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GENERAL GUIDELINES
INTRODUCTION

Self-study procedure of any higher educational institution (HEI) is one of the stages of professional accreditation performed by the Accreditation Centre of the Association for Engineering Education of Russia (AC AEER). The Accreditation Centre decides whether to continue the accreditation or to refuse doing so in accordance with the self-study report.  

This questionnaire forms the basis for self-study report.  The report, in turn, provides background information concerning the program and the higher educational institution to be examined by the commission of experts during the on-site evaluation of the program.   

PURPOSE OF PROGRAM SELF-STUDY REPORT

Self-study questionnaire is carried out by the administration of the higher educational institution or a special working group.  The HEI defines forms and methods of the self-study.  It is also possible to consult AEER experts, if necessary.
The self-study questionnaire implies qualitative self-evaluation of advantages and disadvantages of a definite higher educational institution and the program suggested for the accreditation, including the objectives of both the program and the HEI in the sphere of specialist’s training having higher professional education in engineering and technology.

Concerning separate sections of the self-study report, especially those connected with the objectives of the educational program, the AEER strongly recommends that the consumer of any educational program, whether it includes the representatives of the industry that cooperate with the university, graduates or employers (graduates consumers), shall provide the input data. 

CONTENT

The Program Self-Study Report provides information on the educational program, its definite disciplines/modules, academic staff and information on the higher educational institution together with its departments (centers, affiliates, and other divisions that fulfill the program).  If several programs are presented, a separate self-study report must be submitted.  The HEI may also submit additional information, if required. The basic information should be presented as a narrative report in its plain-text form. The Self-Study Report should provide the conformity of the program with the criteria of the AEER. 
PREPARING THE SELF-STUDY REPORT
1. Name of the educational program, name of the HEI, and the questionnaire completion date shall be indicated on the title page of the report.

2. The Self-Study Questionnaire shall be filled in completely, including all tables of the report.  Any additional material concerning the accreditation of a particular educational program shall be submitted separately as an Appendix to the report. 

3. Do not remove section and subsection titles of the Questionnaire. 

4. The content of the Self-Study Report shall include all pages of both the report and appendices numbered.

5. It is necessary to delete the instructions on every question after completing the questionnaire.
6. The Self-Study Questionnaire shall be typed on A4 paper format; recto-verso printing is possible.  The whole document shall be bound for convenience.  

SUPPLEMENTARY MATERIALS

A self-study report contains the completed Questionnaire and supplementary materials which according to the HEI can help experts in program evaluation, for example:

· A copy of the educational standards of the institution containing information on the educational program under accreditation.
· A copy of all promotional brochures or literature describing educational programs of the institution (as identified by the HEI).
NUMBER OF QUESTIONNAIRE COPIES 
1. The number of hard copies of the Program Self-Study Report and sets of the supplemental material for each educational program submitted by the HEI for the visit of the accreditation team shall be equal to the number of the members of the accreditation team. Two copies shall be sent to the AEER Accreditation Centre to the addresses which will be provided by the Centre staff.
2. The HEI also provides the team of evaluators and observers with all necessary self-study materials.  

CONFIDENTIALITY

The information provided in this report regarding the HEI and the program under accreditation is for the confidential use of the Accreditation Centre and its authorized agents, and will not be disclosed without authorization of the institution concerned.

Information presented in APPENDIX 1 «Short program description for publication» may be placed on the AC AEER web-site and published in the media in case of successful program accreditation.

GLOSSARY OF TERMS
Important definitions used by the AEER for accreditation of educational program are given below. Use this glossary when preparing a self-study report.

Accreditation of the Educational Program (from credo (lat.) – faith, trust) – a process aimed at ensuring the quality of specialists’ training. The process includes the identification of strengths and weaknesses of the educational program through the self-evaluation carried out by the higher educational institution staff, the audit carried out by the commission of independent experts, the development and implementation of actions to improve the effectiveness of the program, and public recognition of its quality.

Audit of the Educational Program – a program evaluation by the commission of independent experts based on the examination of the self-study report, visit the educational institution, and aimed to:

· identify strengths and weaknesses of the educational program and higher educational institution;

· evaluate the qualitative factors that cannot be adequately described in the materials of the self-study report;

· conduct a review of the adequacy of information provided by the higher educational institution in the self-study report.

Assessment – one or more processes of determination, gathering, accumulation and analyzing data used for estimating program objectives and tasks achievement as well as for program improvement.

Advanced courses/disciplines – disciplines that require prior study the basic disciplines of related group of courses.

Criterion – a requirement (or a set of requirements) according to which the quality of specialists’ training is evaluated. In this document, this term refers to the Criteria for the accreditation of educational programs in the field of engineering and technology of the Association for Engineering Education of Russia.

Evaluation – an estimation of program objectives and learning outcomes achievement level and identification of actions to improve the effectiveness of the program.

Group of Humanitarian and Socio-economic courses – courses that ensure development of a specialist in the field of knowledge about society, law, economics, literature, history, linguistics, etc.

Group of courses in Natural Sciences and Mathematics include various branches of mathematics, and sciences studying objects, phenomena and laws of nature, such as physics, chemistry, biology, geology, etc., which usually serve as the basis for professional courses.

Group of General Professional and Specialized courses – basic and specialized courses in engineering and technology. The courses include general engineering ones (mechanics, thermodynamics, material science, etc.) and courses of specialization, providing advanced knowledge and skills in the field of professional training.

Learning Outcomes – a complex of knowledge, abilities, skills and methods that should be acquired by the graduates upon completing the program or the discipline.

Method of assessment of program objectives and learning outcomes achievement level – a way of gathering and accumulation data for further analyzing and determination of program objectives and learning outcomes achievement level.

Mission Statement – a statement that reveals an organization’s understanding of the meaning of its existence and activity and declares its distinction feature. The strategy of the higher educational institution and objectives of both the HEI and the definite educational program are based on the mission statement. The mission statement should be formulated taking into account the requirements of program stakeholders.

Objectives of the Educational Program – a complex of knowledge, abilities, skills and methods that should be acquired by the graduates of the program in some time after completing the program. It should be noted that some objectives can be achieved by all graduates while others only by some graduates.

Process – a set of interrelated or interacting activities that transform needs of the stakeholders of the program at the input into satisfaction of these needs at the output.

Quality of the Educational Program – a degree to which the program characteristics and learning outcomes correspond to the requirements for this program.

Quality Management – coordinated activities to guide and manage the quality. 
Quality Management System – a system for elaborating policy and objectives of program quality matters and the objectives achievement.

Self-study – a self-evaluation of advantages and disadvantages of a definite higher educational institution and the program suggested for the accreditation, including the achievement of objectives of both the program and the HEI in the sphere of specialists’ training having higher professional education in engineering and technology.

Stakeholders of the Program – entrants and their parents, students, employers, the state, including governmental departments of education, sponsors and other parties whose interests involved in the objectives of the educational program.

PROGRAM SELF-STUDY REPORT
I General information
1. Qualification titles 

Give title(s) of all degrees awarded for the program under review, including options, etc., as specified in transcripts and/or diploma supplements, and describe as necessary.

2. Program Modes

Indicate the study modes (e.g., full-time, part-time, evening study) in which this program is offered. 

3. Actions to Correct Previous Deficiencies
If specific program shortcomings were identified by the AEER Accreditation Centre during the previous accreditation visit, please refer to them and indicate the actions taken. Shortcomings that were addressed in the previous General Review as being common to all programs, e.g., institutional shortcomings, should be addressed in each program self-study report.  Otherwise, state that the accreditation is conducted for the first time.

4. Preparation for accreditation
List and describe the actions taken by the HEI to prepare for the visit of the accreditation team. Submit information on the faculty involved into the preparation for educational program accreditation; define roles and responsibilities of every member. Provide the Accreditation Centre with contact information of the person in charge of accreditation: address, telephone, e-mail. Outline major results (plans, activities, etc.) obtained in the course of preparation for the accreditation procedure.

II Self-Study
This section is a compulsory part of the Program Self-Study Report. It shall provide a detailed analysis of the extent to which the accreditation criteria are met by the program. The HEI must demonstrate not only strengths of its program but also weaknesses and appropriate actions taken in order to eliminate them.

Submit complete information on each criterion (without cross references to materials submitted for other criteria) for experts to define whether the requirements are met. At the same time, duplication of information is allowed.
1. Program Objectives and Learning Outcomes
Discuss in detail the educational objectives, the mechanism by which these objectives are determined and evaluated, how the program ensures these objectives are achieved, and the system of on-going evaluation that leads to continuous improvement of the program, as required by Criterion 1.

It requires providing information on the following points:
1.1. Program Stakeholders
Identify the key stakeholders of the program and their needs.  

1.2. Demand for Program

Prove that the program is demanded by the stakeholders and describe mechanism used to determine the demand.

1.3. Program Objectives
List the Program Objectives. Remember that according to the AEER objectives of the educational program include a complex of knowledge, abilities, skills and methods that should be acquired by the graduates of the program in some time after completing the program. For convenience number the objectives (for example, O 1, O 2 etc.).
1.4. Learning Outcomes

List the Learning Outcomes. Remember that according to the AEER learning outcomes include a complex of knowledge, abilities, skills and methods that should be acquired by the graduates upon completing the program or the discipline. For convenience number the outcomes (for example, L 1, L 2 etc.). 

The program must guarantee that its graduates arе ready for professional activity. It must have learning outcomes that ensure the acquisition of necessary skills and competencies, including those listed in the paragraphs 5.2. and 5.3 of the Criterion 5.
1.5. Mission of the HEI

Present the mission of the HEI and demonstrate the correspondence between the program objectives and the mission. Specify the date of mission approval.

1.6. The State Educational Standards 
Specify the State Educational Standards related to the program, if any, or educational standards of the institution.
1.7. Documentation containing program objectives and learning outcomes
Provide relevant documentation in which the program objectives and learning outcomes are stated.

1.8. Program objectives and learning outcomes publications

Demonstrate that the program objectives and learning outcomes are published and available for all constituents of the program (refer to the website, educational standard of the HEI, etc.).
1.9. Mechanism of defining and review of the program objectives and learning outcomes

Describe the mechanism used to establish and review the program objectives and learning outcomes and the extent to which the program various stakeholders are involved in these processes.

1.10. Documentation proving regular evaluation of program objectives and learning outcomes achievement level

Provide documentation that describes the regular evaluation of program objectives and learning outcomes achievement level, the results of the evaluation and the information on the way the results are being used to improve the effectiveness of the program.

2. Program Content
Describe how the program curriculum devotes necessary attention and time to the studies in natural sciences, mathematics, humanities, socioeconomic sciences and professional disciplines, cross-disciplinary modules and work-based training.
2.1.
Program Duration
State the program duration for full-time and other forms of education. State total program size in hours and ECTS
 credits.
2.2.
Curriculum
Fill in Table 1 «Courses of the Curriculum». Enumerate the disciplines in the order they are given in the curriculum, divide them into appropriate units.

Fill in Table 2 «Course Training Load».

Fill in Table 3 «Interrelation between program objectives and learning outcomes». In this table, specify curriculum elements (courses, course projects, practice etc.) which provide learning outcomes achievement and their correspondence with the program objectives.

2.3.
Cross-disciplinary modules
State and describe the disciplines and cross-disciplinary modules (courses) that provide integration of professional and universal (general) competencies, including personal attributes, interpersonal skills and experience in design of technical objects, systems and technological processes.

2.4.
Studies in mathematics and natural sciences
Specify the unit size in hours and ECTS credits. Describe how mathematical background helps to use mathematical methods in solving engineering and technological tasks.

2.5.
Studies in humanities and socioeconomic sciences
Specify the unit size in hours and ECTS credits. Describe how the sufficiency of humanitarian and socioeconomic grounding is determined.

2.6.
Studies in engineering
Specify the unit size in hours and ECTS credits.

2.7.
Work-based training / internship
Specify the unit size in hours and ECTS credits. Describe the requirements to the content of the work-based training.
2.8.
Correspondence between studies in natural sciences and mathematics and engineering studies
Describe the correspondence between engineering courses and the level of knowledge in natural sciences and mathematics. Show how the connection between mathematics, natural sciences and engineering practice is assured.

2.9.
Engineering design
Describe how students are taught engineering design. Enumerate elements of engineering design.

2.10.
Connection of the academic process with industry
Demonstrate the close connection of the academic process with industry within professional disciplines and modules.
2.11.
Final qualification project
Describe the requirements for the content of the final qualification project and specify its work content in hours and ECTS credits. 

3. Educational Process
3.1. HEI’s admission requirements
Describe the admission requirements for the students within the program under accreditation.  

3.2. Level of background knowledge of enrolled students in natural sciences and mathematics
Analyze and describe how the adequacy of the students’ level of knowledge in natural sciences and mathematics is evaluated. Describe how the students with insufficient background knowledge can achieve the required level of knowledge on the unit within the learning time.
3.3. Learning outcomes achievement
Describe how the study process ensures the achievement of learning outcomes by all the students. Describe how the learning outcomes achievements under separate disciplines and modules are controlled.

3.4. Curriculum fulfillment control 
Describe a system ensuring on-going evaluation of the accomplishment of the curricular tasks as well as a feedback mechanism for continuous improvement of the program.

3.5. Active teaching and students' self-study
Enumerate the educational technology (methods and study modes) used for the achievement of the learning outcomes. Describe the types and modes of the students' self-study and the availability of educational and instructional materials.

3.6. Student-centred learning environment
Demonstrate the availability of student-centred learning environment in the HEI and describe the mechanism of student participation in the development of individual learning paths.

3.7. Monitoring of students’ satisfaction
Describe, if any, the mechanism of monitoring of the students’ satisfaction with the quality of the implementation of the educational program in the HEI.
3.8. Students’ academic mobility
Describe the students’ academic mobility system and show how the students of the program under accreditation take part in it.
4. Faculty
4.1. Faculty analysis
Demonstrate that the faculty is available in sufficient number and has competencies to cover all curricular areas. Analyze the adequacy of the faculty number and provide relevant conclusions. Fill in Table 4 «Faculty Workload» using the overall workload data for each faculty member during the year of the self-study report preparation. The updated data for the current year must be presented during the accreditation visit. 

Faculty CV’s (Vol. 2 of the self-study report) must contain more detailed information and will be used during the accreditation visit.
4.2. Faculty proficiency level
Analyze faculty proficiency level as required by the Criterion 4.2. Make conclusions.

Fill in Table 5 «Faculty».

4.3. Faculty members with academic degrees

Give the number of the faculty involved in the program under accreditation with the academic degree.

4.4. Faculty involvement in research, design and methodological activities 
Analyze the participation of the faculty in research, design and methodological activities. Provide data proving the participation of the faculty in the above mentioned activities.
4.5. Interrelation between courses
During the accreditation visit each faculty member will have to demonstrate that he/she knows and can prove the place of his/her course in the curriculum and its relation and links to other curricular components.

4.6. Faculty turnover
Provide data on personnel turnover during the accreditation period (or last 5 years).

5. Professional Qualifications
5.1. Professional training
Analyze and describe in general terms the principles of preparing students for engineering practice through the whole period of study. Describe the role of practices, cross-disciplinary modules and projects, show how the experience of complex engineering activity is developed. 

5.2. Professional competencies
Fill in Table 6 «Learning outcomes assessment». Evaluate competencies acquired by students.
5.3. Universal (general) competencies
Specify the disciplines, forms of educational activity and other mechanisms aimed at forming universal (general) competencies. 
5.4. Learning outcomes assessment
Describe the evaluation process (a process of defining, collection and analysis of information used for assessment of the achievements of learning outcomes), present the documented evaluation results which prove that the results have been used for further program (course) development and improvement.

6. Program Resources
Describe the level of availability of the facilities, information infrastructure and financial resources, analyze the adequacy of these resources for achievement of program objectives and the conformity with licensing requirements.
It requires providing information on the following points:

6.1. Facilities

Analyze what resources are needed for achievement of program objectives, which of them are available. Give the information about classrooms, laboratory facilities, equipment used to provide the educational program.
6.2. Information Infrastructures
Describe how the information and library resources meet the requirements of the educational program. Evaluate the sufficiency of textbooks, technical, reference, general literature, periodicals and other information resources providing educational program. Specify, if any, the educational resources, including resources used for students' self-study that are publicly available at the website of the institution.
Describe how the access of students and teachers to computer rooms and information resources, including the Internet, is provided. Demonstrate how the HEI assures availability of these resources.  

6.3. Financial Resources

Describe the level and adequacy of financial resources to achieve the educational program objectives. The program financial resources must be in full correspondence with the license requirements.

Identify the financial policy management of the university and its relation to the program objectives.   

6.4. Policy of the HEI
Describe the policy of the HEI aimed at improving the quality of the availability of resources of the educational program, developing of the faculty’s competences.
6.5. Management of the HEI
Describe current evaluation processes of the HEI’s management efficiency.

6.6. Quality management system 

Note if the quality management system certified by other independent institution functions at the HEI. Enumerate principle QMS documents and prepare them for the accreditation visit.

Make the conclusions and present the plans for developing and improving the program resources.
7. Graduates
7.1. Number of graduates
Note how many graduates have completed the educational program.

7.2. Graduates employment, career and further professional development monitoring system

Describe the system for monitoring the labour market and analysing the demand for master's programs in the appropriate professional area, the system for employment support and career guidance of graduates, and also the mechanism for evaluating their program objectives achievement level.
7.3. Program improvement
Provide data to show that outcomes obtained by using these systems are used for revision of program objectives and expected learning outcomes and for further development of the educational program.
III Tabular Data for Program
It is suggested that the information be provided in the given formats in Appendix I and attached to the Program Self-Study Report using tables with the same number and order presented in this Appendix.
Table 1 Courses of the Curriculum

Table 2 Course Training Load 

Table 3 Interrelation between program objectives and learning outcomes

Table 4 Faculty Workload 

Table 5 Faculty 

Table 6 Learning Outcomes Assessment 

Table 7 Laboratories

TABLE 1 - Courses of the Curriculum
	Semester
	Course code **
	Course
	Categories (hours / ECTS credits)

	
	
	
	Natural sciences and mathematics
	Professional subjects and modules
	Humanities and social and economic sciences
	Other *

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total for each category
	
	
	
	

	
	
	
	
	

	Total for the program (the amount of credits for all categories)
	


*
Column «Other» contains courses which are not included in the rest of the categories.
**
Use a simple numbering if the HEI does not have the course codes (it will be applied in the next tables).
Instruction for completing Table 1:
List the courses in the order in which they are given in the curriculum and classify them in the appropriate categories. Specify the amount of hours / ECTS credits for each course in the appropriate column. 

When classifying the courses note that the AEER uses categories differing from categories used in the Federal State Educational Standards following international accreditation agencies experience. For example, courses «Ecological basis of Environmental management», «Electrotechnics and Electronics», «Engineering Mechanics» should be placed in the category of Professional subjects. Course «Economic Fundamentals» is placed in the category of Humanities and social and economic sciences, and «Participation in the organization of production activities of a structural unit» is a Professional subject.

TABLE 2 - Course Training Load
	Course code
	Course
	hours / ECTS credits
	Learning activity

	
	
	
	Lectures

(hours)
	Laboratory sessions
(hours)
	Seminars

(hours)
	Students' self-study

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TABLE 3 - Interrelation between program objectives and learning outcomes
	Program objectives
	Learning outcomes
	Curriculum elements

(courses, internships, projects etc.)

	Objective 1
	Outcome 1

	

	
	...
	...

	Objective 2
	Outcome 2

	

	
	...
	...

	...
	...
	...

	Objective N
	Outcome N

	

	
	
	

	
	...
	...


The content of this table is summary of the section «Course Description» of the Volume 2.

TABLE 4 - Faculty Workload
	№
	Name
	Course
	hours / ECTS credits
	Contact hours in the current semester
	Workload

	
	
	
	
	
	Teaching and methodological activity
	Research
	Other

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Instructions:

1.
Indicate courses for the current year and workload for the current year.

2.
Activity distribution should be in percent of effort. Members’ activities should total 100%.

3.
Organizational activity, vacations, etc. are placed in the column «Other».

TABLE 5 - Faculty
	№
	Name
	Age
	Position
	Full time or Part time worker
	Academic Degree
	Institution from which academic degree earned, Year 
	Work experience (years)
	Additional information

(l – a – h - ab)

	
	
	
	
	
	
	
	Total teaching
	This institution 
	Administration/

industry
	Summer practices
	Professional Societies
	Research work  

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Instructions:

1.
Complete the table for each member of faculty of the program.

2.
In the column «Additional activity» mark the level of a faculty member involvement in a certain field of activity using the following grades: l – low, a – average, h – high, ab – absent.

TABLE 6 - Learning outcomes assessment
	Code
	Course name
	Learning outcomes

by Criterion 5*

	
	
	5.2.1.
	5.2.2.
	5.2.3.
	5.2.4.
	5.2.5.
	5.2.6.
	5.3.1.
	5.3.2.
	5.3.3.
	5.3.4.
	5.3.5.
	5.3.6.

	1. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	4. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	5. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	6. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	7. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	8. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	9. 
	
	
	
	
	
	
	
	
	
	
	
	
	

	10. 
	.....
	
	
	
	
	
	
	
	
	
	
	
	


* Learning results numeration is given in accordance with the Criterion 5.2 of the document «Professional accreditation criteria and procedure for technical educational programs».

Instruction: 

Tick off (V) the learning outcomes which are acquired during each course.

TABLE 7 - Laboratories
	Classroom number
	Type of premises: laboratory
	Name of the course, which requires laboratory work
	Condition of laboratories
	Number of seats
	Area (sq.m.)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Total area:


Instructions:

1.
If one and the same classroom is used for more than one course, describe all the courses in «Name of the course» column. Do not count one and the same area twice in «Area».
2.
Description of laboratory’s condition should not be restricted to the operation safety description.
APPENDIX 1 - Short Program Description for Publication
	Name of the higher educational institution
	

	Country
	

	City
	

	Web-site
	

	Name of the Program
	

	Degree Awarded
	

	Program Objectives
	 

	Program Duration
	

	Total number of hours / ECTS credits
	

	Curriculum analysis

(in hours, % and credits):

· mathematics / natural sciences 

· humanities and socioeconomics sciences
· professional disciplines and cross-disciplinary modules 

· work-based training
· final qualification project
	

	Brief description of the program
	


� ECTS - European Credit Transfer System  http://europa.eu.int/comm/education/programmes/socrates/ects/index_en.html
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