts they participate in substantive h. 
discussions and during the breaks;

are familiarised with the draft joint report and bring potential irregularities in it to the i. 
attention of the president of the group of experts;

as administrators of agreements and claims for payment they take care that these are appropriately 6. 
filled out:

they send agreements and claims for payment to experts;j. 
after the assessment is carried out they check the filled out claims for payment and are k. 
responsible for the accuracy of accommodation, transportation and food expenses;

they intermediate between experts and the financial department of the Agency in order to l. 
enable prompt, undisturbed and correct refund of incurred expenses and payment of fees;

they direct the course of a potential oral hearing;7. 
in the procedures of internal quality assurance at the Agency they assess the work of experts and 8. 
participate in expert surveys.

Agency staff report to the Agency Council about the visit.

Tasks not carried out by Agency staff:

they do not assess because they are not external evaluators and they do not get involved in the 1. 
assessment carried out by the group of experts (they do, however, point out irregularities in the 

assessment procedure, potential non-compliance with legislative provisions and criteria, omissions 

of important assessment areas, etc.);

they do not write, translate or edit the report for the group of experts;2. 
during the visits they do not conduct the interviews and do not intervene in them;3. 
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they do not lead the group’s preparation for a visit:4. 
they do not coordinate the date of a visit with experts within the group;a. 
they do not prepare the visit schedule;b. 
they do not convene and lead meetings of the group of experts;c. 
they do not keep correspondence with members of the group of experts in the name of the d. 
president of the group;

they do not fill out claims for payment instead of experts.5. 

EXTERNAL OBSERVERS

An external observer may also participate in the visit along with the member of Agency staff who leads the 

procedure. He/she joins the assessment as a candidate for entry into the register of experts, a member of 

Agency staff, an Agency Counsellor or as a member of another Agency’s staff. He/she does not interfere with 

the assessment. The purpose of his/her participation may be:

learning about the course of a visit (e.g. candidates for entry into the register of experts);1. 
additional attention to regularity (e.g. in extraordinary evaluation procedures);2. 
participation in Slovenian procedure in the sense of international cooperation with foreign agencies 3. 
(e.g. accreditation of joint study programmes).

An applicant is notified of the participation of an external observer in due time. An external observer is bound 

to confidentiality and secrecy. 

APPLICANT

The Agency expects from the applicant to constructively cooperate with the group of experts and the Agency. 

It may happen that, although the application is complete, the experts need other important information in 

order for the open issues to be clarified. It is also in the best interest of the applicant that this is taken care of 

before the report is written. It will also be easier for the applicant to prove certain facts during the evaluation 

visit than in the written response to the report.

The Agency expects from the applicant to enable the visit of the group of experts, except in case of justified 

objective reasons. Objective reasons are for instance: collective leave at the institution or the college, major 

obstacles related to spatial problems or staff (an institution/college has not moved yet to new premises the 

group would like to examine, premises are not equipped yet), non-implementation of a study programme in 

a certain period of the year, etc.
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During the visit, the Agency expects from the applicant to: 

provide an appropriately equipped room to the group of experts for independent and undisturbed 1. 
work for the entire duration of the visit;

try to enable appropriate access to a higher education institution or a higher vocational college 2. 
(parking spaces);

provide a room for interviews;3. 
provide all required proofs to Agency staff (or experts);4. 
allow experts to inspect premises and equipment;5. 
adapt to potential modifications in the course of the visit that occur due to newly established actual 6. 
conditions;

take account of the agreed course of visit and provide interviewees according to the schedule as well 7. 
as additional interviewees proposed by the group of experts;

on Agency’s request, assist in organising a meal while not paying its costs;8. 
if the applicant has any comments to the report prepared by experts, they have to be clear; this also 9. 
applies to potential additional proofs. This is particularly important when the applicant responds to 

cases of non-compliance established by the group of experts.
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This chapter initially gives schematic presentation of the procedure of initial accreditation and the procedure 

of re-accreditation / external evaluation of a higher vocational college:

Overview of initial accreditation 
procedure
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Up to the appointment of the group of experts

Accreditation and evaluation procedures are initiated by submitting the application to the Agency. The 

application is examined by the member of Agency staff authorised for conducting the procedure. He/she 

attends to:

completeness of the application: the application contains justifications and proofs related to all 1. 
compulsory questions stated in the accreditation or external evaluation proposal, along with the 

prescribed annexes. In initial accreditation procedures, the Agency Council does not appoint a group 

of experts until the application is complete. If the applicant fails to supplement the application as 

required and in due time, the Agency Council rejects it;

calls for supplementation: Agency staff examines whether the statements in certain parts of the 2. 
application are in accordance with regulations and calls the applicant to bring the application in line 

with legislation. In compulsory components of a study programme he/she e.g. examines whether 

the conditions for enrolment, transferring, creation of professional or academic titles, conclusion 

of studies, conditions in case of limited enrolment, etc. are in accordance with ZViS, ZVSI, thee law 

governing professional and scientific titles, and Agency’s criteria;

making certain the application is appropriate in terms of content. In case he/she detects any potential 3. 
deficiencies, he/she encourages the applicant in advance to submit additional proofs. If, while 

examining the application, he/she e.g. discovers that scientific-research work at the higher education 

institution is insufficiently demonstrated, he/she asks the applicant to submit additional proofs about 

scientific-research work that is not evident from public records in order for the group of experts to 

have at its disposal as complete documentation as possible.

Appointment of the group of experts

Together with the members of Agency Council, Agency staff prepares the proposal for the appointment of 

experts when the application is complete or ready for the continuation of the procedure. Before that he/she 

gets into contact with individual experts suitable for the assessment of a certain institution, college or study 

programme and presents the matter along with the proposed deadline for the submission of joint report and 

the proposed date of visit. The Agency expects from the expert to assess, before giving consent to participate, 

whether he/she will be able to carry out the work entrusted to her/him or have sufficient time to participate 

in the assessment. The decision on appointment shall be made by the Agency Council.

When the Council appoints the group of experts, Agency staff notifies the applicant about it. If the applicant 

does not request the exclusion of any particular expert, Agency staff notifies the appointed experts and 

enables them to establish mutual contact. Specialist service of the Agency sends them the material for 

assessment, contract work agreements with claims for payment and the decision on appointment into the 

group of experts. 

If the applicant requests exclusion of any of the expert group members, the Agency Council decides upon the 

matter. The Council may grant the request for exclusion and change the group composition or it may dismiss 

the request for exclusion.
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Composition of the group of experts

The expert group is composed of at least three members. Usually it is presided by a Slovenian expert while it 

must also include a foreign expert and a student expert. 

In case of initial accreditation of a study programme, the appointed experts have to be scientifically, 

professionally, artistically or pedagogically active in the field of study of the assessed study programme.

In case of re-accreditation of a study programme, an expert with quality assessment experience must also be 

included in the group beside the experts from the field of study. 

In case of accreditation of a higher education institution or external evaluation of a higher vocational college, 

experienced evaluators from other areas (experience with managing, quality system assessment, etc.) are 

included in the group beside the experts from the field of study.

The visit

When is it justified to organise a visit?

In the procedure of initial accreditation of a study programme and accreditation of major modifications of a 

study programme at an independent higher education institution, the group of experts may decide in favour 

The deadline for the submission of joint report in the procedures of initial accreditation 

is three months from the completion of the application, while in procedures of re-

accreditation and external evaluation of higher vocational colleges the deadline is three 

months from the appointment of the expert group.

It may happen that the group of experts would have to carry out the visit during study or summer 

holidays, which are objective grounds for extending the deadline for the submission of evaluation 

report. Illness may also represent such grounds. In case the deadline has to be extended, an accord 

about this is reached within the group of experts and the president sends the Agency a justified 

proposal for deadline extension. The Agency Council considers the proposal at the next session. If 

the deadline is extended, an annex to the contract work agreement is concluded

The visit is compulsory in the procedure of re-accreditation, in the procedure of initial accreditation 

of a higher education institution and in the procedure of external evaluation of a higher vocational 

college.



21

of a visit if it is necessary for them to clarify the actual situation. The group decides about the visit soon after 

the appointment. 

Circumstances due to which the visit could be justified are e.g.:

accreditation of a study programme that requires special premises for its implementation; laboratory 1. 
or equipment that has not been examined at the time of accreditation of an institution;

accreditation of a study programme by which education for a regulated profession is carried out.2. 

The above stated is usually taken into account in the study programmes in technical, natural sciences, 

medicine and artistic fields, while very rarely in accreditation of study programmes in the fields of humanities 

and social sciences. In deciding on the necessity of a visit, the group of experts should also take into account 

the economy of the procedure for the Agency and for the applicant, so that the visit is planned when it is really 

necessary for successful assessment. The group must consult about its decision with the member of Agency 

staff who is in charge of the procedure; otherwise, the expenses related to the visit will not be reimbursed to 

the members. 

Meetings of the group of experts

As a rule, the group of experts usually decides to convene a preparatory meeting intended to clarify open 

issues and to prepare for the visit in procedures of re-accreditation or external evaluation. The meeting is 

usually also justified in procedures of initial accreditation of a higher education institution.

If the preparatory meeting is not convened on the evening before the visit to an institution/college, Agency 

staff enables a foreign expert to participate via the video conference connection (web camera) or in another 

suitable manner.

Setting the date for the visit and preparation of the schedule

The visit to a higher education institution or a higher vocational college requires appropriate organisation; 

coordination is required within the group of experts, with Agency staff and with the applicant. Considering 

the obligations of everyone involved, particularly the experts on one side and the applicant on the other, this 

can be a rather demanding and lengthy task. 

In procedures of initial accreditation of a study programme where the visit to an institution is not 

prescribed, it needs to be thoroughly considered whether a meeting is necessary and the issue 

must be brought into accord with the member of Agency staff in charge of the procedure. If there 

is no accord, the Agency does not reimburse experts for expenses accrued due to such meeting.
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Since the date of the visit is the hardest to negotiate, it has to be planned immediately after the group of 

experts is appointed. As a rule, the president prepares a proposal of a visit schedule in cooperation with 

the group of experts at least three weeks before the visit. Simultaneously, the president also discusses the 

proposed visit schedule and date with the member of Agency staff who needs sufficient time to inform and 

negotiate the date and the schedule with the applicant. As a rule, the president officially informs the applicant 

about the schedule fifteen days before the visit.

When preparing the schedule, attention has to be given to equal representation of groups of interviewees and 

the duration of individual interviews. The time foreseen for breaks between individual interviews also needs 

to be taken into consideration as well as some time for conversation with random stakeholders, transportation 

to employers and visits of employers whenever necessary, writing of final conclusions presented by the group 

of experts at the end of the visit, etc. and, last but not least, for lunch. 

The group of experts must precisely foresee which group of people it would like to interview. While a discussion 

with the management will always be necessary, groups of interviewees may differ with regard to the type of 

the procedure:

In the procedures of initial accreditation of an institution (only exceptionally a study programme as 1. 
well), an institution usually has no students yet, so they cannot be interviewed; the same holds for 

the quality committee, young researchers, etc. However, perhaps it would be possible to have an 

interview with the support staff and future providers of the studies. In initial accreditation of a study 

programme, an interview with students would be possible if an institution already implements this 

study programme, even if it has not been accredited yet or is still under the accreditation procedure.

In re-accreditation procedure, the group of experts has an interview with the management of the 2. 
institution, members of institution’s council or administration, student council, the dean, the vice-

deans, lecturers of study programmes, support staff (student affairs, human resources, secretariat, 

finance, etc.), high education teachers, assistants, (young) researchers, laboratory staff, librarians, 

students, quality committee and representatives of other bodies of the institute, mentors and 

coordinators of practical work. It tries to obtain the opinion of employers and representatives of a 

potential alumni club on the employability of graduates. 

In the procedure of external evaluation of a higher vocational college, a group of experts holds 3. 
interviews with the college management or owner (private colleges), the headmaster or the director, 

representatives of a college council or a strategic council, the council of lecturers, teachers’ working 

groups, the committee for monitoring and assurance of quality, the study commission, professional 

In selecting the interviewees, the group of experts must take into consideration differences 

between re-accreditation of an institution and re-accreditation of a study programme.
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staff and associates, instructors, students, etc. The group of experts must hold an interview with a 

lecturer – organiser of practical education as well as with mentors in companies or with employers.

Since interviews with all stakeholders must be carried out in the procedures of re-accreditation or external 

evaluation, visits may be lengthy and strenuous. It is important that the group of experts prepares the schedule 

in a way that:

the group will not be overloaded (10 or 12 hours a day may be too straining for the experts as well as 1. 
for the higher education institution);

the visit is divided into two or even three days (depending on the size and diversity of an institution/2. 
college); the visit duration must be at least 8 hours a day, while on the last day, the visit may be 

shorter;

the group of experts also plans a longer break before the presentation of final conclusions and a 3. 
lunch break or a potential transfer to another location (e.g. to a branch unit), to an employer, etc.;

due to economy of the procedure, it pays attention to organise sufficient number of interviews during 4. 
each day of the visit since the expenses of the assessment increase in accordance with the number 

of days.

The proposed groups of interviewees should not be too large. The group of experts must take into consideration 

that every interview lasts approximately 45 minutes and that questions need to be addressed to all of the 

interviewees in order for an objective opinion to be obtained. Besides, a few minutes of the interview are 

dedicated to presentation of group members and interviewees. If necessary, the group of experts may be 

divided into two subgroups and carry out two separate interviews or it can carry them out consecutively 

without division.

Examples of schedules are presented in Annex 1 of this document.

The course of a visit

Experts must be well prepared for the visit. They must thoroughly examine the application and annexes, they 

must be familiar with open issues they were unable to verify in the written application and they must have 

a plan about what to ask whom. This means that they must find out at the institution whether certain claims 

in the application are true and verify the facts in relation to which the applicant gave no statements in the 

application. 

The group of experts proposes the category and number of interviewees. It particularly requests 

that students are proposed by their representatives, not by the management of the institution. 

Representatives of other institutions are individually proposed by the institution.
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It is recommended that the group of experts prepares questions in advance by following the areas of 

assessment in the criteria, coordinates these questions at the preparatory meeting and appoints the group 

members to lead the interviews. The latter is particularly relevant in cases where the group is divided into two 

or more subgroups. It is also good for the group to already have a prepared draft report which is based on the 

application and annexes (in case of re-accreditation also a self-evaluation report, the content of web pages of 

the institution/college, etc.), which can later be modified in accordance with the findings from the visit.

In order for the experts to focus primarily on the substantive assessment of quality, they should also consult 

about legal and procedural issues with Agency staff accompanying them during the visit. The most important 

issues must be clarified during the preparation for the visit and only exceptionally during visit breaks or before 

the writing of the joint report.   

Interviews

Experts, particularly the president of the group, establish appropriate communication with the interviewees 

in a way that:

they ask clear and concise questions directed in the subject-matter they wish to examine;1. 
they do not mislead the interviewees and they do not try to confuse them with questions; 2. 
they do not omit important questions; interviews are intended precisely for them to obtain all 3. 
essential answers;

in giving recommendations, they may also consult or propose solutions;4. 
they create impartial, equal and respectful conditions for open discussion;5. 
they do not argue with interviewees and are not arrogant or distrustful;6. 
they do not boast or make comparisons with their own institution or their own experiences;7. 
they avoid expressing personal opinions and judgements; 8. 
they express their doubts and concerns only during breaks within the group of experts.9. 

It is recommended that experts use assessment forms during the visit, that they constantly check whether they 

posed the right questions to particular groups of interviewees to which they are able to reply. Questions are not 

to be repeated unnecessarily. Repeating is reasonable in cross-verification in various groups of interviewees 

or in case of simultaneous interviewing of groups of interviewees of the same type if a larger number of 

people need to be interviewed (e.g. students or higher education teachers of various study programmes). An 

example of an assessment form which helps you ensure that certain areas of the assessment are not left out 

is presented in Annex 2.

The president of the group or an expert responsible for leading the interview within the sub-group 

briefly presents the purpose of the visit and the experts to every group of interviewees. He/she 

ensures that confidentiality is maintained and that the identity of interviewees is not disclosed.
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The group of experts will not only detect concordant or contradictory statements but also strengths 

of the institution/college and potential deficiencies in cooperation between individual stakeholders 

(e.g. between student representatives in the bodies of the institution/college and other students 

or in organisation and operation of the institution/college). Therefore, while paying attention to 

appropriate distribution of interviews it also has to carefully take notice of any commendations, 

needs, requirements and critiques expressed by interviewees. On this basis, it will be able to, apart 

from observed strengths, shape recommendations for the improvement of organisation and 

operation of the institution/college.

The order of interviews depends on the information the group wants to obtain first and verify later. Perhaps it 

wishes initially to find out from the management about organisation and work at the institution/college and 

afterwards check it with teachers, students, support staff and other groups of interviewees. Contradictory 

findings may be verified again with the management of the institution/college or other stakeholders (during 

additional interviews). Students as receivers of services, knowledge and competences might evaluate the 

institution/college and the studies more critically than the applicant.

Interviews in re-accreditation of a higher education institution or external evaluation of a higher vocational 

college:

With the management of the institution/college, the experts discuss the mission, vision and strategy, 

organisation of the institution/college, organisation of education, research, professional, scientific and/or 

artistic work, practical education, development plans, changes at the level of study programmes and the 

institution/college, finance (possibilities for carrying out the activities and for development). They express 

interest in the position of the management on all areas of the assessment defined by the criteria, but particularly 

the responsibility for the quality system of the institution/college. Experts obtain information they can verify 

from other groups of interviewees, such as: is the staff in support services really familiar with development 

policy of the institution as the management may have asserted.

With support services and professional staff, the group of experts verifies the support provided to students 

and staff in educational, pedagogical, professional, scientific, research and/or artistic activities. It verifies the 

suitability of division of work, the quality of performance of support services and connectedness between 

individual services, bodies of the institution/college, the management and the students (data exchange, 

suitability of collection, processing and provision of information, quality of services) and integration of these 

services into the quality system of the institution or their participation in self-evaluation procedures. It also 

verifies their possibilities for professional and vocational development.

During the interviews with higher education teachers/lecturers, the group of experts verifies the suitability of 

their pedagogical workload on one hand and their scientific-research, professional and/or artistic work on the 

other. It verifies whether the study programmes are carried out by appropriately habilitated higher education 
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teachers or appointed lecturers at higher vocational colleges, whether they provide appropriate studies in 

accordance with law to regular and part-time students or e.g. to students in professional higher education 

and university study programmes. The group enquires about verification and improving of the quality of 

work of higher education teachers/lecturers (taking account of student questionnaires and other forms of 

monitoring of educational work, potential measures for improvement) and possibilities for their development 

(training, promotion, international cooperation); what are their possibilities for participation in project work, 

at conferences, in exchange of higher education teachers, etc. It also verifies their familiarity with the vision, 

mission and strategy of the institution/college, their taking account of development policies of the institution/

college and of course their integration in self-evaluation procedures. The group enquires about the teaching 

methods and eventual modernisation of the implementation of studies and other improvements of study 

programmes. 

During the interviews with students the experts take account of at least two groups of students and they 

interview each of them separately. These are student representatives in the bodies of the institution and the 

rest of the students: regular and part-time – these should also be interviewed separately if possible. Besides, 

it is also recommended that experts have conversations with randomly selected students whom they meet 

during the visit at the institution/college. Experts verify the implementation of their rights, the quality and 

possibilities for achieving learning outcomes, suitability of services at the institution/college, higher education 

teachers/lecturers and material conditions for studying. Like with other stakeholders, they verify familiarity 

of students with the results of self-evaluation, their participation in surveys, adoption and monitoring of 

measures. Experts also verify the conditions for professional, scientific and/or artistic work of students and 

particularly young researchers. Students of professional higher education programmes and higher vocational 

colleges are also asked additional questions regarding practical training or education at the employers.

From employers and graduates they mostly obtain information on employment opportunities for the 

graduates, on the suitability of acquired competences or knowledge and on cooperation of the institution 

with business and public sector, on practical education or professional practice (adaptation of the studies to 

the conditions of the labour market).

Interviews in re-accreditation of a study programme:

In re-accreditation of a study programme, the group of experts must primarily link the interviews, which are 

held with the above stated groups of interviewees, with the assessed study programme. It should adapt its 

questions appropriately. Experts express their interest in different ways and modes of studying, suitability of 

schedules, curriculum, lecturers of a study programme, examination or assessment of knowledge, suitability 

of the quality system or self-evaluation procedures in the assessment and improvement of the studies. 
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During interviews, the group of experts may discover that certain documentation needs to be examined. The 

president of the group of experts notifies Agency staff of this requirement who calls upon the applicant to 

enable its examination. The applicant is obliged to provide the required documentation.  

Work during the breaks

The group of experts uses breaks between interviews for reconciliation of findings and planning of the next 

interview. Breaks are also intended to examine the documentation and statements in the application, to 

consult with Agency staff and to harmonise questions.

Longer breaks are intended for eventual trips to branch units, to employers (companies or other organisations 

where suitability of practical training is verified), (working) lunch and the final consultation of the group of 

experts before final conclusions are presented. The experts exchange their findings and reconcile them. If 

they find out that they failed to verify the fulfilment of criteria in a certain area of assessment, they extend the 

visit if required and carry out an additional interview or call upon the applicant through Agency staff to submit 

additional proofs (examination at the institution/college or subsequent supplementation of the application).

Oral presentation of the evaluation report

At the conclusion of evaluation visit the group of experts meets with the management of the institution/

college or with all invited stakeholders (all stakeholders are welcome: students, higher education teachers, 

support services, graduates and employers)2. The president of the group of experts clearly and unambiguously 

presents to the attendees all of the most important findings to be included in the evaluation report, particularly 

those which are perhaps not favourable for the applicant (e.g. inconsistencies). The president should also 

present the opportunities for improvement. Agency staff informs the applicant about the deadline for the 

submission of the evaluation report and about further procedure up to the adoption of the decision by the 

Agency Council.

2  It is recommended that the group of experts invites representatives of all interviewees to attend the presentation of findings. 

Organisation and implementation of the studies are compared with the accredited programme: 

whether the programme is being implemented in a way as accredited, whether it has been modified 

and if so, based on which findings, whether all stakeholders (including employers) were involved in 

modifications, whether proposals for modifications were taken into account and to what extent, etc. 

In this procedure, the areas of the assessment prescribed for re-accreditation of a higher education 

institution particularly relate to the concrete study programme; in this case, article 17 of the criteria 

has to be observed (as well as articles 18 through 21; depending on whether a study programme of 

the third cycle, a study programme for training or a joint study programme is being assessed. 
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REPORT 

Introduction into writing the report

The Agency Council adopts decisions on accreditations on the basis of documentation submitted by the 

applicant, the report of the group of experts and eventual applicant’s comments to this report. 

If the experts assess that the applicant does not achieve the standards laid down by law or by accreditation or 

evaluation criteria, they have to substantiate this finding appropriately. The Council cannot take unsubstantiated 

findings into consideration. The discovered deficiency which is appropriately substantiated will be hereinafter 

referred to as inconsistency.

In accreditation procedures, the Agency’s concern is the quality or improvement of the quality of higher and 

higher vocational education, which is hard to prescribe in individual cases. For example, the legislation and 

criteria do not define the percentage of graduates that have to be permanently employed one year after 

graduation or how many projects of an institution have to be recorded in the SICRIS database in order to fulfil 

the conditions for research work in second cycle studies and/or scientific-research work in doctoral studies. The 

adjective »appropriate (suitable)« is frequently used in regulations: suitable premises, appropriate equipment, 

etc.; therefore, the assessment by the experts is extremely important. However, it has to be made certain 

that the assessment is not bending toward being personal or biased. Otherwise, the part of the established 

actual situation which indicates the quality of an institution/college or a study programme instead of clear 

compliance or non-compliance with regulations is written down by the experts in a form of strengths and 

opportunities for improvement. 

The group of experts must not prejudge the decision by the Agency Council.

The report of the group of experts is one of the most important proofs on which the 

decision of the Agency Council is based. It must be clear, unequivocal and supported by 

arguments.

http://http://www.sicris.si/default.aspx?lang=eng
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The report must be objective; in particular, accreditation criteria and evaluation criteria have to be taken into 

consideration in the assessment beside regulatory provisions. It should be also evident from the report that 

the group of experts took account of all the criteria from individual areas of assessment. If the findings are not 

consistent among one another, the actual situation needs to be verified again. In emphasising the facts, the 

experts must write down a finding from a visit, but information from the application need not be particularly 

summarised except if necessary to substantiate the established situation. It is sufficient that important 

information from the application is confirmed or rejected. In order to emphasise strengths and opportunities 

for improvement, (possible) causes and consequences need to be connected with the established situation.

The report represents joint assessment of experts; therefore, it must be composed as a harmonised whole. 

It is signed by the president of the group after all members inform him/her in writing (via e-mail) within the 

deadline specified in the agreement that they agree with the content of the report. The president sends the 

signed written report and the proofs of group members’ consent to the report to the Agency within the 

deadline.

Reports in initial accreditation procedures are final. This means that the first joint report submitted by the 

president of the group of experts to the Agency remains unchanged. In procedures of re-accreditation or 

external evaluation of higher vocational colleges, the group of experts examines eventual applicant’s 

comments to the evaluation report.3 The group estimates whether the actual situation has changed or 

whether it will amend the report or not. The president informs Agency staff about it as soon as possible.

Structure of the report

The report:

begins with a short 1. introduction presenting the course of assessment, groups of interviewees that 

participated in interviews in the procedures of re-accreditation or external evaluation of a higher 

vocational college, eventual additional proofs requested by the group of experts during the visit, 

etc.; 

3  Article 47 of accreditation criteria stipulates: “If the higher education institution communicates comments on the report, the group of experts must 
study them and prepare a final evaluation report not later than within one month of receiving them.”

The report cannot be compiled of separate opinions. It is written in Slovenian. The 

contribution of the foreign expert must be duly included in the report and translated. President of 

the group is responsible for this.

The formulation of strengths, opportunities for improvement and inconsistencies must not be 

ambiguous and must not give the applicant the wrong guidance or blur the applicant's perception 

of what was established by the experts. 

http://test.nakvis.si/sl-SI/Content/GetFile/126
http://test.nakvis.si/sl-SI/Content/GetFile/209
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continues with the 2. core of the report which must be prepared for all areas of the assessment defined 

in the criteria, in a way that every area is presented in a separate chapter. The number of chapters 

depends on the type of the procedure (e.g. 6 in case of accreditation of a higher education institution or 

external evaluation of a higher vocational college and 7 in case of accreditation of a study programme). 

It has to be evident from the report that the group of experts took into consideration all the criteria 

for the assessment of individual areas. For every area of the assessment or at the end of every chapter 

the group should indicate strengths, opportunities for improvement and inconsistencies; 

ends with 3. conclusion or a brief summary where essential findings and the assessment of the 

examined matter are pointed out. 

Report templates are presented in Annex 3.

Guidance for writing the core of the report

Guidance and issues related to it are presented by individual areas of the assessment which, at the same time, 

are also chapters in the core of the report:

AREAS OF ASSESSMENT

INTEGRATION WITH THE ENVIRONMENT1. 

General guidance:

How is integration with the environment reflected in the mission, vision and strategy?-	

What are the development possibilities of the institution? Are the mission, vision and strategy -	

consistent with these possibilities?

Based on proofs, what is the actual connectedness of the institution and/or study programme(s) -	

with the business and public sector (letters of support, cooperation agreements, cooperation in 

the improvement of institution’s operation, shaping, amending, improving of education or study 

programmes, in various projects, scientific or professional events, publishing, etc.)?

How are the mechanisms for systematic monitoring of learning outcomes and acquired competences -	

(e.g. obtaining the data from students, graduates, employers, mentors, pedagogical staff) designed 

and how do they work? 

Employability of graduates should be established on the basis of actual situation on the labour -	

market. Statistical data from the employment service, projections for the labour market, letters of 

support or intent, opinions of chambers of commerce, craft and other departmental chambers, 

regional councils, municipalities, associations, companies, etc. can be useful. Experts should express 

their opinion as to the importance of proofs or present findings of their own research. They can check 

current employment opportunities, employability studies and the situation in the field of shortage 
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and excess occupations by themselves on the web pages (http://www.ess.gov.si/)

In certain cases the employability is harder to substantiate – when e.g. a study programme subject to -	

assessment is of national, social importance by its content or when it is important from the perspective 

of economy that at least a few graduates are on the labour market. Such examples may exist in the 

fields of art and humanities. Therefore, eventual insufficient substantiation of employability has to be 

explicated, while the number of proposed enrolment places has to be always taken into consideration. 

Does the labour market require as many graduates as anticipated in the study programme (article 16 

of accreditation criteria)? Will the graduates of the study programme in the foreseen field of study 

and cycle be employable? 

It should also be taken into account that assessing of employability is appropriate mostly for first- and -	

second cycle study programmes, while it is perhaps not as easily provable for graduates of doctoral 

study programmes.

In cases where practical training of students is a compulsory component of a study programme -	

(always in first cycle higher education vocational study programmes) it needs to be assessed whether 

professional practice is enabled to them.

An expressed opinion on the integration with international environment is also important. Does the -	

institution cooperate with foreign higher education institutions, institutes, enterprises, organisations 

(agreements, contracts, projects)? What are the characteristics of this cooperation in the area of 

pedagogical, professional, scientific, research and/or artistic work?

Procedural particularities

In the initial accreditation procedures, circumstances are taken into account that accompany the -	

introduction of novelties. In introducing of a new study programme it is only possible to make 

projections of employability since the demand on the labour market may be different at the time of 

accreditation than at the time of first graduations. While in re-accreditation employability of graduates 

must be substantiated in more detail on the basis of analyses made by the employment service, 

industry associations of chambers of commerce, crafts and other chambers, the alumni club or by 

surveying graduates or employers, the plan of employability of graduates with expressed support of 

the business or public sector is deemed sufficiently realistic in initial accreditation. In certain fields of 

study (humanities, new technologies, etc.) employability is wide and diverse which makes planning 

more difficult. This has to be taken into account as well as fluctuation of demand on the labour market 

by individual occupations according to the actual situation in society and economy. It is also possible 

only to anticipate the attainability of goals and usefulness or adequacy of the competences of future 

graduates. 

In re-accreditation procedures, integration with the environment and employment or employability -	

of graduates must be evident from records, analyses and surveys instead of e.g. letters of support. In 

this procedure it is very important to establish whether the institution monitors adequacy of learning 

outcomes and competences. 

In accreditations of study programmes, integration with the environment and connection with the -	

study programme or its content is assessed. Will the competences give students adequate employment 

opportunities? How will the study programme affect integration of the institution with the environment 

and are the conditions for the implementation of a (particularly professional higher education) study 

programme established through the visibility of the institution or through its active cooperation?

http://www.ess.gov.si/
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Strengths:
Established strengths should be emphasised and explicated.

Opportunities for improvement
What could be improved by the institution? This is a »soft« area since not many concrete proofs for adequate 

demonstration of integration with the environment, employability and adequacy of competences are defined 

by regulations. In initial accreditation, appropriate plans (their implementation will be possible to verify in 

re-accreditation), as well as documents of support and intent are sufficient. In re-accreditation, proofs must 

be more concrete. Experts may give the applicant well-founded proposals how to systematically monitor 

employment or how to measure employability of graduates, adequacy of their competences or connections 

with certain stakeholders in business or public sector, also in cases of potential modifications and improvements 

of study programmes ...

Inconsistencies:
Inconsistencies or irregularities must be substantiated, supported with proofs, illustrated with examples 

discovered and, if possible, linked with regulations. 

Note: insufficient demonstration of employability of graduates or inadequacy or insufficiency of their 

competences recognised in the environment is hard to link with a legal regulation. Initial accreditation of the 

study programme means that graduates will be employable in a few years’ time when the conditions on the 

labour market change. In re-accreditation, however, deficient and inappropriate monitoring of employability 

or employment of graduates would be considered as a major irregularity since it is a mechanism that should 

already have been developed by the institution.

EXTERNAL EVALUATION OF A HIGHER VOCATIONAL COLLEGE

In external evaluation of a higher vocational college, guidance related to re-accreditation of an institution may be 

taken into account; however, particularities of a college have to be taken into consideration, particularly close links 

with realm of work; therefore, integration with the environment is one of essential characteristics of these colleges. 

Practical education of students is a compulsory component of a study programme (as much as 40 %); in adoption 

of these study programmes, which is the responsibility of a relevant minister, actual demand on the labour market 

is taken into account. Students must be ensured practical education in companies.

2. FUNCTIONING OF THE HIGHER EDUCATION INSTITUTION

General guidance:

Position has to be taken as to the mission, vision and strategy or development plans of a higher – 
education institution (hereinafter: institution’s policy). Is the institution’s policy clear, are the 

employees, students and other stakeholders (e.g. from the environment) familiar with it and is it 

publicly available?

Is pedagogical, scientific-research, professional and/or artistic work at the institution connected with – 
its policy? 

Is the organisational structure of the institution appropriate? Does the management appropriately – 
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pay regard to individual activities of the institution; does it monitor them and encourage their 

development?

Are all stakeholders equally represented in the institution’s bodies? Representation of students in the – 
institution’s senate should particularly be verified. Is the composition of bodies appropriate? (ZViS 

from article 20 onward)

Position has to be taken as to scientific-research, professional and/or artistic work at the institution – 
while projects from the SICRIS base and non-documented Slovenian and international projects 

have to be taken into account. It needs to be established whether the demonstrated scientific-

research, professional and/or artistic activity is linked with pedagogical work at the institution and 

with the possibilities for participation of students at this work. Are the projects of lecturers of study 

programmes predominantly registered at other institutions and how is it reflected in the operation 

of the assessed institution? Are research/development plans in accordance with actual research/

development work and are they feasible? 

In assessing practical training of students it should be verified whether the institution has concluded – 
trilateral agreements in this regard with relevant companies and institutions. Are mentors for the 

implementation of practice qualified (formally or informally)? Is there a practical training coordinator 

at the institution? Is verifying and recognising of practice appropriate (practice logbooks and other 

appropriate proofs)?

Procedural particularities

In the procedures of initial accreditation of an institution, planned orientation and organisation – 
of the institution is particularly considered. Do the mission, vision and strategy include clear and 

measurable orientations which will allow to be verified in the re-accreditation procedure? Particular 

attention needs to be given to mapping (definition) according to ISCED/ KLASIUS (study) and Frascati 

(scientific-research) classification which is required by law for the establishment of higher education 

institutions (ZViS, articles 2 through 7) and matching between individual classifications. An institution 

which is being established will probably not have scientific-research, professional and/or artistic 

activities developed yet, except if a process of merging or transformation of other institutions is 

going on. Therefore, it needs to be established whether the plan is appropriate for it. The constituent 

instrument and other proofs important for the beginning of the institution’s operation, as well as 

scientific-research activity of the applicant or founder and all foreseen lecturers should be verified.

In the procedures of initial accreditation of the study programme, an assessment needs to be – 
carried out whether organisation of the institution is appropriate for the implementation of the 

study programme. It should be explained whether and in what way is the institution’s orientation 

in line with the proposed study programme. Suitability of scientific-research, professional and/or 

artisticwork related to the study programme under assessment should be assessed.4

In the procedures of re-accreditation of an institution, self-evaluation reports and development – 
dimension of the assessed matter have to be taken into consideration. Development of the vision 

and mission since initial accreditation and achievement of goals set at initial accreditation should 

be examined. Efficiency of the management, division of work, tasks and duties should be verified. 

Are the employees at the institution familiar with development policies of the institution? Instead of 

going into details of the institution’s structure or the content-related concept of study programme(s), 

the focus needs to be on the development since the initial or the last accreditation. It needs to be 

4  Additional guidance in relation to the quality of scientific-research work is provided under point 7. Organisation and implementation of education 
(articles 17 and 18 of accreditation criteria), substantive guidance for writing the report – opportunities for improvement. See note 5 of this manual. 

http://www.stat.si/klasje/tabela.aspx?cvn=5648
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verified whether the institution has been developing in accordance with findings from self-evaluation 

reports, whether appropriate measures were adopted for the improvement of its functioning and 

what were their effects. In assessing practical training/education it needs to be established whether 

the students carry out the practice in appropriate companies and how it is organised. It is also 

important in what way the institution recognises practical qualifications and whether it verifies 

the competences acquired by the students elsewhere. Students and graduates as well as practice 

providers or representatives of employers and those responsible at the institution are examined for 

adequacy of their practical work competences.

Strengths:
Established strengths should be emphasised and explicated.

Opportunities for improvement

What could be improved by the institution? In initial accreditation, plans may need to be improved; it will be 

possible to verify their implementation in re-accreditation. In re-accreditation, concrete proofs (developed 

scientific-research, professional and/or artistic work, traceability of development and measures on the bases 

of self-evaluation reports, analyses, eventual surveys...) are assessed. It is allowed to offer the applicant 

well-founded suggestions for the modification of the vision/mission/strategy, new ways of identifying and 

introducing development measures, and to offer recommendations for more efficient practical training or 

more efficient organisation of the institution while taking into account differences between the initial and last 

accreditation/evaluation and re- accreditation/repeated evaluation (development-implementing level).

Inconsistencies:
Inconsistencies or irregularities must be substantiated, supported with proofs, illustrated with discovered 

examples and, if possible, linked with regulations.

Note: scientific-research, professional and/or artistic work is one of the most important basis for the decision 

of the Agency Council although the cases where legislation clearly stipulates the limits of acceptability or 

quality are rare. Comprehensive and well-founded position needs to be taken as to the quality of scientific-

research, professional and/or artistic work and inconsistencies need to be carefully exposed. 

EXTERNAL EVALUATION OF A HIGHER VOCATIONAL COLLEGE

General and procedural guidance in external evaluation of a higher vocational college is similar to guidance in 

re-accreditation of a higher education institution, while particularities of vocational colleges need to be taken into 

account, particularly the fact that, as a rule, they do not carry out scientific-research work but professional and 

development work. The projects are usually related to development of practical education or to concrete services 

and needs of companies and other organisations. The colleges have to conclude trilateral agreements with students 

on practical education in companies or relevant organisations or institutions and they have to follow this education 

constantly. It is characteristic of undergraduate thesis that their themes are related to solving concrete practical 

problems. The theme is selected by a student according to the agreement with a practical education mentor and a 

lecturer. The undergraduate thesis is frequently obtained by carrying out a service, manufacturing a product, etc.
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Bodies of a higher vocational college differ from bodies of an institution; besides, a vocational college may also 

be established as an enterprise. Depending on the type of a college, particular attention has to be paid to whether 

students are represented in accordance with ZVSI in the council of a college or an institution, in the strategic council 

(apart from students it also has to include a representative of graduates of that college), the committee for quality 

monitoring and assurance (unlike in higher education this is a compulsory body of a college). According to ZVSI, 

student council is not a compulsory body of a college! (bodies, their composition and competences are defined in 

articles 7 through 15 of the ZVSI)

3. HUMAN RESOURCES 

General guidance:

An opinion needs to be expressed as to the attached human resources plan and proofs (habilitations, – 
appointment of higher education teachers, statements, consents). Are higher education teachers 

appropriately loaded with pedagogical work on one hand and scientific-research, professional and/

or artistic work on the other? Is their load in accordance with labour legislation?

Habilitation areas of lecturers with regard to a curriculum and syllabuses have to be verified and an – 
opinion has to be expressed as to their scientific-research, professional and/or artistic work.

An opinion needs to be expressed as to the structure of higher education teachers and ratios within – 
the structure need to be assessed (the ratio between the number of assistants and the number 

of higher education teachers as well as the ratios between individual titles) with regard to study 

programme(s) carried out by the institution.

Does the institution attend to occupational and professional development of its staff? Does – 
it encourage promotion of its higher educational staff to higher titles or their development in 

professional, scientific-research, pedagogical and/or artistic areas? What are the possibilities for 

promotion, training, exchange?

Is working through contract work agreements or regular employment prevalent among higher – 
education teachers? Does the institution hire staff who carry out scientific-research, professional and/

or artistic activities in other higher education institutions? How does the established situation affect 

the functioning of the institution or implementation of the study programme and scientific-research, 

professional and/or artistic work of the lecturers?

How many lecturers are retired or how many are actively involved in research (entries in their – 
bibliography in the last five-year period, actual and past work in relevant fields of study)?

Support services or other professional staff need to be assessed: Are their services available in all – 
activities of the institution: to students, to higher education teachers and associates, in scientific-

research, professional and/or artistic work, librarian and publishing activities, to the management, 

etc.

Procedural particularities

In the procedures of initial accreditation of an institution, the compliance of criteria for the – 
appointment to the title with Minimum standards for the appointment of higher education teachers, 

researchers and faculty assistants at higher education institutions needs to be verified. Conditions 

for the appointment to individual title must be stricter or at least as strict as those in the minimum 

http://test.nakvis.si/sl-SI/Content/GetFile/130
http://test.nakvis.si/sl-SI/Content/GetFile/130
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standards set by the Agency. Capability for the formation of senate (appropriate representation of the 

areas and the staff) needs to be assessed. The number of higher education teachers must be sufficient 

already at the initial accreditation so that all fields of study, scientific disciplines and/or artistic areas 

are equally represented in the senate of the higher education institution. Their cooperation must 

be ensured. A smaller number of support staff or a plan for them may also be satisfactory. The plan 

must include clear goals of human resources development; their verification will be possible in re-

accreditation. 

In re-accreditation procedures, human resources structure at the institution has to be adequately – 
developed: assistant professors, associate professors and full professors, professionally, scientifically-

research or artistically active staff (also in projects). Pedagogical excellence of higher education 

teachers should also be evident from the report as well as whether development or modernisation of 

their pedagogical work (training, exchanges) is encouraged. 

In the procedures for re-accreditation of the study programme, assessment of its implementation – 
should be evident from the report: are appropriate higher education teachers involved in teaching 

in the study programme, how are the university programme and the professional higher education 

programme of first cycle implemented, is the study programme implemented in such a way as it was 

accredited or in accordance with accredited modifications or modifications adopted pursuant to the 

prescribed procedure (the Fiscal Balance Act adopted in July 2012 stipulates that major modifications 

of study programmes shall be adopted by the universities themselves or that they need not be 

accredited)? Efficiency and the level of integration in the functioning of support services need to be 

assessed.

Strengths:
Established strengths should be emphasised and explicated.

Opportunities for improvement:
What could be improved by the institution? In initial accreditation the improvement of relevant plans may be 

proposed; verification of the improvements will be possible in re- accreditation. In re-accreditation, the proofs 

must be more concrete (demonstration of development in the field of human resources since the initial or 

the last accreditation on the basis of self-evaluation reports and other proofs). Experts may propose to the 

applicant measures and modifications, which should be based on the findings of analyses and self-evaluation 

reports.

Inconsistencies:
Inconsistencies or irregularities must be substantiated, supported with proofs, illustrated with examples 

discovered and, if possible, linked with regulations. 

Note: while some of the proofs related to human resources are compulsory (habilitations, statements, consents), 

findings related to the size of individual groups of higher education teachers (assistant professors, associate 

professors and full professors), their age and form of employment at the institution belong among opportunities 

for quality improvement because no clear provisions exist in the Act and the criteria. In assessing the adequacy of 

their number, the type of a study programme(s) implemented by the institution should be taken into consideration. 

In accordance with accreditation criteria, a support worker should be employed at the students affairs office (at 

initial accreditation the employment must be planned while at re-accreditation it is a condition).
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EXTERNAL EVALUATION OF A HIGHER VOCATIONAL COLLEGE

General and procedural guidance in external evaluation of a higher vocational college is similar to guidance in 

re-accreditation of a higher education institution. Pedagogical work in a higher vocational college is carried out 

by lecturers of vocational colleges, instructors and laboratory assistants. Experts do not assess the suitability of 

the criteria for their appointment because this is the responsibility of the Council of the Republic of Slovenia for 

vocational and professional education. The latter also appoints lecturers to a title or gives consent in cases where 

they are appointed by the council of lecturers of a higher vocational college. Instead of scientific-research work of 

lecturers, their professional work or participation in projects in the business sector, etc. and development work at 

the college has to be assessed. 

Note: Pursuant to ZVSI, a headmaster or a director, a lecturer – organiser of practical education and a student 

affairs clerk have to be permanently employed at the college (article 26 of ZVSI).

4. STUDENTS 

General guidance:

Is the student counselling service appropriately organised and efficient?– 
Are students enabled to participate in scientific-research, professional and/or artistic work (particularly – 
important for students in second and third cycle study programmes, article 33 of ZViS)?

How is mobility organised at the institution? What are qualitative and quantitative characteristics of – 
mobility of students, teachers and professional staff? 

If practical training is provided, an opinion needs to be expressed with regard to students’ possibilities – 
to attend it as well as to its recognition and implementation. Findings in this part of the report are 

connected with the content of the chapter “Functioning of a higher education institution”; here, 

students’ perspective needs to be particularly taken into consideration. 

Are student representatives appropriately represented in the bodies of the institution? Is their opinion – 
taken into account in decision-making? How will the student council function and/or how efficient 

is it? In what ways are students being informed? Do student clubs exist and how do they function? 

How does the institution manage extracurricular activities? Is there a career centre and how does it 

function in practice? What is the tutorship and mentorship system like and how efficient is it?

What are the studying possibilities for students with special needs? Are their needs taken into account – 
in the implementation of a study programme and of learning contents (e.g. adapted study material, 

mentorship, tutorship, knowledge examination, etc.)?

How is collection of data on the quality of education managed? Student questionnaires should be – 
assessed as well as potential other forms of verifying of the functioning of the institution and their 

efficiency. How is monitoring of student workload, transition rate, and duration of studies managed? 

How and for what purposes are findings of analyses being used and how are students informed 

about the results and potential measures for improvement?

Procedural particularities:

In the procedures of initial accreditation of an institution or a study programme at a new institution, – 
planning and functioning of counselling services, possibilities for participation of students in scientific-

research, professional and/or artistic work, for mobility, practical training, organisation, surveying, 
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employment, etc. are assessed. At institutions that already carry out their activities and accredit 

new (additional) study programme(s), these activities must already be developed; consequently, the 

quality of these activities is also assessed. 

In re-accreditation procedures, quality and functioning of the institution in the field of student affairs – 
must be examined. What is the connection between findings of student surveys or other potential 

forms of monitoring and assessing the study process and other activities and measures and changes 

introduced at the institution? It needs to be established whether students are informed about the 

results of the collection of data on the quality of education. The data on mobility and number of 

exchanges by years since the initial accreditation should be verified. What are realistic possibilities 

for the participation of students in scientific-research, professional and/or artistic work? Here, self-

evaluation reports since the last accreditation have to be taken into account. How efficiently are 

matters solved by the support services? Are they assisting students, do they inform them about all 

matters important for them? Here, the plans which were made by the institution at initial accreditation 

should be considered. 

In re-accreditation of a study programme, activities of students in the bodies of the institution or – 
committees, etc. should be assessed in relation to the study programme which is being assessed.

Strengths:
Established strengths should be emphasised and explicated.

Opportunities for improvement:
What could be improved by the institution? In initial accreditation, improvement of plans can be recommended 

and their implementation will be verified in re-accreditation. In re-accreditation, development or progress 

since the last accreditation should be assessed. 

Inconsistencies:
Inconsistencies or irregularities must be substantiated, supported with proofs, illustrated with examples 

discovered and, if possible, linked with regulations. 

Note: what to do if e.g. it is established in connection with the accreditation of a new study programme 

that students are not appropriately represented in the senate of the higher education institution? It is a clear 

inconsistency with ZViS although the concept of the study programme is very good. It is important that the 

inconsistency is noted while the decision on re-accreditation will be made by the Agency Council. 

EXTERNAL EVALUATION OF A HIGHER VOCATIONAL COLLEGE

General and procedural guidance in external evaluation of a higher vocational college is similar to guidance in 

re-accreditation of a higher education institution. A particularity of higher vocational education is that unlike in 

higher education, exercising of duties and rights of students is regulated by ZVSI and by-laws (such as Rules on 

assessing of knowledge) adopted by a minister responsible for higher vocational education. 

As a rule, participation of students in college bodies is less intensive than in higher education. The reason for this is 

a short studying period (two years without the graduation year) and a large number of part-time students who are 

mostly employed – exclusively the latter study at most colleges. 
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Student council is not a mandatory body of any higher vocational college. Pursuant to ZVSI, students have to be 

members of a committee for quality monitoring and assurance, strategic council and the council of a college or a 

school centre.

5. MATERIAL CONDITIONS 

Clarification with regard to assessing financial conditions:

Agency experts are not financial auditors. If they want, they may request to examine accounting documentation. 

On the basis of submitted documentation or during the visit, they try to ascertain whether the funds received by 

the institution from various sources (budget, tuition fees, projects, business cooperation, services, donations, 

etc.) will be sufficient for undisturbed implementation of the studies and/or activities of the institution until 

the termination of accreditation subject to deliberation in the procedure. In the assessment of the adequacy of 

financial means, the type of study programme or study activity at the institution and feasibility of development 

policy of the institution should be taken into consideration.

General guidance:

Are the premises suitable for the implementation of study programme(s)? The type of study – 
programme and the field of study have to be taken into account. Special spatial conditions are 

required for certain study programmes (e.g. laboratories, special classrooms and other facilities). Is 

the size of rooms appropriate with regard to advertised enrolment places or the number of students? 

Are the premises clean, luminous and are they appropriately furnished? Does the institution own the 

premises or are the tenancy agreements appropriate?

Is the equipment appropriate? The type of study programme and field of study have to be taken – 
into account. Implementation of which study programmes requires special equipment (audio-visual, 

laboratory, etc.)? Does the equipment correspond to the number of students or advertised enrolment 

places? Is it modern/modernised?

Are the premises and equipment adapted to students with special needs (toilets, elevators, etc.) or – 
does the institution have other special equipment for them? Does the nature of study programme 

enable them to study at all? In accordance with the answer to this question it should be established 

whether these adaptations enable them more independence in studying, better integration into the 

study environment? How is this regulated by the institution’s regulations? 

Financial resources should be assessed. Are they reliable and permanent? Are they adequate for – 
the implementation of study programme(s) for the accreditation period without compromising the 

quality of implementation?

Is the library at the institution appropriate from the viewpoint of possibilities for borrowing or using – 
study material and databases? Is the number of books/journals sufficient for all study programmes or 

all study/scientific fields in which the institution carries out its activities? Does the library have a study 

room or does it have working rooms for students? Are the appropriately educated staff employed 

at the library? Is study literature being updated by the institution? Does the institution carry out 

publishing activity and what is it like?
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Procedural particularities

In the procedures of initial accreditation, material conditions for the beginning of the implementation – 
of studies must be provided. The institution must provide proofs of ownership or tenancy. Appropriate 

equipment corresponding to anticipated number of students must be provided, financial resources 

should be sufficient for the period of accreditation and library services should be provided. It is 

appropriate that the institution has adaptations for students with special needs except if their studies 

are not possible due to the type of competences acquired through a certain study programme (such 

are e.g. health care programmes). All fields of study have to be considered in accreditation of an 

institution while in case of accreditation of a study programme only material conditions required for 

its implementation have to be considered. Inspection of premises is compulsory in accreditation of 

an institution; therefore, findings from the inspection have to be presented in the report.

In re-accreditation procedures, validity of potential tenancy agreements for facilities and equipment – 
has to be verified. During the visit to an institution the facilities should be inspected and it has to 

be assessed whether and in what way they are adapted to students with special needs. Data in the 

application are verified and actual situation is assessed in this way. Potential modifications since the 

last accreditation and their impact on the quality of studies should be established and assessed. 

Have potential financial measures had impact on modifications of study programmes or the quality 

of the implementation of pedagogical, scientific-research, professional and/or artistic activities at the 

institution?

Strengths:
Established strengths should be emphasised and explicated.

Opportunities for improvement
What could be improved by the institution? In initial accreditation, material conditions for the implementation 

of a study programme or the establishment of an institution must be fulfilled. In re-accreditation, attention 

has to be given to potential modifications since the last accreditation. If there were any modifications, their 

impact on quality should be assessed.

Inconsistencies:
Inconsistencies or irregularities must be substantiated, supported with proofs (inspection, reference to 

documentation), illustrated with examples and, if possible, linked with regulations.

Note: in accreditation criteria, the adjective “appropriate” which means qualitative assessment of experts is 

frequently used in this area of assessment.

EXTERNAL EVALUATION OF A HIGHER VOCATIONAL COLLEGE

General and procedural guidance in external evaluation of higher vocational colleges is similar to guidance used 

in re-accreditation of a higher education institution. A particularity in higher vocational education is that unlike in 

higher education, the fulfilment of material conditions at the time of establishment of a college was verified by the 

responsible ministry. In the procedure of external evaluation, actual or current situation is assessed by experts.
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6. QUALITY ASSURANCE 

General guidance: 

Internal regulations and organisation of an institution in the area of quality assurance should be – 
examined. Are European and national regulations and guidelines taken into account? Is monitoring 

of the implementation of study programmes or pedagogical work, assessment of suitability of credit 

evaluation according to ECTS, competences of graduates, monitoring and analysing of learning 

outcomes, employability or employment of graduates, interest in the studies, satisfaction of the 

complete staff, students ... appropriately managed? Does the institution attend to development 

and improvement of its work, modernisation or conceptualisation of new study programmes, 

improvement of working conditions, training and education of its employees, etc.? 

What is the institution’s quality system like or/and how is its quality management organised? What is – 
the role of the management, the senate, other bodies and committees and to what extent are they 

integrated into the quality system? Does the institution have a quality committee or an appropriate 

body for managing and controlling the procedures for internal quality assurance in which students 

also have an active role? How successful is its work and what kind of measures for the improvement 

does it propose? How are the proposals for improvement accepted by the management of the 

institution? Does it adopt appropriate measures, is their implementation being monitored, are causes 

identified and new measures introduced in cases of eventual failure? 

Are all stakeholders involved in the procedures of internal quality assurance? – 
Are relevant data collected in self-evaluation procedures from which it is evident that the institution – 
attends to the improvement of the quality of its work in all areas of its operation?

Does the institution regularly inform the public and external stakeholders about changes, – 
achievements, measures in educational, scientific, professional and/or artistic areas? Were measures 

for changes created on the basis of self-evaluation results or due to other causes; which ones? In the 

assessment, self-evaluation reports of the institution prepared after the last accreditation have to be 

taken into account. Does the self-evaluation report contain all of the important components? 

How is the strategy for the development of quality system in the institution implemented if the – 
system already exists?

Procedural particularities

In the procedures of initial accreditation the concept of internal quality assurance system should – 
be assessed. Has the applicant prepared relevant regulations? Will the planned quality assurance 

system enable collecting and analysing data on the basis of which the institution will be able to 

establish the actual situation and plan its development? Will the institution enable participation of 

all stakeholders in the assessment and development of quality as well as appropriate informing of 

internal and external stakeholders in this respect? 

In re-accreditation procedures, self-evaluation report of the institution must be examined in detail – 
while the analysis of self-evaluation reports since the last accreditation must also be taken into 

account. For the assessment of quality and progress of the institution and its pedagogical, scientific-

research, professional and/or artistic work, the plans from the initial or the last accreditation should 

also be considered as well as the success in achieving the goals that were initially set. The impact and 

quality of adopted changes should be assessed at the level of the institution or at the level of study 
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programme(s) (depending on whether the procedure is aimed at re-accreditation of the institution or 

study programme(s)). What are the causes for eventual changes and measures and how did they affect 

quality? During evaluation visits it should particularly be verified whether the findings from student 

surveys, as well as surveys of staff, employers or other forms of monitoring of the functioning of the 

institution are taken into account. The efficiency of the functioning of the quality assurance system at 

the institution (organisation, implementation, data collection, analysis, results, adoption of measures 

and monitoring of their suitability, etc.), the impact on its development as well as participation and 

informing of stakeholders should be assessed.

Strengths:
Established strengths should be emphasised and explicated.

Opportunities for improvement
What could be improved by the institution? During initial accreditation, improvement of plans can be 

recommended; its implementation will be verified in re-accreditation. In re-accreditation, development or 

progress since the last accreditation should be assessed. 

Inconsistencies:
Inconsistencies or irregularities must be substantiated, supported with proofs, illustrated with examples 

discovered and, if possible, linked with regulations. 

Note: quality system of an institution is very important in re-accreditation procedures: an efficient system 

decisively contributes to its progress and development. Self-evaluation reports are one of the essential sources 

for establishing and assessing the situation at an institution in re-accreditation procedures.

EXTERNAL EVALUATION OF A HIGHER VOCATIONAL COLLEGE

General and procedural guidance in external evaluation of a higher vocational college is similar to guidance in 

re-accreditation of a higher education institution. In self-evaluation of higher vocational colleges, surveying or 

obtaining opinions from mentors in companies or employers as well as their participation in potential modification/

modernisation of study programmes is very important apart from questionnaires and other forms of monitoring of 

the opinions of lecturers, other professional staff and students on the functioning of a college and particularly on 

the study process, practical education or the suitability of study programmes.
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7. ORGANISATION AND PROVISION OF EDUCATION 
(ARTICLES 17 AND 18 OF ACCREDITATION CRITERIA)

IMPORTANT: This area is of crucial importance in assessing a study programme in initial accreditation 

as well as in re-accreditation. The criteria in all the above described areas of assessment must be used 

only in connection with the concrete programme which means that the functioning of the institution 

as a whole is not assessed. Special attention has to be given to the improvement of the content, 

organisation and implementation of the programme in accordance with findings and measures 

from self-evaluation reports.

This chapter is not included in reports on accreditation and re-accreditation of higher 

education institutions and evaluation of higher vocational colleges.

General guidance:

Is the study programme conceptualised or implemented in accordance with the mission, vision and – 
strategy of the institution?

Are the goals and subject-specific competences of the study programme appropriate (general – 
competences for individual types of study programmes are stipulated in article 33 of ZViS)?

Do learning units correspond to the field of study into which the study programme is classified by – 
the applicant (classification)? Are learning units mutually harmonised and do they form a consistent 

whole in order for a student to achieve general and subject-specific competences and learning 

outcomes defined in the study programme? Do the contents (curriculum) of the study programme 

form an integral and coherent entirety with respect to the goals, the name and the purpose of the 

study programme?

An opinion needs to be given as to the structure of the study programme. Is it properly divided in – 
modules or branched into courses? Do the learning unites and curricula correspond to the level of 

the studies? Syllabuses should be assessed: content, competences, teaching methods, the methods 

of knowledge assessment and examination, study literature ...

Is the ratio between the number of hours of organised work (contact hours) and individual work of a – 
student appropriate? Is workload of students in accordance with the credits allocated as foreseen in 

the curriculum/syllabuses of the study programme? Are credits appropriately allocated to individual 

learning units with regard to their importance and scope (curriculum)?

What about the elective components, are external elective components available to students – (ECTS 

criteria)?

International comparability of the study programme should be assessed; the programme structure – 
(compulsory components pursuant to article 35 of ZViS) as well as the foreseen mode of study (regular, 

part-time, distance) should be compared.

If it is a regulated occupation, it needs to be established whether and in what manner the relevant – 
European directive is observed in the curriculum and syllabuses.

http://test.nakvis.si/sl-SI/Content/GetFile/127
http://test.nakvis.si/sl-SI/Content/GetFile/127
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Suitability and quality of compulsory components of the study programme (article 35 of ZViS) have to – 
be assessed. Is recognition of knowledge obtained elsewhere appropriately provided for? Enrolment 

conditions are assessed pursuant to article 38 of ZViS along with the verification whether enrolment 

conditions for candidates from other fields of study are specified and whether these areas are specified 

in sufficient detail. Provisions regulating limitation of enrolment (article 41 of ZViS), conditions for 

completion of the studies and for progression to a higher year should also be assessed.

Progression through the study programme (or plans at initial accreditation) should be assessed. – 
Is dropout/progression to a higher year realistic? What is the percentage of graduates? Is it 

appropriate?

Special attention should be given to various implementation forms or methods of study. Some of – 
the guidelines related to the assessment of distance learning are presented in the chapter  . Does 

the number of contact hours intended for part-time students allow the achievement of goals and 

acquisition of competences specified in the study programme? What is the number of these hours 

and is it still acceptable? Is the implementation of studies appropriate if foreign providers of study 

programme are planned (articles 8 and 62 of ZViS)? What is the pedagogical concept of the study: 

an emphasis on highly organised or individual study and more intensive mentorship, etc.? What is 

the form of the study (e-learning, combined learning, etc.)? Is the concept intended to be used by all 

higher education teachers and assistants in the study programme? Will the competences, goals and 

learning outcomes specified in the study programme be achieved within individual implementation 

plans?

Is the professional or academic title formed in accordance with the Professional and Academic Titles – 
Act (verify the correctness of representation of a full and abbreviated title, potential denotations 

in brackets, separate record of female and male form, etc.)? Is the title appropriate with regard 

to the content and the type of study programme? Will the obtained diploma be internationally 

comparable?

Is pedagogical, professional, scientific-research and/or artistic work in the field of the study programme – 
adequately developed and is its further development planned (the type of the study programme has 

to be taken into account)?

Procedural particularities

In procedures of initial accreditation of study programmes, the focus of attention needs to be – 
primarily given to the content. Compulsory components, syllabuses, curricula, goals and competences 

have to be assessed in detail. Does the study programme have professional, scientific, research an/

or artistic basis for successful implementation? Here it should be taken into account that for first-

cycle study programmes, professional basis is of prime importance and scientific-research activity 

is not a condition for the implementation of higher education vocational programmes (however, 

it is important for the development and progress of higher education teachers and assistants. In 

assessing these study programmes, special attention has to be given to the foreseen organisation 

and implementation of practical training for students. High-quality implementation of the second- 

and third cycle study programmes will be enabled by the richest possible scientific-research activity 

at the institution; therefore, basic and applicative research projects or projects of lecturers have to be 

taken into account which have to be connected with the content of the assessed study programme. 

Third cycle study programmes also have to be assessed pursuant to article 18 of accreditation criteria 
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(suitability of goals, competences, basic and applicative research projects). Do the lecturers fulfil 

the conditions to be mentors of doctoral students and will the students be enabled to carry out 

quality research work with regard to the research field of their mentor and the number of his/her 

mentorships? 

In re-accreditation procedures it should be taken into account that the study programme has already – 
been accredited; therefore, the focus of attention should be on organisation and implementation of 

the study programme. It should be verified whether the study programme has been modified since 

the last accreditation, whether all modifications have been recorded, what were the modifications 

and whether they still enable achievement or acquisition of initially defined goals and competences. 

This will enable the assessment of the level and suitability of development and progress made by the 

study programme. It should be verified who carries out compulsory and elective subjects and whether 

students are ensured the number of contact hours according to the accredited study programme. Are 

schedules appropriately composed and harmonised? In the implementation of professional higher 

education and university study, are the differences between them, which are specified by ZViS, taken 

into account in cases where the institution provides both? Student workload according to ECTS and 

the ratios between organised and independent work of students need to be established as well 

as whether students and graduates are acquiring competences specified in the study programme. 

Connectedness between pedagogical and professional, scientific-research and/or artistic work of the 

lecturers should be assessed. Are the regular and part-time studies or distance learning provided by 

the institution appropriate and of adequate quality?

Strengths:
Established strengths should be emphasised and explicated.

Opportunities for improvement
What could be improved by the institution? In initial accreditation, modifications of syllabuses, competences, 

goals, evidence of international comparability may be recommended. Since some of the characteristics of 

study programmes are not clearly regulated, substantive issues are assessed from the perspective of quality. 

The quality of scientific-research5 work for the third cycle study programme in the procedure of initial 

accreditation is also reflected in the ratio between the number of mentors and the number of advertised 

enrolment places as well as in capability and quality of mentors: Are the size and competences of a research 

group or a research programme related to learning contents of the study programme, which also dictates 

appropriate stability of the personnel structure of mentors? In second cycle study programmes the quality is 

reflected in the connectedness of basic and applicative projects with the content of the study programme; 

however, the quality is assessed at a slightly lower level: Is any of learning units intended for research work? 

What is the FTE (full employment) share of scientific-research activity of the study programme lecturers? 

Is cooperation with other institutions developing and do the students have opportunities to participate in 

research work? While in the procedure of initial accreditation of a study programme the quality is assessed 

already at the level of starting points, possibilities and planning of connection of scientific-research work with 

the pedagogical process, the assessment in re-accreditation procedure is based on the development since 

initial accreditation and the current situation in the field of scientific-research work and its integration into 

pedagogical work: Is organisation of research programmes and projects appropriate? Are the achievements 

published in a way that their importance is acknowledged by the profession? Is scientific-research cooperation 

5  See also note 4 of this manual.
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with other institutions established at the national and international level? Is permanent modernisation of the 

pedagogical process in accordance with the results of scientific-research work ensured? Here, the type of 

institution also has to be taken into account since universities have to demonstrate the quality of scientific-

research work in at least three areas according to Frascati classification, while it needs to be proven in at least 

one area in case of faculties.

Inconsistencies:
Inconsistencies or irregularities must be substantiated, supported with proofs, illustrated with examples 

discovered and, if possible, linked with regulations. 

Note: inconsistency with ZViS where compulsory components of study programmes are precisely stipulated 

will not be difficult to ascertain. Special attention has to be given to whether the conditions for study are 

provided (particularly under second- and third cycle study programmes) pursuant to article 33 of ZViS. 

Suitability of projects, scientific-research/artistic work of study programme lecturers, qualification for 

mentorship, etc. are assessed.

ama, usposobljenost za mentorstvo ipd. 

ADDITIONAL PROCEDURAL AND SUBSTANTIVE ISSUES

Extraordinary evaluation

External evaluation of a higher education institution or a study programme may also be carried out as an 

extraordinary evaluation at any time during the validity of accreditation. Extraordinary evaluation is decided 

upon by the Agency Council pursuant to article 51 of ZViS and article 49 of the criteria. Apart from the 

initiation of the procedure (unlike in other accreditation and evaluation procedures which are initiated on 

the proposal of the applicant, it is initiated by the Agency with the call to a higher education institution), 

extraordinary evaluation is carried out by the same procedure as external evaluation and is concluded by the 

re-accreditation decision.

Extraordinary evaluation can be carried out on the initiative of founders, the ministry responsible for higher 

education, students or other higher education stakeholders when there are reasonable grounds to suspect 

the existence of serious infringements in the operation of the higher education institution or the 

provision of a study programme. 

The Agency Council examines the initiatives for extraordinary evaluation and if it establishes that suspicion 

is justified, it initiates the procedure for it. The role of the group of experts in this procedure is the same as in 

external evaluation; however, since this is extraordinary evaluation, the group may have certain difficulties 

during the visit to the institution which are usually not characteristic of “regular” external evaluation. 

Introductory meetings can be the most inconvenient; therefore, it is extremely important how the group 

establishes the first contact with the representatives of the institution. When the “ice is broken,” there are 

usually no major problems later during the visit.  
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Experts have to be thoroughly prepared for eventual problems; therefore, it is the duty of the member 

of Agency staff who leads the procedure to inform them in due time and in detail about the reasons for 

extraordinary evaluation and to provide them with documents on which the decision on extraordinary 

evaluation was based. Apart from the application and annexes, these documents should be examined in 

detail by experts while eventual questions in relation to these documents or Agency Council’s decision on 

extraordinary evaluation should be prepared early enough and sent to Agency staff. Exceptionally important 

are preparatory meetings of the group (in the extraordinary evaluation procedure there can be exceptionally 

more than one meeting) at which the group should, apart from the questions, groups of interviewees and 

the visit schedule, anticipate potential unpleasant situations or the reaction of the institution and its conduct 

in such cases. Agency staff must provide permanent and firm support to experts; by consistently leading the 

procedure and counselling he/she has to facilitate their work during the preparation for the visit as well as 

during the visit.

During the visit to a higher education institution, groups of experts should act in the same way as in case 

of “regular” external evaluation. This means that the institution is being assessed neutrally, that initiatives 

for extraordinary evaluation do not affect their conduct and that they preserve respectful attitude 

toward interviewees. The experts do not interpret the decision of extraordinary evaluation council to the 

representatives of the institution, the representatives should be aware of the fact that final re-accreditation 

decision is not within the competence of experts. The task of Agency staff is to clearly present this to the 

management of the institution and other stakeholders and in this way protect and assist the experts.

In any case, the extraordinary evaluation procedure needs to be concluded; therefore, the group of experts 

should strive for the visit to be carried out according to the schedule despite potential inconveniences, such 

as:

unpleasant or negative attitude toward the group at the introductory meeting;−	

lack of cooperation by some interviewees;−	

refusal to allow examination of certain documents;−	

refusal to visit certain premises, to visit a certain employer, etc.−	

If the group of experts is unable to carry out the visit in accordance with the schedule, it should specify it in 

detail in the introduction to the evaluation report.

Assessment of joint study programmes and international cooperation with quality 
assurance agencies

Joint study programmes are study programmes leading to a qualification which a higher education institution 

adopts and implements together with one or more other higher education institutions from the Republic of 

Slovenia or another country. For the accreditation of a joint study programme, criteria for initial accreditation 

of a study programme, provisions of article 33 b of ZViS and articles 20 and 21 of accreditation criteria are 

applied as appropriate. 
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Special emphasis in the assessment is given to the consortium agreement prepared and signed by all 

participating higher education institutions, by which one institution is appointed as a coordinator of a joint 

study programme. In the assessment, suitability of higher education institutions (hereinafter: partners) that 

will participate in the implementation of a joint study programme has to be verified (whether they are state-

approved in the country of their operation, while in these countries, procedure for accreditation or an approval 

of a joint study programme has to be initiated). In the agreement, the following has to be specified in detail: 

cooperation of partners in the implementation of joint study programme and their mutual responsibility, joint 

body of the partners that oversees the implementation of study programme; shares of joint study programme 

implemented by individual partners; mobility of staff and students; procedures for establishing, monitoring 

and assuring the quality of joint study programme; enrolment conditions; tuitions; teaching language; the 

manner of implementation of joint study programme; the content and layout of diploma and diploma 

supplements; the manner of awarding diplomas, etc. It is essential that the students enrol the joint study 

programme under the same conditions, that they receive their education, participate in scientific-research, 

professional and/or artistic work under the same conditions, that they have the same rights and opportunities 

to appeal and that they conclude the studies under the same conditions.

In the procedures of accreditation of a joint study programme, the Agency may participate with foreign 

agencies from the countries where the partners come from. In such cases, a group of experts may be 

appointed; its composition is proposed and confirmed by the agencies participating in the procedure of the 

accreditation of a joint study programme. Agencies agree upon joint criteria for assessment and define the 

time line of activities (preparation and submission of an application, calls for supplementation, preparation 

and submission of joint self-evaluation report, appointment of a group of experts, organisation of a visit or an 

inspection, the deadline for the submission of a joint report by the experts, deciding on the application). By a 

consensual decision, agencies may appoint an agency which, in cooperation with others, conducts the entire 

procedure of accreditation according to harmonised criteria for the assessment of a joint study programme 

and in the end adopts the decision on accreditation which is recognised by all participating agencies (mutual 

recognition of accreditation decision).

Assessment of supplementary study programmes

In assessing supplementary study programmes the provisions of article 33 of ZViS and article 19 of accreditation 

criteria have to be observed. The latter stipulates which points of article 17 of the criteria are relevant for 

this. Their international comparability, accordance with European Union legislation, international cooperation 

of higher education institution are not subject to assessment; conditions for transferring between study 

programmes and professional or academic title and its abbreviation are also not subject to assessment. 

Assessment of distance learning

Distance learning is a special organised way of study in which the lecturer of a subject or a learning unit 

(teacher) and a student are connected through various media, from printed to electronic. Students must be 

ensured that they will acquire the same competences as through the classical (traditional) way of study.
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Many particularities are characteristic of distance learning; the group of experts should assess the following:

Are the concept and the system of distance learning consistent with mission, vision and strategy – 
of the institution? Is distance learning appropriately planned, organised and monitored? Does the 

institution/college offer assistance to students or does it train them for such a way of study?

Are higher education teachers and college lecturers (hereinafter: lecturers of subjects and learning – 
units) qualified for such a way of work? What about other support staff? Is the work of lecturers 

and other staff at the institution/college permanently monitored? What measures are taken if it is 

established that their work is not of adequate quality?

Are the activities of students prescribed in advance by a plan for the implementation of a subject or a – 
learning unit? By who is it prepared? Is the plan constantly monitored, assessed and evaluated? 

Which contents or parts of curriculum are appropriate for e-learning (e.g. lectures, etc.) and which – 
parts may in no circumstances be carried out in such a way (e.g. laboratory exercises, etc.)?

Does the institution/college also provide premises for e-learning where knowledge examination and – 
other usual study and extracurricular activities may take place?

Who monitors the work of students?– 
The system of knowledge testing and assessing along with prevention of frauds is of great importance. – 
Is verification of acquired competences of e-learning students or their comparability with competences 

of students who acquired these competences in a “classic” way ensured? Is authorship in seminar 

and diploma theses verified by special software and how is authenticity of texts ascertained? Does 

oral examination take place through video conferences or at the institution? Is written examination 

carried out in a way that frauds are prevented? Is legal protection provided and is the methodology 

for plagiarism detection and prevention as well as for identification of authorship appropriate? 

How is identity of a student who takes a distance examination ensured and who verifies it? Who is – 
responsible for the objectivity of knowledge assessment? Who decides whether distance tests will 

be carried out and how is it substantiated? Who takes measures and in what way in cases of eventual 

irregularities or abuses? 

 What measures are taken if it is established that e-learning is inefficient or of inadequate – 
quality?

E-learning prevails in the Slovenian education area. Many institutions/colleges use it to supplement classical 

way of study, which is called blended learning by the profession. In this way study, the following should also 

be verified:

Does the computer equipment enable students undisturbed studying and possibilities for connecting: – 
chat rooms, forums, team work, interactive examination of knowledge, video conference lectures 

and practice, simulations, etc. Are learning materials appropriate and who prepares them? 

Is the capacity of equipment sufficient for the implementation of e-learning? How fast and successful – 
is elimination of errors?

Are other services available to students in virtual learning environment (verification of study progress, – 
etc.)?

Do tutors also frequently participate in e-learning apart from lecturers of subjects or learning units? In such 

cases, the following needs to be established:
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Who provides technical assistance (in communication and information exchange), who is a tutor and – 
who is the lecturer?

The applicant must prove that the tasks are clearly divided between the lecturer and the tutor. – 
Pedagogical work must be carried out by the lecturer, not by the tutor. Experts verify whether the 

lecturers are habilitated in relevant areas, whether they are qualified for such a way of work (e.g.: 

use of applications in virtual learning environment) and whether they permanently cooperate with 

students, whether they are active in their pedagogical (depending on the type of study programme 

also in their professional, scientific-research and/or artistic) work. For example, the tutor may consult 

students in using software, assist in organisation of work, participate in the monitoring of knowledge 

testing or examination and serve as a medium between students and the lecturer. 

By who and in what way is the activity of students in virtual learning environment monitored? Software – 
for e-learning usually enables extensive statistical analyses of the activities of users - in doing this, are 

the rights of individuals observed if inappropriate collection or use of data takes place? 

Note: Distance learning is not specifically regulated. Implementation of distance learning is the responsibility 

of a higher education institution (article 6 of ZViS) and a higher vocational college (ZVSI). Such learning is 

already relatively common in higher vocational education. In discovering inconsistencies, consult with Agency 

staff as required.

Oral hearing

The work of the group of experts is concluded by the submission of the report in the initial accreditation 

procedure or the final evaluation report in the re-accreditation procedure. It may happen that the actual 

situation after the examination of the report of the group is still insufficiently clarified. In such a case it is 

possible to convene an oral hearing to which the member of Agency staff responsible for conducting the 

procedure invites the applicant and the group of experts. Some of Agency Council members may also 

participate at the hearing. Invitation to the oral hearing contains all the necessary material in order to enable 

the experts to prepare for the hearing. Attendance of the invitees is obligatory and is also possible through a 

video conference.

The course of oral hearing is regulated by the General Administrative Procedure Act (chapter 6, articles 154–

163).

Experience shows that the following is frequently debated:

demonstration of science-research work at a higher education institution;– 
suitability of the composition of a study programme (curriculum and syllabuses);– 
employability of graduates;– 
suitability of functioning of the institution’s internal quality system;– 
organisation and provision of education.– 

The Agency expects from the experts that:

they are prepared and coordinated while attending the oral hearing;– 
they give a harmonised expert opinion on the matter discussed at the oral hearing;– 
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explicate certain observations from the joint report and substantiate them with additional -	

proofs and arguments;

give expert opinion on the matter that was subject to assessment;-	

give expert opinion on the explanations and new proofs submitted by the applicant at the -	

oral hearing;

unanimously adopt, amend and confirm their findings and opinion based on what was presented at – 
the oral hearing;

give comments to the minutes of the oral hearing as required;– 
submit a claim for incurred expenses (transportation, parking, accommodation, absence from work) – 
and attach original invoices.

Since the intention of the oral hearing is that open issues related to the matter under assessment are entirely 

clarified, experts should openly participate in the discussion and try to surpass or supplement what has already 

been emphasised in the joint report. Based on its expert judgement, the group of experts may also modify its 

opinion at the oral hearing; it may take a new, modified or different position as to the assessed matter. 

After the oral hearing, Agency staff prepares the minutes which are open to comments by the participants 

of the hearing. The minutes of the oral hearing are then taken into consideration by the Agency Council in 

adopting the decision.

Filling out the agreements and claim forms 

After the adoption of decision on appointment of the group of experts, the responsible member of Agency 

staff sends, along with other documentation, four identical copies of a work agreement to each of the 

appointed experts. The Agency expects from every expert to verify data in the agreement immediately after 

the receipt of the agreement and to fill the required data in the empty fields, state the place and date, sign all 

copies of the agreement and return them to the Agency. After the receipt of agreements, the contract giver 

(the management of the Agency) signs all copies and the Agency returns one copy to the expert.

Agency staff also sends the claim for payment to individual experts who enter the expenses related to travel, 

accommodation and food into the claim. Expert sends the payment claim immediately after the work has 

been completed. In initial accreditation this means the submission of written joint report of the group of 

experts (which is also the final report), while in re-accreditation procedures it is the submission of signed joint 

final evaluation report or statement of approval that the initial evaluation report has become final.

An example of a filled-out claim for payment is presented in Annex 4

If the expert operates through a company, he/she must issue an invoice instead of submitting a claim and 

once a year fill in a special statement related to income tax pre-payment, presented in Annex 5. The expert 

fills out the statement every year (after the completed year in case of first appointment) and sends it to the 

Agency.
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As a rule, the Agency pays the fees and material expenses after the work has been carried out. The member of 

Agency staff in charge of the procedure collects all the necessary documentation for payment and submits it 

to the financial department of the Agency.

Completing the questionnaires 

In self-evaluation procedures, the Agency also seeks to obtain the opinion of experts on satisfaction with its 

work and with the visit, inspection or assessment. After the concluded assessment, the member of Agency 

staff responsible for conducting the procedure sends questionnaires on satisfaction with the assessment, 

members of the group of experts and work of the Agency in relation to the procedure. Based on analyses 

of questionnaires, the Agency shapes its findings and adopts measures to improve its work. Completing of 

questionnaires is not compulsory but is desirable.

Since all stakeholders participate in the procedures of quality monitoring, the work of experts is also assessed. 

The Agency obtains opinions as to the work of experts from:

applicants – after the visit or inspection and before serving the decision;– 
Agency staff after the concluded assessment;– 
Agency Councillors annually in relation to their general satisfaction with the work of agency – 
experts.

The Agency attends to the protection of personal data

All copies of the work agreement must be signed upon their receipt and immediately sent to the 

Agency. This is the pre-condition for the beginning of work. Payment claims should be filled out after 

the work has been carried out, i.e. not before the president has signed the harmonised final report.
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ANNEXES

Annex 1: Visit schedule examples

1) Conducting the evaluation visit in the re-accreditation procedure of several first- and second-cycle study 

programmes at a single higher education institution (a larger group of experts has been appointed)

Description of activities Time Participants

DAY ONE
Meeting of the group of 
experts (final preparation 
for external evaluation)

9 a.m. – 10 
a.m. Group of experts

Introductory meeting – 
presentation of the group 
of experts and the purpose 
of evaluation

10 a.m. – 
10.40 a.m.

Group of experts, the management of the institution and 
representatives of all groups of interviewees

Inspection of premises 
and equipment needed 
for study programme 
implementation and 
discussion with random 
students

10.40 a.m. – 
11 a.m. Group of experts

Inspection and test 
of virtual learning 
environment

11 a.m. – 
noon

Group of experts and technical assistants of the institution 
responsible for e-learning

Interviews with 
support staff and other 
professionals of the 
institution (simultaneous 
interviews with three 
groups of interviewees)

Noon – 1 
p.m.

First sub-group of experts and representatives of the 
under- and post-graduate study office and study affairs 
service

Second sub-group of experts and representatives of the 
service for special post-graduate study programmes and 
academic research service 

Third sub-group of experts and representatives of the 
international cooperation service and the informatics and 
library service

1 p.m. – 2 
p.m. Group of experts

Working lunch (group of 
experts discussing the first 
findings)

2 p.m. – 2.45 
p.m.

First group of experts and student council members, 
students from the faculty bodies (committees, boards) 
participating in the tutoring system (also for foreign 
students and students with special needs)

Second subgroup of experts and teaching assistants and 
young researchers

Group of experts and employers from the public and 
private sector

3 p.m. – 3.45 
p.m.

Group of experts and graduates of first- and second-cycle 
study programmes
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Interviews with employers 4 p.m. – 4.45 
p.m.

First sub-group of experts and members of the senate, 
academic assembly and human resources department 

Interviews with graduates 5 p.m. – 5.45 
p.m.

Interviews with higher 
education teachers 
(simultaneous interviews 
with two sub-groups of 
experts)

6 p.m. Second sub-group of experts and practice coordinator 
and representatives of the tutoring system

Meeting of the group of 
experts: consultation on 
the findings of the first day 
of the evaluation visit

Group of experts 

DAY TWO  
Interviews with students 
from different study 
programmes (two 
subgroups of experts 
conduct simultaneous 
interviews with students)

9 a.m. – 9.45 
a.m.

First sub-group of experts and students of first-cycle study 
programmes

Second sub-group of experts and students of second-cycle 
study programmes 

Interviews with higher 
education teachers and 
heads of each study 
programme (two sub-
groups of experts conduct 
simultaneous interviews 
with students)

10 a.m. – 
10.45 a.m.

First sub-group of experts and higher education teachers 
and heads of first-cycle study programmes

Second sub-group of experts and higher education 
teachers and heads of first-cycle study programmes

Interview with the quality 
committee 

11 a.m. – 
11.45 a.m.

Group of experts and the president and members of the 
quality committee  

Interview with the faculty 
management

Noon – 12.45 
p.m.

Group of experts and the dean, deputy deans, faculty 
secretary and president of the management board

Working lunch and final 
meeting of the group 
of experts (the group 
discusses the findings and 
prepares the evaluation 
report)

1 p.m. Group of experts

Oral presentation of the 
evaluation report at the 
final meeting with the 
institution representatives

4 p.m. – 5 
p.m.

Group of experts, faculty management, other interested 
stakeholders
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2) Conducting the evaluation visit in the external evaluation of a higher vocational college 

  (the group of experts is not divided into subgroups)

PRVI DAN

TIME ACTIVITY INTERVIEWEES AUDITORS 

8 a.m. – 8.30 a.m.

Introductory meeting 
(presentation of the 
group of experts 
and the purpose of 
evaluation)

Director of the school centre, 
headmaster of the college, president 
of the quality committee, president of 
the strategic council, president of the 
student council and other stakeholders

Group of 
experts

8.30 a.m. – 9 a.m
Inspection of the college 
and discussion with 
random students

9 a.m. – 9.45 a.m. Interview with the 
management Director, headmaster

9.50a.m. – 10.35 a.m.
Interview with 
representative of college 
bodies 

President of the student council, 
president of the student affairs 
committee …

10.45 a.m. – 11.30 a.m.
Interview with student 
representatives

Members of the student council (at 
least five) and student representatives 
in other college bodies

11.35 a.m. – 12.20 p.m.

Interview with 
personnel from the 
student office,
with administrative and 
technical assistants

Personnel from the student office,
representatives of administrative staff 

12.30 a.m. – Transfer to another 
location

1 p.m. – 2 p.m.
Visiting and 
interviewing students 
during practical training

Student representatives (5-10)

2 p.m. – 3 p.m. Working lunch of the 
group of experts

3. p.m. –
3.45 p.m.

Returning to the 
previous location

3.45 p.m. – 4.30 p.m. Interview with 
graduates

Graduates of different study 
programmes (at least two from each 
study programme)

4.35 p.m. – 5.20 p.m. Interviews with students Full-time students

5.25 p.m. – 6.10 p.m.
Interview with practical 
training organisers, 
mentors and employers

Practical training organisers (3),
mentors from companies (at least 4–5),
representatives of employers

6.15 p.m. – 7.45 p.m. Meeting of the group of 
experts

8 p.m. – 9 p.m. Working dinner
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DRUGI DAN

8 a.m. – 8.45 a.m. Interview with the 
quality committee

President and members of the quality 
committee

Group 
of 
experts

8.50 a.m. – 9.35 a.m. Interview with lecturers
Full-time and part-time lecturers
(at least one from each study 
programme)

9.40 a.m. – 10.25 a.m.

Interviews with 
lecturers from the other 
location At least five lecturers

10.30 a.m. - Transfer to another 
location

10.40 a.m. – 11.25 a.m. Interviews with 
students Students during practical exercises

Noon - Returning to the initial 
location

12.10 p.m. – 12.55 p.m. Inspection of the library 
and discussion Librarian

1 p.m. – 2.30 p.m.
Working lunch and 
meeting of the group of 
experts 

2.45 p.m. – 3.30 p.m.

Oral presentation of the 
evaluation report at the 
final meeting with the 
college representatives

Director, headmaster, president of the 
quality committee, lecturers, students 
and other stakeholders

3) Del urnika v postopku podaljšanja akreditacije visokošolskega zavoda oziroma zunanje evalvacije 

višje strokovne šole (skupina strokovnjakov je razdeljena v podskupini)

DATE:

Time

Location/
room

Topics (area of 
assessment)

Group of 
interviewees/
responsible

                    
                       
Experts

Time

Location/
room

Topics 
(area of 
assessment)

Group of 
interviewees/
responsible

 Experts

9 a.m. to
9.30

Conference room

Presentation of the group of experts and the purpose of evaluation

Management and 
representatives 
of all groups of 
interviewees
The entire group
of experts
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9 a.m. to
10 a.m. Inspection of the institution/college

Representative of 
the management 
and technical 
assistants
The entire group                                                        
of experts

10 a.m. to 
10.45 a.m.

Discussion 
with 
randomly 
chosen 
students 

App. ten full- and 
part-time students

The first part of the 
group                
of experts

10 a.m. to 
10.45 a.m.

Discussion 
with 
randomly 
chosen 
students

App. ten full- and 
part-time students

The second part of 
the group 
of experts

10.45 a.m. 
to
11 a.m.

Room for the group of experts

BREAK (exchange of first impressions, arrangement of further work)
The entire group
of experts

11 a.m. to 
11.45 a.m.

Classroom …

functioning 
of the 
college/ 
institution;
students;
material 
conditions;
quality 
assurance

Representatives 
of student 
organisations or 
the student council 
or students in the 
institution/college 
bodies

The first part of the 
group of experts

11 a.m. to 
11.45 a.m.

Classroom …

integration 
with the 
environment;
functioning of 
the institution/
college;
human 
resources;
material 
conditions;
quality 
assurance

Representatives 
of teaching 
staff (number of 
interviewees)

The second part 
of the group of 
experts

11.45 a.m. 
to noon

Room for the group of experts

BREAK (exchange of impressions, possible adjustment of the 
questions prepared, arrangement of further work)

The entire group
of experts

Noon to
12.45 a.m. 

Classroom …

integration 
with the 
environment; 
functioning 
of the 
institution/
college;
human 
resources; 
material 
conditions; 
quality 
assurance

Representatives 
of older teaching 
staff (number of 
interviewees)

The first part of the 
group of experts

Noon to 
12.45 p.m.

Classroom …

integration 
with the 
environment;
functioning 
of the 
institution/
college; 
quality 
assurance

Representatives of 
employers

The second part 
of the group of 
experts

12.45 p.m. 
to 1.45 p.m. LUNCH The entire group

of experts
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Annex 2: Assessment sheet

Area of 

assessment
Strengths

Opportunities for 

improvement
Non-compliance Comments

Integration with the 
environment

Functioning of the 
institution

Human resources

Students

Material conditions

Quality assurance

Organisation and 
implementation of 
education
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Annex 3: Report templates

COVER:

REPORT ON THE INITIAL ACCREDITATION OF A STUDY PROGRAMME

Applicant (university): 

Proposer (faculty):

Type and name of study programme: 

On …, the Council of the Slovenian Quality Assurance Agency for Higher Education appointed 

the group of experts for the assessment in the procedure … composed of:

  Name and surname  

President  

Member

Member

Member

Representative of the Agency was …

Signature of the president of the group of experts:

Date of submission of the joint report to the Agency (entered by the president):

To be completed by the Agency:

Date of submission of the joint report to the higher education institution:

Date of receipt of comments on the joint report by the higher education institution:
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INTRODUCTION

The group of experts received the decision on the appointment and the assessment materials on …..

The material reviewed is …. The group of experts harmonised their expert opinion in terms of contents and 

prepared the joint report on initial accreditation.

The group of experts was ensured …(good)… working conditions, ... .

1. INTEGRATION WITH THE ENVIRONMENT

… (consider content orientations as appropriate to write the main body of the report) …

Strengths: 

…•	

Opportunities for improvement:

…•	

Non-compliance:

…•	

2. FUNCTIONING OF THE HIGHER EDUCATION INSTITUTION

See Point 1 of this Report Template for subdivision of the chapter.

3. HUMAN RESOURCES

See Point 1 of this Report Template for subdivision of the chapter.

4. STUDENTS

See Point 1 of this Report Template for subdivision of the chapter.

5. MATERIAL CONDITIONS

See Point 1 of this Report Template for subdivision of the chapter.

6. QUALITY ASSURANCE

See Point 1 of this Report Template for subdivision of the chapter.

7. ORGANISATION AND IMPLEMENTATION OF EDUCATION

See Point 1 of this Report Template for subdivision of the chapter.

SUMMARY

Point out the essential findings and evaluate the matter under assessment.
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COVER:

REPORT ON THE RE-ACCREDITATION 
OF A HIGHER EDUCATION INSTITUTION

Applicant (university): 

Proposer (faculty): 

Date of visit: 

On …, the Council of the Slovenian Quality Assurance Agency for Higher Education appointed 

the group of experts for the assessment in the procedure … composed of:

  Name and surname  

Predsident  

Member

Member

Member

Representative of the Agency was …

Signature of the president of the group of experts:

Date of submission of the joint report to the Agency (entered by the president):

To be completed by the Agency:

Date of submission of the joint report to the higher education institution:

Date of receipt of comments on the joint report by the higher education institution:

Date of receipt of the final evaluation report:



62

INTRODUCTION

The group of experts received the decision on the appointment and the assessment materials on …..

Visit to the institution …(name)… took place on … according to the schedule agreed with the management 

of the higher education institution.

At the preparatory meeting which took place on …, the group of experts harmonised preparations for the 

visit and later prepared a joint report on external evaluation.

Presentation of how the assessment was conducted and of stakeholders who participated in interviews:

The discussion participants are listed below:

management of the institution (rector, deans, deputy deans),– 
representatives of the institution bodies,– 
members of the quality committee,– 
members of the committee for academic committee, for habilitations …,– 
higher education teachers,– 
young researchers,– 
members of the student council,– 
full-time students,– 
part-time students,– 
graduates,– 
technical assistants and higher education associates,– 
representatives of employers,– 
…– 

The group of experts was ensured …(good)… working conditions, ... . They were able to get an insight into 

the key activities of the institution. They visited …(individual faculties or dislocated units)… where teaching, 

professional, academic research and/or artistic activity takes place.

During the visit, the group of experts was able to see certain documents that were not part of the material (…

list them…, access to intranet web pages of the institution …).
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1. INTEGRATION WITH THE ENVIRONMENT

… (consider content orientations as appropriate to write the main body of the report) …

Strengths: 

…•	

Opportunities for improvement:

…•	

Non-compliance:

…•	

2. FUNCTIONING OF THE HIGHER EDUCATION INSTITUTION

See Point 1 of this Report Template for subdivision of the chapter.

3. HUMAN RESOURCES

See Point 1 of this Report Template for subdivision of the chapter.

4. STUDENTS

See Point 1 of this Report Template for subdivision of the chapter.

5. MATERIAL CONDITIONS

See Point 1 of this Report Template for subdivision of the chapter.

6. QUALITY ASSURANCE

See Point 1 of this Report Template for subdivision of the chapter.

SUMMARY

Point out the essential findings and evaluate the matter under assessment.
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COVER:

REPORT ON THE EXTERNAL EVALUATION OF A HIGHER VOCATIONAL COLLEGE

College:

Director: 

Headmaster:

Date of visit:

 

On …, the Council of the Slovenian Quality Assurance Agency for Higher Education appointed 

the group of experts for the assessment in the procedure … composed of:

  Name and surname  

President  

Member

Member

Member

Representative of the Agency was …

Signature of the president of the group of experts:

Date of submission of the joint report to the Agency (entered by the president):

To be completed by the Agency:

Date of submission of the joint report to the higher vocational college:

Date of receipt of comments on the joint report by the higher vocational college:

Date of receipt of the final evaluation report:
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INTRODUCTION

The group of experts received the decision on the appointment and the assessment materials on …..

Visit to the college …(name)… took place on … according to the schedule agreed with the management of 

the college.

The material reviewed is …. At the preparatory meeting which took place on …, the group of experts 

harmonised preparations for the visit and later prepared a joint report on external evaluation.

Presentation of how the assessment was conducted and of stakeholders who participated in interviews:

The discussion participants are listed below:

director and headmaster,– 
representatives of the college bodies, – 
lecturers and instructors,– 
members of the quality committee,– 
members of the student council,– 
full-time students,– 
part-time students,– 
administrative staff,– 
graduates,– 
representatives of employers, – 
…– 

The group of experts was ensured …(good)… working conditions, ... . They were able to get an insight into 

the key activities of the college. They visited … (names of companies) …, where practical training of students 

takes place … (and where some graduates of the colleges … are employed) ...

During the visit, the group of experts could see certain documents that were not part of the material (…list 

them…, access to intranet web pages of the college …).

Based on all submitted documents and information obtained through discussions with the selected groups 

of interviewees, the group of experts prepared concluding observations which were then presented by the 

president at the end of the visit to (… the management of the college, representatives of employees, and 

representatives of students …).

1. INTEGRATION WITH THE ENVIRONMENT

… (logically consider content orientations to write the main body of the report) …

Strengths: 

…•	

Opportunities for improvement:

…•	

Non-compliance:

…•	
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2. FUNCTIONING OF THE HIGHER VOCATIONAL COLLEGE

See Point 1 of this Report Template for subdivision of the chapter.

3. HUMAN RESOURCES

See Point 1 of this Report Template for subdivision of the chapter.

4. STUDENTS

See Point 1 of this Report Template for subdivision of the chapter.

5. MATERIAL CONDITIONS

See Point 1 of this Report Template for subdivision of the chapter.

6. QUALITY ASSURANCE

See Point 1 of this Report Template for subdivision of the chapter.

SUMMARY

Point out the essential findings and evaluate the matter under assessment.



67

Annex 4: Completed claim for payment

DR FRANCI NOVAK

Permanent address: 

Moja ulica 13, 9000 Dom

Tax number: 12345678

CLAIM FOR PAYMENT

of fee and reimbursement of work-related expenses 

under Fee Contract No. 1217-13-000001

1. FEE

I, the undersigned Dr Franci Novak, have, in accordance with Fee Contract No 1217-12-000004, fulfilled my 

obligations under Article 2 of the Contract of the Re-accreditation of the Higher Educational Institution XYZ 

according to the Contract Work Agreement No. 1217-13-000001.

Preparation for the visit to the institution/college in the external evaluation procedure (please mark and complete): 

took place on _3. January 2013_ between _4.15 p.m._ and _7.45 p.m.__, altogether __3.5__ h,a) 
(consider the time of departure from home and time of arrival home)

provided nutrition (B-breakfast, L-lunch, D-dinner) __ /____ 

did not take place.b) 

The visit to the higher education institution/college took place on __7 and 8 January 2013__. (please complete)

The final evaluation report of the group of experts was submitted to the client on _8 February 2012 – final 

report on 15 March 2012__.

Please remit the contractual amount EUR 650 gross for a day of site visit, converted into EUR 503,75 net 

for a day of site visit, to my personal account no. 12345-1234567890 held at (name and address of the bank) 

MOJA BANKA, d. d., Bančna ulica 1, 1000 Ljubljana.

 

I declare that I am/am not liable for VAT (please mark).

Enter the date when the FINAL report was submitted or when the initial report was 

approved as final.

Enter the date and time of the preparatory meeting, or mark b) if no meeting took place.

All the missing data must be entered – address, tax 

no., bank account no. and the bank, and mark if you 

are a VAT taxpayer or not.
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2. REIMBURSEMENT OF WORK-RELATED EXPENSES * 

The following expenses were incurred in relation to the work performed (preparation for the visit to the 

institution/college, visit to the higher education institution/college) (please enclose all evidence (originals) 

required to calculate the expenses and complete the statements below):

STATEMENT 1

I, the undersigned                   Dr Franci Novak, hereby declare that the expenses claimed in this claim have not been 

reimbursed by my employer or anyone else.

MEAL OR DAILY ALLOWANCE (please mark and complete as appropriate): 

I am not claiming expenses because they have already been paida) 
I am claiming a daily allowance for the following days:b) 

ACCOMMODATION PROVIDED:A) 

- (date) _7 January 2012_ departure from home at _6.25 a.m._  - completion of work at _7.45 p.m._ , 

altogether _13h 20min_ , meals provided (B-breakfast, L-lunch, D-dinner) _ L- D_;

- (date) __________ beginning of work at _______ - completion of work at _______ , altogether 

_______ h, meals provided (B-breakfast, L-lunch, D-dinner) ____________;

- (date) _8 January 2012_  beginning of work at _8.30 a.m._  - arrival home at _6.15 p.m._ , altogether _9h 

45min_ , meals provided (B-breakfast, L-lunch, D-dinner) _B - L_;

NO ACCOMMODATION PROVIDED:B) 

- (date) _________ departure from home at _______  - arrival home at _______ , altogether _______ 

h, meals provided (B-breakfast, L-lunch, D-dinner) ____________;

- (date) _________ departure from home at _______  - arrival home at _______ , altogether _______ 

h, meals provided (B-breakfast, L-lunch, D-dinner) ____________;

- (date) _________ departure from home at _______  - arrival home at _______ , altogether _______ 

h, meals provided (B-breakfast, L-lunch, D-dinner) ____________;

If all meals were provided, mark a), if you claim the daily allowance, enter the data under A if 

the accommodation was provided, and under B if the accommodation was not provided.
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TRAVEL EXPENSES

Date

Type of expense
(e.g. mileage, car 
parking, public 
transport ticket, etc.)

Route **No. of 
km

Enclosures 
(e.g. car parking 
receipt, public 
transport ticket, etc.)

3 January2012 Mileage Home – SQAA – home 30 km

3 January2012 Parking fee Invoice – EUR 3.6

7 January 2012 Mileage Home – location XYZ 130 km 

8 January 2012 Mileage Location XYZ – home 130 km 

**Note: Only enter the number of km if you used your own means of transport.

ACCOMMODATION (Expenses for the accommodation are only reimbursed if the preparation of the 

group of experts for the visit to the institution/college took place one day before the visit or if the visit 

to the institution/college lasted for more than one day)

Date Overnight accommodation address (e.g. hotel) Supporting documents

7-8 January 2012 Hotel Skromen – place XYZ Invoice –  EUR 36

If you claim the reimbursement of accommodation expenses, complete the statement below:

Enter the kilometric allowance, the amount paid for the parking fee, the vignette and the 

public transport ticket, and enclose the original invoices.

Enter the date of overnight stay in the hotel and enclose the original invoice.
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STATEMENT 2

I, the undersigned Dr Franci Novak , declare that I required overnight accommodation because (please 

circle as appropriate): 

the distance between my permanent or temporary place of residence and the place at which a) 
the site visit took place is at least 100 km 

I was unable to return home because the last scheduled journey home by public transport  b) 
had already departed

other:c) 

Fee recipient: Dr Franci Novak 

   

                  (Signature) FN

Signature:  …………………………… 

  15 March 2012     

Date: ……………………...…….

Custodian of the 

Contract

Name and surname

Signature of the 

administrator

* In accordance with Article 25 of the Rules of Work of the Council of Slovenian Quality Assurance Agency 

for Higher Education No 0072-6/2010/14, dated on 16th December 2010, 0072-6/2010/15, dated on 20th 

January 2011, 0072-6/2010/26, dated on 15th March 2012, 0072-6/2010/32, dated on 20th September 2012, 

and 0072-6/2010/33, dated on 15th November 2012, the Decree on Attendance Fees and Other Public 

Agency Expenses shall be used to calculate the expenses; the Decree on the Reimbursement of Costs for 

Travelling Abroad on Official Mission (OGRS, No 38/94, with amendments) shall be applied if travel abroad 

is involved.

Sign the claim and enter the date upon submission (after the work has been completed or 

when the final report has been submitted).
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Annex 5: Income tax prepayment statement

(Service provider)

SQAA

Slovenska cesta 9

1000 LJUBLJANA 

SUBJECT: STATEMENT

Tax base for personal income tax prepayment for income derived from business activities is 

assessed (mark as appropriate):

o on the basis of actual revenue and expenditure (profit) based on tax return, the taxes   

 are paid by myself;

o by taking account normalised expenses (please enclose the evidence from the tax   

 office), taxes are paid by the income payer.

       (stamp and signature)

Date:
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