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Model to design the agenda for the audit

Day1
) Place (to be completed by Assigned persons (to be completed by . .
Time the Objectives/Subject
the Programme)
Programme)

Introduction to the in-situ audit process given to the team
assigned by the programme. Explanation of the details related to

09.00 - 09.30 the programme to be audited. Information on the review of
documents and their location, and how the interviews will be
conducted and their timeframe.
Interview with the Director of the Programme, Director, of the
Department/College/School which the Programme belongs to,

09.30-11.00 Director of undergraduate and graduate degree respectively,
responsible for the international relations office /department /unit
and international programmes of the Institution.
Visual audit of the infrastructure/facilities of the institution/
programme, focusing on the following areas: management/

11.00-14.00 planning, student support offices (administration, employment,
internships, interchanges etc.), library, computer and language
labs, sports facilities, etc.

14.00 -15.00 Lunch.

15.00-18.00 Continuation of the documental audit

Day 2
Time Place Assigned persons Subject

09.00 -10.00 Interview with faculty members of the Programme.

10.00 -14.00 Continuation of the documental audit.

14.00 -15.00 Lunch.

15.00-16.00 Interview with students.

16.00-17.00 Interview with alumni.

17:00-18:30 Continuation of the documental audit.




Day 3

Time Place Assigned persons Subject
09.00-10.00 Continuation of the documental audit.
10.00-11.00 Interview with representatives of the private sector.
11.00-13.00 Interview with representatives of the public sector.
13.00-14.00 Continuation of the documental audit.
14.00 -15.00 Lunch.
15.00-17.00 Continuation of the documental audit.
17.00-18.00 General conclusions of the audit process.




1.1 INCLUSION OF THE EMPLOYERS NEEDS
in defining the mission, action plan and curriculum content

1.1 a) Mission and strategy

Required Documentation

AUN QA

Criterion

1.1.a)1) Record of meetings (with the corresponding minutes) where the programme’s
mission and strategy was defined.

1.1

1.1.a)2) Methodology used and reports showing that the needs of external and internal
actors (public / private sector and civil society) were taken into consideration when
defining the Programme’s mission.

*Please send at least the following documentation:
- Reports showing that reality (with corresponding updates).
- SWOT Analysis (of the external environment)

1.4

1.1.a)3) Documentation which clearly expresses (externally and internally) the
Programme’s mission statement.

1.1

1.1b) Action Plan

Defining objectives

1.1.b)1) Documentation reflecting the strategic objectives and criteria followed to define
the action plan.

1.1.b)2) Documentation of internal and external communication (to potential employers)
where such action plan has been made known.

11,12

21,31

Implementation

1. .b)3) Documentation where the resources to be allocated and the available budget to
implement the programme are defined.

1.1.b)4 Financial documentation which reflects the budget allocated for the
implementation of strategic objectives.

1.1.b)5 Documentation reflecting the methodology used for its implementation of the
action plan (please indicate the team responsible.)

3.3

Evaluation and Review

1.1.b)6 Satisfaction questionnaires/self-evaluation questionnaires addressed to the
internal and external actors.

- Internal: students attending the programme, faculty and administrative staff involved in
its development.

- External: public, private and civil society.

1.1.b)7) Existence of progress reports (reality vs. compliance with the objectives).

2.7

1.1 ¢) Curriculum content




1.1.¢c)1) Documentation (market research or similar studies) which reflect the work skills 1.4,3.6
needed by the sector regarding each sub-sector.

1.1.¢c)2) Documentation showing the correlation between these needs and the 13,14
Programme’s curriculum content. 3.6

1.2 ADAPTATION OF THE PROGRAMME TO NEW TRENDS AND REQUIREMENTS OF THE EMPLOYERS.

1.2 a) Existence of monitoring mechanisms to assess needs

1.2.a)1) Evidence on the existence of committees / instruments/ coordination activities /
permanent cooperation between the Programme and employers (e.qg. Advisory Councils).

Existence of technical collaboration mechanisms between the programme and the
employers (e.g. innovation circles, etc.).

1.2 b) Adjustment actions

1.2.b)1) Evidence showing the curriculum has been provided with a system that allows

2.3
progressive assimilation of market needs.
1.2.b)2) Evidence on how the results of these continuous changes to the programme are 47,81,8.2,
measured. 8.3,8.5
2.1 COMMUNICATION AND PROMOTION OF THE PROGRAMME (BEFORE AND
DURING THE ADMISSION PROCESS)
2.1.1 Communication and promotion plan (marketing plan, if applicable).
2.1.2 Documentation regarding pre-admission information where entry requirements, 1.3
curriculum, faculty, administrative process and associated costs are specified.
2.1.3 Promotional and communication material about events organized to make the 2.1,3.1
programme known among students.
21,24
2.1.4 Examples (evidence) of TEP marketing communication activities.
2.1.5 Documentation reflecting the evaluation and the results of such marketing 2.7
communication activities.
2.2 INTRODUCTION OF THE STUDENT IN THE PROGRAMME (POST-ADMISSION)
. . . , 6.1,7.7
2.2.1 Documentation of postadmission Information (student guides).
2.2.2 Final registry of admissions (enrolment).
. . . . 7.7
2.2.3 Evidence of briefings given to first year students.

2.3 ATTENTION GIVEN TO STUDENTS’ NEEDS — ADMINISTRATIVE, ACADEMIC,
SOCIAL WELFARE AND CURRICULUM SUPPORT

Administrative

2.3.1 Evidence on the existence of personalized attention to the student. 6.6




2.3.2 Examples of the administrative offices’ communications and opening hours

Programme’s alumni working for them.

6.5
(compatible with the students’ schedules).
2.3.3 Administration procedures to handle academic records 6.5
2.3.4 Documentation certifying that students can access their academic records. 7.1,7.5
Academic/Curriculum support Activities
2.3.5 Documentation on the mentoring system.( on-line and face to face), as well as the 64
following curriculum support activities: '
- Academic exchange programmes;
- Internship agreements with the public and private sector.
Student Welfare
2.3.6 Evidence to prove the existence of a student welfare department/unit, as well as its 677
functions. o

2.4 ASSESSMENT OF THE STUDENT’S PERFORMANCE
2.4.1 Evidence on the existence of mechanisms and tools that allow teachers to assess the 6.2,6.3
student performance in a comprehensive manner.
2.5 EVALUATION OF STUDENTS’ SATISFACTION LEVEL REGARDING THE
PROGRAMME AND ADDITIONAL SERVICES
2.5.1 Attendance list to the various courses. 32
2.5.2 Attendance policy. 3.2
2.5.3 Statistics on the extent of absenteeism and desertion. 25
2.5.4 Existence of mechanisms and instruments that allow the student to evaluate 3.6
teachers’ performance in each subject, relevance of content taught, as well as teaching
2.6 FOLLOW-UP OF GRADUATED STUDENTS

2.6.1 Documents attesting there is a follow-up after the student graduates. 8.2,8.5
*Please provide the following documentation:
- Alumni database identifying the company / organization and job position occupied by
graduate students (please also provide evidence of update frequency).
- Documentation of existing alumni associations, if any.
2.6.2 Statistics on the graduates’ labour market insertion (please specify such information 8.2
for two subsequent graduated classes and in respect to positions corresponding to the
2.6.3 Evidence assessing the public and private sector satisfaction regarding the 8.5

2 1 NMACTUNNNAI NV TICEN TN CADANALII ATE TUC ALIDDICLITTINA
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. 1.1
3.1.1 Curriculum.
3.1.2 Documentation on the methodology used to create the curriculum. 1.1
3.1.3 Documentation evidencing the inclusion of national standards and guidelines for 15
tourism education programmes. '
3.1.4 Professional experience of those who have participated in the creation of the L4
curriculum. '
* Please specify if those professionals belong to the programme’s .internal or external
environment.
3.1.5 Evidence showing that the recommendations made by the team of experts involved in
the formulation have been incorporated. 1.4
3.1.6 Plan to support implementation of the curriculum (department and teacher focused).
3.2 CURRICULUM COHERENCE
1.2,2.4
3.2.1 Syllabus of each one of the TEP course.
. . oy . 2.2
3.2.2 Evidence of the designed course sequence within the curriculum.
3.3 EFFECTIVENESS OF THE PEDAGOGICAL METHOD
. . . . . 33,34
3.3.1 Operational guidelines for the implementation of the pedagogical method.
3.3.2 Evidence showing the coherence between the methodology used and the assimilation 4.1,4.4
of the programme contents.
43,44
3.3.3 Documents certifying the existence of coordination within area of knowledge
3.3.4 Documents certifying the existence of coordination among areas of knowledge, in 4.1
order to avoid overlapping contents in the various subjects that constitute the Programme.
3.3.5 Record of meetings where the pedagogical method has been defined or updated to 4.7
incorporate the new technologies and meet demand needs (of the public and private
3.3.6 Documentation (evidence) which shows the balance between practical and 1.3

theoretical content of each subject in the Programme.

3.4 EXISTENCE, ACCESS AND USEFULNESS OF THE CURRICULUM SUPPORT FACILITIES

3.4 a) Infrastructure and pedagogical equipment

3.4.a)1) Information on regularly used classrooms

* Please provide:

- Photographs;

- Maximum capacity;

- Number of students per programme;

- Equipment and minimum support material in each classroom.

7.1

3.4.a)2) Information on the training classrooms used
* Please provide:

7.2,7.3




- Photographs;

- Maximum capacity;

- Number of students per programme;

- Facilities and minimum support equipment in each training classroom;
- Regulations and manuals regarding the use of facilities.

3.4.a)3) Information regarding the tourism documentation centre

* Please provide:

- Photographs;

- Database of existing publications/documents in the documentation centre;

- Inventory of existing services (audio, video, etc.).

- Documents certifying existing subscriptions to journals and specialized publications
available at the centre.

7.3,7.8

3.4.a)4) Information regarding computer support facilities
Please provide inventory of equipment (with their corresponding features) available at
the computer facilities.

Please show evidence of the degree to which the available equipment is utilized.

7.2,75,7.9

3.4b) Infrastructure and equipment for pedagogical support and additional services

3.4.b)1) Information on sports facilities 7.7
* Please provide:
- Photographs;
- Details of activities available to students and associated costs.

3.4.b)2) Information on catering facilities (restaurants and cafeterias) 7.2

* Please provide:
- Photographs;
- Details of services available to students and associated costs.

3.4 c) Support measures for the safety and maintenance of pedagogical resources

3.4.c)1) Support measures on safety of infrastructure and education equipment associated

7.6
to the Programme
- Action plan for emergency situations.
- First aid courses.
3.4.c)2) measures on maintenance of infrastructure and education equipment associated 7.9
to the Programme.
3.4.c)3) Documentation on the implementation of corrective measures to support safety s 76
and maintenance of infrastructure and education equipment associated to the Programme. o

4.1 FACULTY SELECTION

4.1.1 Basic criteria used in the faculty pre-selection. 5.3
4.1.2 Procedure followed for the selection of teachers recruited under permanent 51

contracts:
- Record indicating the members of the selection committee that assessed the

candidates, as well as their profiles
- Report on the selection process.




- Announcement of the end of the selection process.

4.1.3 Evidence showing working professionals participate in the students’ education. 5.2,5.4
4.2 ACADEMIC COORDINATION
4.2.1 Organizational chart of the academic coordination area. 1.5,2.7
4.2.2 Documentation reflecting the existence of reqular meetings with the Programme -
aculty. o
4.2.3 Documentation on monitoring and evaluation of the results of the academic e
coordination process. '
4.3 PROFESSIONAL PERFORMANCE
4.3.1 Documentation showing the system used to assess and reward teacher’s cccg
performance -
4.3.2 Documentation on existing opportunities for improvement/promotion of faculty <5
members. '
4.4 CONTINUOUS KNOWLEDGE UPDATE

4.4.a)1) Programmes oriented to facilitate that teachers can broaden their (internal and 35
external) qualifications. o
4.4.a)2) Supporting documents for training programmes and seminars undertaken by the

5.7
faculty (please specify the above information for the past three years).
4.4.a)3) Criteria for the definition and selection of training programmes. 5.7
4.4.b)1) Research activities conducted by the faculty. (if applicable) 8.3
4.4.b)2) Facilities given to the faculty to conduct their research. (if applicable) 5.2
4.4.b)3) Collaborative agreements with other institutions to further the research. (if o3
applicable) '
4.4.b)4) Evidence concerning the consistency of research topics with the employers’
needs. (if applicable)
4.4.b)5) Evidence of employers’ active participation (through information given or other 83
means) in the development of such research activities. (if applicable)
4.4.p)6) Documentation proving the existence of a budget or financing sources for

8.3
research development. (if applicable)
4.4.b)7) Evidence showing the usefulness of research activities. (if applicable) 8.3

5.1 ORGANIZATION

5.1.1 Institution’s organizational chart.




5.1.2 Organizational chart and job position descriptions of those who constitute the

Centre/School /Institute to which the programme is affiliated.

* Please attach job description of the staff responsible for finances, administration,
academic records, programme quality management, safety and maintenance, if

centralized.

5.1.3 Work environment questionnaire. 7.6,7.7
5.2 QUALITY ASSURANCE
5.2 a) Quality Plan
5.2.a)1) Comprehensive quality plan and its corresponding manuals. Chapterl
5.2.a)2) Questionnaires/assessments showing that all (internal and external)
1.4
stakeholders know the quality plan
5.2.a)3) Documentation certifying the implementation of the quality plan
Communications / documents / promotional material showing the existence of quality 1.4
policies as well as the parameters to measure its efficacy.
5.2.b) Monitoring
5.2.b)1) List of indicators that allow monitoring (internally and externally) the results of
8.1-8.5
the implementation of the quality plan.
5.2.b)2) Team responsible for the monitoring and their corresponding action areas. 27, 36'66’ 47,
5.2.b)3) Application of these indicators, and their corresponding results. 81-85

6. ALLGNMENT WITH THE PRINCIPLES OF THE GLOBAL CODE OF ETHICS FOR TOURISM

6.1 Evidence on how the principles of the Global Code of Ethics for Tourism were taken into
account when formulating the mission and the action plan of the Programme.

6.2 Evidence on whether/how your institution/programme collaborates with the
public/private sector in the implementation of the principles of the Global Code of Ethics

7. THE STUDENT

7.1 Evidence on how your Institution/Programme respect the equality of people (sex, race,
religion, political view, etc.) and promote the admission of the most vulnerable groups

7.2 Evidence on how your institution/programme promote understanding and respect
among students.

7.3 Evidence on how your institution/programme promote the mobility abroad and other
activities that could support the internationalization of your students.

7.4 Evidence on how your institution/programme evaluates students on knowledge, skills
and values.

7.5 Evidence on studies/projects your students carry out to support
international/regional/local development through tourism.

7.6 Evidence on how your Institution/Programme promotes the understanding of local
reality among students.




7.7 Evidence on other actions/activities that had been taken place in your
Institution/Programme for strengthen ethic values in the students’ behaviour.

8. THE CURRICULUM AND PEDAGOGICAL SYSTEM

8.1a) Evidence on how does the curriculum includes the principles of the Global Code of
Ethics for Tourism.

8.1b) Evidence on how your institution/programme informs the students and professors
about the principles of the Global Code of Ethics for Tourism (seminars, specific classes,

8.2 a) Evidence on the pedagogical method used to teach the principles of the Global Code
of Ethics for Tourism to the students.

8.2b) Evidence on how do you ensure that this knowledge is acquired.

9. THE FACULTY

9.1 Evidence on how your Institution/Programme respect the equality of people (sex, race,
religion, political view, etc.) and promote the admission of the most vulnerable groups

9.2 Evidence on how your Institution/Programme have programmes that strengthen ethic
values in the Faculty and other staff members? Please give examples.

9.3 Evidence on how your institution/programme promote understanding and respect
among Faculty members as well as between them and the students and other staff

9.4 Evidence on how your Institution/Programme promote the mobility of Faculty abroad
(to study or to be trained).

9.5a) Evidence on how your Institution/Programme carry out studies about tourism in your
country/region/local level.

9.5b) Evidence on existing mechanisms to assure this knowledge is transfer to students.

10. THE MANAGEMENT

10.1 Evidence on how your institution/programme respect economic, social and cultural
environment and transmit the same to the students, professors and local community.

10.2 Evidence on how your Institution/Programme observes and respects the social and
cultural traditions of all peoples in your host town.

10.3 Evidence on how your Institution/Programme support other Institutions/Programmes
of least developed countries to create/update their tourism programmes including the
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