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1.0

Introduction

The attached matrix of criteria and indicators has been developed under the aegis of the mixed teaching committee. The work has profited greatly from
the continued help of Professor Michael Schratz, one of the Austrian co-directors of the project “Self-evaluation in School Development” which is led by
the Consortium of Institutions for Development and Research in Education in Europe (CIDREE).The final document is the fruit of wide consultation
amongst the various partners in the schools. Its main purpose is to assist schools in establishing their own ways of evaluating what they do. It offers to
all those involved in the schools-teachers, pupils, parents, directors, inspectors-a common basis for action.
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Quality Assurance and Development in the European Schools
In all the Members States and beyond, the subject of evaluation of the quality of education is a high priority. Different models of evaluation exist, ranging
from cyclical team inspections by external inspectors, through lighter inspections with advisory/supportive aspects to peer evaluation and self
evaluation. Whatever the model, those doing the evaluating need a basis for making their judgements. They need to decide what to evaluate and how to
do it. The terms used may differ from one system to another: in this document ten broad areas for evaluation are identified. Within each area, criteria for
success are proposed together with some measures or indicators which might demonstrate success on each criterion.
The purpose of this document, which is the fruit of wide consultation amongst the various partners in the schools, is to help schools themselves to
evaluate what they do. It offers to all those involved-teachers, pupils, parents, directors, inspectors- a common basis for action. What the document
does not do is to impose a uniform system of self-evaluation on the schools: that would clearly contradict the spirit of self-evaluation. The experience of
those already involved in pan-European projects of this kind shows that schools cannot simply take over ideas and methods from outside. They need to
change or customise them to their own unique set of circumstances. For this reason it would be wrong to treat the attached matrix too reverently: it is
intended that schools should use it discriminatingly, choosing what is useful for particular purposes and adapting it when necessary. In dramatic terms it
is not a script but a basis for improvisation.
One conclusion from similar projects is that it takes time to foster a spirit of self-evaluation and so initial expectations should not be over-ambitious. The
scope of initial activities should probably therefore be modest.
It is hoped that this document might become the first in a series of booklets on aspects of Quality Management in the schools. Subsequent booklets will
focus on particular projects in the schools.
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I. School Ethos/Philosophy
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II. School climate
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III. Curriculum and Organisation
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IV. Management and administration



See Annex: Document 2006-D-102-en-5 “ Quality Assurance and Development in the European Schools – Transparency and Code of Good Administrative Behaviour in
the European Schools system
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V. Teaching
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VI. Achievement/Learning
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VII. Professional development
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VIII. Resources for Learning
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IX. Links with parents and agencies outside the school
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X. Evaluation
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TRANSPARENCY AND GOOD ADMINISTRATION IN THE EUROPEAN SCHOOLS
1. Code of Good Administrative Behaviour
The aim of a Code of Good Administrative Behaviour is to guarantee a high-quality service
in all circumstances for all users of the European Schools system. This implies application
of the following principles in particular:
- Any type of correspondence or request, whether a letter, fax, e-mail or telephone call must
be replied to within a reasonable period of time.
- In principle, the period of time for a response should be ten days. When the request is
direct or the information is readily available, this period should be shorter.
- Where possible, the response will be made in the same language as the request.
Where that is not possible, the response should be in one of the vehicular languages of the
European Schools or in the language of the school’s host country.
- The questions asked should be answered as fully as possible. If items of information
required for the reply are not immediately available, a ‘holding’ response should be sent,
indicating when a full reply will be given.
- If the request concerns something outside the individual’s responsibility or ability to
provide an answer to, he/she should send it to the competent person for a reply from
him/her, while in the meantime notifying the requester of his/her action and providing the
contact details of the person to whom he/she has passed on the request.
- The tone, manner and conduct of staff must always be courteous and professional.

2. Justification for Decisions and Process of Appeals
According to the Charter of Fundamental Rights of the European Union, among the
citizen’s right to good administration is “the obligation of the administration to give reasons
for its decisions”. It is therefore necessary for this principle to be adhered to when
communicating a decision taken.
- There must be a justification for every decision, giving the reasons behind it and elements
taken into consideration.
- The procedures for lodging appeals should be explained when a negative response is
given to a request and an appeal may be lodged against the decision in accordance with
the regulations in force in the European Schools system.

3. Public Access to Documents, including Statistics
There will be systematic public access to data concerning the European Schools, with the
exception of individual personal data or information judged confidential by the Director,
either by publication on a website or by direct transmission on request. Information posted
on websites will, as far as reasonably possible, be available in the three vehicular
languages of the European Schools and in the language of the school’s host country.
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4. Transparency in Management
The first step towards transparency in management is the drafting of a clear job description
for each member of staff, which specifies broad areas of responsibility and which is subject
to periodic review. Each employee must take responsibility for what he/she does in the
European Schools system and be evaluated in relation to his/her job description.
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