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1 Introduction

1.1 The Project

The END GBV in VET project focuses on piloting a full-service operating office for students, trainers,
school administrative staff and parents to increase the capacity and awareness for disrupting gender-
based violence in the VET sphere. This is achieved by improving the development of VET school
students, their teachers/staff and interested parents in addressing issues relevant to GBV, to
strengthen the existing structures of the institutions by offering an integrated approach through the
operation of a full-service in the campus that will provide information, training, support and
consultations.

The General Objective of END — GBV in VET project END GBV in VET aims at the creation of a more
supportive VET school environment for learners in vocational education and training on issues relating
to gender-based violence.

The Specific Objectives are the following:

e Improved knowledge, policy, and practice of VET students and teachers/staff, as well as
interested parents for addressing GBV.

e Increased operational capacity of VET institutions through the operation of safe spaces for VET
students to receive support, to critically reflect on and speak openly about GBV.

e OQutreach to VET students through the online support service to support addressing GBV,
outreach to VET-related stakeholders to increase their knowledge and raise awareness.

[ J

1.2 The Partnership
END - GBV in VET comprises a vivid transnational partnership of 14 partners, namely:

EVBB - Europdischer Verband Beruflicher Bildungstrager (GERMANY)

AKMI (GREECE)

IBIS ACAM - EMPOWERING PEOPLE (AUSTRIA)

CSV - CENTRO SAN VIATOR (SPAIN)

ENAIP NET - Impresa Sociale Societa Consortile Srl (ITALY)

ICCV - Institutul De Cercetare A Calitatii Vietii (ROMANIA)

NEWPORT (SLOVAKIA)

NOVEL GROUP (LUXEMBURG)

SYMPLEXIS (GREECE)

Agentia Nationala pentru Egalitatea de Sanse intre Femei si Barbati (ROMANIA)
Asociacion de centros de formacion tecnico profesional de inciativa social de euskadi hetel
heziketa teknikoko elkartea de durango - BIZKAIA (SPAIN)

Asociacion de centros de formacion profesional — FPEMPRESA (SPAIN)

Statny Institut Odborného Vzdeldvania (SLOVAKIA)

o Ustredie prace, socialnych veci a rodiny (SLOVAKIA)
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1.3 The Organization

BK Consult GmbH is a service provider, with vast experience in Project Management and service
delivery. Founding Partners accumulate more than 20 years of experience as lead and/or project
partners, in funding schemes like Leonardo-da-Vinci, ESF Article 6, ERASMUS+ KA2 and KA3, ERASMUS
for Young Entrepreneurs, EQUAL as well as INTERREG A and B, while they have experience in EuropeAid
and World Bank Project. BK-Con covers the thematic fields of:

® Education, including the design and delivery of Training Curricula, using state-of-the-art
methodologies (TNA, DACUM, EU Competence Frameworks, EQAVET, EU Credit systems,
Learning Agreements, Evaluation through the creation of feedback loops), and smart ICT and
other tools like e-learning through MOOC platforms, gamification, experiential education.

e Employment, either as facilitators through the support of start-ups and entrepreneurship, or the
effective upskilling and reskilling of employees and unemployed, according to the actual market
needs. Areas of services provided cover the design and implementation of market needs
analysis, the conduction of tracer studies, ALMPs and the introduction of WBL and
apprenticeship schemes at a sectorial or country level.

e Social Inclusion, targets vulnerable groups, including single-parent families, long-term
unemployed, minority groups, TCNs (migrants, refugees, asylum seekers) and tackling of
discrimination of any kind (gender-based, sexual identity).

® Quality Assurance and Evaluation, during project implementation through the design and use of
a quality assurance mechanism, including clearly defined processes, supporting documents and
a sound and easy-to-use decision-making mechanism.

With a strong commitment to quality throughout BK-con’s areas of operation BK-con offers a deep
knowledge and expertise in the design and delivery of Quality Assurance Tools and Mechanisms
starting from project implementation to delivery of education. Within this context, BK Con is providing
services that include:

e Formulation of Partnerships that can make a difference and increase impact.
Project Management at Local, National and EU level, according to the PMP methodologies
Evaluation of Projects and Programmes
Quality Assurance of Deliverables and Project Outputs
Capacity Building from grass-root organizations to HEl and VET providers
Design and implementation of mobility across the EU and other Programme Countries
Drafting and executing exploitation and dissemination action

1.4 Purpose and scope

The Quality Assurance Plan aims to provide a comprehensive point of reference on the quality
assurance processes that will be implemented throughout the END - GBV in VET project. The present
deliverable elucidates the project organisation, procedures, roles and responsibilities related to the
quality control and quality assurance activities that will be carried out.

The document describes the way that the project will execute its daily activities and procedures from
a quality perspective, as well as ensures the defined standards, processes and procedures and ensures
that their implementation is continuously monitored, corrected when necessary and improved.

This document is based on the terms and conditions established in the Grant Agreement and its
Annexes, as well as in the Consortium Agreement specifications and requirements.

The Quality Assurance Plan underlies a cornerstone document for professional management and
assures the high quality of a project of the size of END - GBV in VET, designed to be used in conjunction
with the following documents:
o The Grant Agreement including its Annexes and in particular the Annex1: Description of Action
e Consortium Bilateral Agreement including its Annexes.
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The purpose of the Quality Assurance Mechanism task under WP1 is to allow the structure that will
ensure the evaluation of the project in such a way as to identify the specific shortcomings of the
products, processes, and outputs. More specifically, the Quality Assurance Mechanism aims to
establish the procedures, measures, indicators, systems, and actions that will assure the quality of the
processes and products, as well as it will enable continuous monitoring and review throughout the
project’s lifecycle. This also reserves and optimizes the internal communication procedures within the
consortium to safeguard the quality of project outcomes, ensuring high-quality deliverables.

The quality assurance process underpins a continuous process that will complement the project
management during the project, involving all partners collaboratively. It provides all the significant
information to manage a project’s quality throughout its life cycle, from planning to implementation
and evaluation.

The Quality Assurance Mechanism ensures a better collaboration among the consortium members,
target groups and stakeholders. The Mechanism has a dual basis, which differentiates the internal
project QA from the delivery of the training content based on EQAVET. In detail, the animus of this WP
are:
e to ensure that throughout the project, processes, methodology, deliverables and results meet
high-quality specifications and standards;
e to ensure that the curricula, teaching, learning, work placements and all other materials
developed, are of high quality and relevance and based on EQAVET.

In the present deliverable, the described Quality Assurance measures will also help other Educational
Providers to deliver the designed curricula to similarly high-quality standards and thus achieve a
European impact that extends beyond the project partners themselves. Our convergence is based on
a circular quality control system, which absorbs feedback from all involved parties. At first, the quality
will be ensured by control mechanisms that are described below, but also by the proposals, discussions
and information received by the partners. The feedback will be both on the procedures that the
partnership follows and on the quality of the deliverables. Secondly, the quality will be ensured by the
feedback received from END - GBV in VET project’s target groups.

2 Project Management Structure & Quality Control Board

The present Quality Assurance Plan is dependent on a quality management process that includes a
sustained monitoring of the Project’s activities, efficacious communication, exchange of ideas and
knowledge among partners, as well as the delivery of a control mechanism.

The quality management methodology includes internal contribution, expertise sharing among
partners, as well as consensus on all decision-making processes. The abovementioned come along with
the overall management methodology applied to the Project, which aims to efficiently accomplish all
the objectives and activities through meticulous coordination among all partners within the time and
budget constraints.

The project management structure is described in WP 1 Project Management and more specifically, it
started developed through the opening activities and under the responsibility of the Lead Partner. In
detail, and according to the application the project management structure will consist of a Project
Manager & Project Coordinator, a Steering Committee, an Quality Assurance Board and an External
Evaluator.
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2.1 Project Management Structure and Responsibilities
The project management structure of the END - GBV in VET project has the following form:

e Project Coordinator/ Project Manager (PM): the PM ensures the effective and efficient
achievement of the Project’s aims and activities, within the time designated, according to
financial availability and rules. All communications with the grant donor shall be managed by
the PM, who remains the main contact person, for coordination reasons.

e Steering Committee (SC): the SC underlies the ultimate decision-making body of the project. It
involves one representative per partner, who has been authorised by their organisation to take
decisions on their behalf.

® Quality Assurance Board (QAB): The AB creates and subsequently performs quality check
procedures. The latter are implemented to ensure the high quality of the project deliverables
(intellectual outputs mainly) and consistency of the work performed within the project.

e External Evaluator: The external Evaluator performs the quality evaluation of the project in
order to validate the Quality Team’s results, as well as to contribute to a greater level of
transparency concerning the project’s results.

e Lead Partners: The lead partners of the Work Packages are responsible for developing a detailed
work plan for the respective project phase, all the necessary coordination and preparation of a
report.

e Individual Partners: The individual partners have the responsibility to effectively deliver of work
assigned to them, to report to the Project Manager/Coordinator as well as to part in the SC and
AB meetings.

Figure SEQ Figure \* ARABIC 2: Project Management Structure with Reference to

Lo AN lihe s A e e m | Y Dy S

Steering Committee

Quality Assurance Board
Visibility — Exploitation Team

Evaluator

The most significant role that AB performs is to provide guidance on the planning, monitoring and
implementation of quality control on the documents, according to the Quality Assurance Plan,
ensuring the coherence of the produced outputs and deliverables to the Projects’ Objectives and the
expected results. Through its close collaboration with the Steering Committee, the Quality Assurance
Board will be able to provide expertise in Quality Assurance and Risk Management activities along with
the team members, while informing the remaining partners, and especially the project manager, of
the team’s outputs.
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2.2 Quality Assurance Board Members

Under the leadership and coordination of the Lead partner the Quality Assurance Board has been
formed. The AB and the Evaluator work and collaborate with the Project Director, as well as with the
Project Coordinator/ Manager and WP leads on Quality Assurance and Evaluation respectively.

Each deliverable to be delivered to the Commission and/or uploaded to the project website shall be
approved by the QAB. Within this context, the QAB and the Lead Partner are being assisted also by
the Evaluator (external) by preparing the questionnaires used for the evaluation of each WP activity
and collecting their results.

During the initiation of the END - GBV in the VET Project, the criteria for the Quality Assurance Board
(QAB) selection were agreed.

More specifically:
® One position shall be held by the Lead Partner;

e An Evaluation Grid shall be prepared and presented;

e The remaining positions shall be selected from the partnership after the submission of
relevant CVs that are going to be evaluated with the support of an evaluation grid (see below)

o The organizations are not allowed to fill more than 1 position on the Quality Assurance Board;

o The Steering Committee is going to select and approve the final 3 members of the QA Board.

e VET providers are highly encouraged to submit CVs to fulfil this position;

The following table will include the END - GBV in VET AB members and their contact details:

Table 1 Quality Assurance Board Members

Institution First Name Family Name Role Email

Member 1 (Leader)
Member 2
Member 3

2.3 Evaluation Grid to be used for the selection of AB members

An evaluation grid has been prepared under the coordination of the Lead partner. It contains the
below selection criteria:

Table 2 Evaluation Grid proposal to be approved by the Lead Partner

xxx candidate xxx candidate xxx candidate
QA Board position criteria Significanc | scor | Comment | Scor | Comment | Scor
Comments
e e s e s e
General Professional
0 (0] (0] 0

Experience
More than 15 years of

. . 15
professional experience
More than 10 years of
professional experience in EU- 10

funded projects in an
international context
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xxx candidate xxx candidate xxx candidate

QA Board position criteria Significanc | scor | Comment | Scor | Comment | Scor
Comments
€ e S € S €
Project-Related Professional
e 0 0 0 0
Experience
Specific experience in
designing/applying quality
assurance methodologies and 20

guidelines related to Trainings
and/or Education

Specific experience in working
with VET Institutes regarding 15
delivery of training

Specific experience in working in
the Gender Equality sector

Qualification and Skills

Excellent report writing and 15

editing skills in English -C1

Additional Language 10

Comments ‘ ‘ ‘

Total | o 0 0 I

2.4 Responsibilities within the QA Framework

An efficient management structure will be guaranteed through the project coordinator by ensuring
accurate organization and communication among partners. Each partner is responsible for the efficient
delivery of the work assigned to them, reporting to the Project Manager, as well as participating in the
meetings of the Steering Committee, to achieve better communication within the partnership.
Furthermore, the WP Leaders are going to define WP strategies and working methods with the
Coordinator, scavenge inputs and feedback from partners, elaborate the first draft and final version of
deliverables/outputs assure the exchange of information among partners, monitor, and remind of any
deadlines. On that ground, it becomes undeniable that the role of each WP Leader is significant to
ensure output quality in terms of content and timeframe, according to the approved Gantt chart.

3 Quality Assurance Methodology

The present chapter will describe the quality strategy, the criteria and measurements for quality
monitoring, as well as the instruments for quality evaluation. A quality assurance monitoring and
reporting mechanism will be clearly articulated in the QA strategy and management plan.
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According to the application, the leader of the project is Figure SEQ Figure \* ARABIC 3: Levels of
responsible for consistently monitoring the process and T o
progress by using the quality indicators and criteria defined for

each WP. The aspects of quality aspect will be reviewed Projeet

through different levels and in particular at: N an et Partnership
Management

® Project management level; @
e Partnership management level;

e Project content, activities and outputs;

e Stakeholder and target group involvement level.

3.1 Quality Strategy Project

The strategy followed for the implementation of quality Content Stakeholders
assurance within the project should be Proactive (identifying - involvement
risks and proposing corrective actions) as well as Reactive @ ld
(registering and analyzing non-conformities and proposing
and implementing corrective actions). All the activities will be implemented and monitored by the
Project’s leader, and WP leader and all members of project partners are expected to be actively
involved.

Specifically, the quality team members are accountable for:
e data collection for monitoring project implementation purposes;
data analysis for project evaluation purposes;
proactive actions to prevent non-conformities;
identification and documentation of non-conformities;
analysis of the causes of non-conformities and proposing corrective actions;
verification of the implementation of corrective actions.

The role of the WP Leader is also to ensure that the AB is up to date and that all project outputs are
available to all partners and relevant stakeholders. Lastly, the WP Leader will constantly consider
whether the selected approach contributes to the general and specific aims of the project.

3.2 Quality Monitoring

Monitoring is a core management instrument for the END - GBV in the VET Project. The monitoring
activity has as a general aim the maximisation of the impact of the programme, as well as the
maximisation of the return on investment of EU funds through the achievement of public policy
objectives. The benefits of monitoring extend beyond a given project since lessons can be learnt and
principles of best practice disseminated.

Three main aspects characterise monitoring:
® Preventive: getting information on the rules & procedures established within a project;
review of objectives, priorities, methodology, and planned activities;
e Advisory: recommendations on both content and financial aspects of the project;
e Control: checking and assessment of project results;

The quality monitoring of END - GBV in VET project is mainly composed of data collection from the
measured results of activity deliverables, as well as the evaluation of project implementation through
the analysis of WP implementation via performance indicators. Each deliverable will be associated with
a specific task, as has been designed for the application of the project.

3.3 Quality Evaluation
The Project Leader will lead the quality monitoring, which will be conducted through self-evaluation
tools. Self-evaluation is internal and will be conducted within the partnership aiming at identifying
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solutions and improvement measures to challenges and risks which may arise. Self-evaluation tools
include questionnaires, individual interviews, meetings of SC and AB and peer reviews of partners.

The following processes will be used to contribute to the quality assessment:
e WPs specific goals.

Time schedule compliance.

Online & social media report.

Risk management report.

Meetings including Skype — schedule, participation, effectiveness.

Quality of documentation.

Questionnaire.

A collective report will be developed with the view of all partners after the score of indicators from the
partners. As it has been planned each WP will be assessed in terms of quality assurance by the
respective WP lead. Throughout the whole duration of the project, the monitoring of the indicators
will take place and in case an overall result below expectations is identified, an action for improvement
or problem-solving will be initiated.

A significant factor for the success of the project is the engagement, feedback and expansion of the
number of stakeholders who will connect with the project. The numbers will be developed through
the website user statistics and contracts received through the website. Engagement in project-related
social media and demand for membership of the community of practice and active participation in
online synchronous and asynchronous activities and discussions.

The expanding level of participation and engagement in END - GBV in VET project not only from the
partner countries but also from European and Asian Countries beyond the partnership underlies the
milestone of the project’s success

3.4 External Evaluation within the QA Framework

External evaluation control will be implemented and is ensured by a selected expert with proven
previous experience in project evaluation and risk mitigation. The expert will be given all relevant
documentation on the project’s implementation from the Project leader, and then produce a
comprehensive evaluation report based on the documentation.

The External expert will also be given access to participation in project activities for project
implementation oversight if required.

Following the detailed description of the project, the External evaluator will be responsible for the
production of a final evaluation report.

The quality assurance activities will depend upon quantitative data (i.e. answers to questionnaires
and reports), as well as qualitative data (i.e. meeting the specified deadlines, achievement of targets

and indicators). These data will be gathered from all project partners and key stakeholders.

3.5 Quality Assurance reporting mechanism

The main role of the QA reporting mechanism is to support the Quality Assurance strategy in the view
of END - GBV in VET implementation. More specifically, the Quality Assurance reporting mechanism
contributes to the ongoing processes of assurance and enhancement of quality and consisting a driving
force for the implementation of improvements to achieve project’s objectives.

The quality assurance activities scrutinize both Products and Processes (e.g., management processes,
analysis, curricula, teaching and learning materials). That implies that each partner is expected to
contribute to developing the QA system of the project implementation and activities such as quality
assurance of project management, exploitation, and dissemination.
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The QA reporting creates a “warning” system for the project that informs the Project Management of
any discrepancies (e.g., when a partner is thought to have problems in delivering their respective
working package or part of it), thus supporting the decision-making in the project.

Three aspects will be evaluated and assessed through the QA reporting.

e Partnership Management — Communication

® Project management

® Project meeting(s) evaluation
On that ground, the main objective of the quality assurance reports is the provision of
recommendations for reformative actions related to the project’s next steps, to increase the quality of
project results. QA reporting encourages the internal self-evaluation of the Project and is conducted
within the partnership, with the aim to identify solutions and improve measures to challenges and
risks, which may arise.

Partners would be asked to score specific Indicators, after which the Quality Assurance Board will
create a collective QA Report with the view of all partners. Quality Assurance reports are produced on
a 6-month basis before each project meeting.

4 Quality Assurance Methodology

4.1 Document Control Version
All project documents, including the output reports, are going to follow the following version control

rules:

Version. Description

V0.1 - VO.XX Draft versions of the document. Not complete

V1.0 First complete version of the document

Revised version of the document. Changes in each version are summarized in a table at the
beginning of the document

V1.1-V1.XX

Final version, approved by the Project Manager/Coordinator and Quality Control Board. If this

V2.0 refers to an output report, this is also the version to be submitted to EACEA.

Revised version, after external (to the consortium) comments/input. If this refers to an output
V2.1 - V2.XX report, these versions refer to reports updated after comments received by the project officer
or the reviewers

4.2 Internal deadlines and procedures of WP Reports

Status Time Actions
First During the report’s ° The.flrst comple.te version of the WP report (v.1) should be made
complete submission available for review by the consortium.

.p . . e This document should be uploaded to the project management
version cECla (EeEsl latform and notifications should be sent to at least one person
(vV1.0.) to GANTT Chart) P 1S 5 ¢

from each partner organisation.
e All partners are allowed to provide comments and input to all
Making Ten (10) days outputs.
changes period e The track changes function should be activated, in order to easily
spot the changes in the document.
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Status

Time

Actions

The partner responsible for the specific report will incorporate the
changes suggested, as appropriate, and prepare the revised
version (v1.x) of the output report.

The revised version V1.X is send to the Quality Control Board.

Revised
version
V1.X

Five (5) days

The document is reviewed. The Quality Control Board might
request further changes or approve the document.

If changes are requested, the responsible partner will have to
update the document and send it back to for the approval.

Once the report has been approved by the AB, it will be sent to the
Project Manager/Coordinator for approval.

V2.X.

Five (5) days

Review and approval.

The Coordinator might also decide to forward the report for
approval to the Steering Committee, especially in case of output
reports that present major developments or deviations for the
original Grant Agreement.

Once the Project Manager/Coordinator and/or Steering
Committee approves the report, this will be signed as final.

4.3 Output Report Template

The following template has been prepared and will be used for all END - GBV in VET output reports:

s

;ﬁ‘,

¢ ecomarine

Request for Proposals

NUMBER AND TITLE OF THE DELIVERABLE

Figure SEQ Figure \* ARABIC 4: Project Deliverable Reporting Template

ago of the
operesle TITLE OF THE DEUVERASLE

Laad rartnie

PROJECT INFORMATION

Reports and deliverables should preferable have the following structure:
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Executive summary
Table of Content
Chapters
Conclusions section
Annexes

o
4.4 Tools and use of the output reports template

Partners should refer to this deliverable as a template, referring to structure, outline, headings and
text. At all stages, Calibri 11, with single space should be used in all Deliverables, including an upper
spacing of 6 at the beginning of each paragraph.

The template of the outputs reports is provided in the .docx Microsoft Word format. Partners are
allowed to use any compatible software tool, but they should return the document to the Lead Partner,
Project Coordinator/Manager in the same format. The template can also be used for internal
documents.

Following the CERV Project Handbook - Guidelines for Administrative and Financial Management and
Reporting, the beneficiaries must keep all supporting documents relating to their activities/outputs
in the project no matter which partner incurred the costs. The Coordinator will collect a complete set
of the main supporting documents, as it is the main contact organization for the Agency. Activities that
are going to be defined as unjustified will not be considered eligible by the Agency nor by the auditors.

In view of checks, the Coordinator shall keep supporting documents in original, including supporting
documents from the other beneficiaries. In case this is not possible (if for example the beneficiaries
are legally not authorized to send original documents for final reports or desk checks), the beneficiary
concerned may keep a copy thereof instead.

It is of vital importance for a beneficiary, to keep clear and relevant documentation. To show that
the contribution claimed meets the conditions of the grant agreement, proper documentation is
necessary.

We draw your attention to the fact that monitoring missions, ex-post controls and external audits can
be carried out at any time during the implementation of the project or up to 5 years after the final
payment. For further information, please refer to the Grant Agreement, Project Management
Handbook of END - GBV in VET Project, as well as the CERV Project Handbook.

4.5 OQutputs storage —internal area

Communication among partners and within work packages will mainly be managed through an online
management platform and a cloud intranet to facilitate exchanges and allow partners to keep track of
progress made. The initial structure of the platform will be developed by the project coordinator.

Work package leaders will be in charge of developing and maintaining each work package page up-to-
date, assigning tasks, monitoring progress and ensuring quality and timely delivery of outputs. Sharing
documents and files will also be possible through the platform.

For large file sharing (eg: pictures, and videos), tools such as webtransfer are recommended.

5 Quality assurance during Dissemination

The proposed dissemination activities, and multiplier events will be outlined through the
Dissemination and Exploitation Strategy. The latter will also guide the following key areas: what, when,
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to whom, and how to communicate. The handbook describes the dissemination materials and
channels. In terms of Quality Assurance of dissemination activities, the following shall be taken into
consideration:

5.1 Contractual obligations
There are specific regulations that govern the project dissemination and communication activities.
These can be found in the Grant Agreement.

Summarising the main regulations:

e The emblem must remain distinct and separate and cannot be modified by adding other
visual marks, brands or text.

e Apart from the emblem, no other visual identity or logo may be used to highlight the EU
support.

e When displayed in association with other logos (e.g. of beneficiaries or sponsors), the
emblem must be displayed at least as prominently and visibly as the other logos.

e Forthe purposes of their obligations under this Article, the beneficiaries may use the emblem
without first obtaining approval from the granting authority. This does not, however, give
them the right to exclusive use. Moreover, they may not appropriate the emblem or any
similar trademark or logo, either by registration or by any other means.

“Funded by the European Union. Views and opinions expressed are
however those of the author(s) only
and do not necessarily reflect those of the European Union or EACEA
Neither
the European Union nor the granting authority can be held responsible
for them.”

5.2 Publication procedures
During the END - GBV in VET Project, the following procedure should be followed for all publications:

e Prior notice of any planned publication shall be given to the other Parties at least 20 calendar
days before the publication.

o The respective WP Leader circulates the related information to the Project Coordinator and
the members of the Steering Committee asking for approval/comments. Any objection to the
planned publication shall be made in accordance with the Grant Agreement in writing to the
Project Coordinator and to the Party or Parties proposing the dissemination within 20 calendar
days after receipt of the notice.

o |f no objection is made within the time limit stated above, the publication is permitted.

o [f an objection has been raised by any of the partners, the involved Parties shall discuss how
to overcome the justified grounds for the objection on a timely basis (for example by
amendment to the planned publication and/or by protecting information before publication)
and the objecting Party shall not unreasonably continue the opposition if appropriate
measures are taken following the discussion.

The objecting Party can request a publication delay of not more than 90 calendar days from the time
it raises such an objection. After 90 calendar days, the publication is permitted, provided that the
Confidential Information of the objecting Party has been removed from the Publication, as indicated
by the objecting Party.
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5.3 Presentation’s template
Generic templates for presentations, have been prepared and have been made available to the

consortium. The partners are encouraged to use it for project-related presentations.

6 Project meetings

The date and the time of meetings are coordinated by the Project Manager/Coordinator. She/he shall
give a notice in writing of a meeting to each Member as soon as possible. All the members of the
Consortium should be represented at any meeting and participate in a cooperative manner, and if
necessary, may appoint a substitute or a proxy to attend as well as vote at any meeting.

The Project Manager/Coordinator shall prepare and send each Member of the Consortium a written
Agenda no later than 2 days before the meeting. Any agenda item requiring a decision by the Members
of the Consortium Body must be identified as such on the agenda. Any Member of the Consortium
Body may add an item to the original agenda by written notification to all of the other Members of the
Consortium Body. Throughout a meeting, the Members of the Consortium Body present or
represented can unanimously agree to add a new item to the original agenda.

The Project Manager/Coordinator shall produce written Minutes of each meeting, which shall be the
formal record of all decisions taken. She/he shall send the draft minutes to all Members within 15
calendar days of the meeting. The minutes shall be considered as accepted if, within 15 calendar days
from sending, no Member has sent an objection in writing to the chairperson with respect to the
accuracy of the draft of the minutes. The Project Manager/Coordinator shall send the accepted
minutes to all the Members of the Consortium Body. If requested, the Project Manager/Coordinator
shall provide authenticated duplicates to the Parties.

6.1 Transnational project meetings

Transnational meetings shall be organized physically. While online meetings may last less, all physical
meetings will last 1 and a half days, where the progress of the project will be evaluated along with the
plans for the upcoming activities. The project foresees three physical transnational meetings as
specified below:

Table 5 Project’s Transnational Meetings

Month Place Organizer
M1 Brussels, Belgium EVBB
M10 Athens, Greece AKMI
M20 Veneto, Italy ENAIP

6.2 Teleconferences

To develop effective project management and encourage the efficiency of delivery results, the Steering
Committee will organise period online meetings. For organisational purposes, it is advised that the
online SC meeting takes place on similar hours/dates per month. The same shall apply to the Quality
Assurance Board.

For each online meeting, a specific agenda with a relevant timeframe should be to hold result-oriented
and time-efficient meetings. The organiser of the online meeting is responsible for preparing the
project agenda taking meeting minutes and sharing them with the relevant participants. The meeting
minutes should include the list of participants as well.
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Figure 5: Proposed Frequency of Teleconferences

Depending on the progress of the project, ad hoc project meetings can be held when more technical
expertise is required or to resolve emerging issues. In these cases, smaller working groups will be
invited by the meeting initiator to participate.

In case of an extra face-to-face/transnational meeting, which has been considered crucial for the
progress of the project, SC has to agree on this unanimously.

6.3 Meeting minutes template

The template for the meeting minutes should be available on the project intranet. The physical
meeting minutes should include a list of participants for every day of the meeting with the signatures
of all those present at the meeting. The list of participants and the signatures are under the
responsibility of the face-to-face meeting organizer. A copy of the list of participants should be sent to
the Coordinator after the meeting.

The meeting minutes should also include a list of Meeting Action Points mentioning the:
action;

e concerned WPs;

e partner/person in charge and

e deadlines.

Brief meeting minutes are mandatory also for web meetings.

7 Risk assessment management

Risk management underlies a continuous process throughout the lifetime of a project and addresses
the planning of risk management, identification, analysis, monitoring and control. The purpose of this
document is to provide a risk management framework for the END - GBV in VET project, to ensure
that adverse situations are properly managed along the evolution of the project.

This plan describes the processes, tools and procedures that will be used to manage and control events
with a negative impact. Specifically, it exposes the proposed risk management approach of END - GBV
in VET project to manage and control all project risks.

7.1 Risk identification and assessment
Throughout the implementation of the project loss probabilities, changes or quality non-conformity
are considered as risks.

Risks are considered in two dimensions regarding their origin: internal or organizational, when they
are most probable to occur due to internal factors in the partner organizations; and external or
environmental, when their probability of concurrence is due to factors outside the sphere of authority
of the consortium.

Risks will also be considered regarding three variables: outcome, which consists of a potentially
beneficial or counterproductive event that interferes with the implementation of project activities or
tasks; probability of occurrence, which is the degree of likelihood of the outcome to happen; and
impact, which is the measured consequence of the outcome in the quality of project implementation
in activities, tasks, deliverables or results. All these variables can originate either internally or
externally, and their impacts can also be accounted for in both dimensions.
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Risk identification is analysed throughout the life-cycle of the END - GBV in VET project. The following
issues shall be considered as tools and techniques for risk identification:

e Analysis of deliverable status.

e Analysis of WP schedules and scopes.

® Regular communication of the Management team with the WP leaders.

7.2 Classification of risks

The risks will be written down in a risk management register by the Project Risk exposure
Manager. This register will be accessible to all members through the internal

area. The risk management register contains the following information: Risk a m
Number, Description, Exposure and Proposed risk-mitigation measures. The

exposure to a given risk is estimated using the risk matrix in the figure on the
right. Concerning each of the risks, the Project Manager, in collaboration with
the WP leaders, will estimate the probability they could become problems
(Low/Medium/High).

e

Probability

Impact

Risk exposure
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Figure 6: Risks Assessment Matrix

Risk Description of Risk CIaS.SIfIC Proposed risk-mitigation measures
# ation
Duplication of effort:
countering exploitation and To avoid potential duplication of effort, the project will seek
gender-based  violence s synergies with all similar projects identified in the course of its
subject to other projects and implementation. The Steering Committee will be responsible for
R1 | initiatives, which creates the High identifying and contacting such initiatives, avoiding duplication of
risk of repeating activities and effort and negotiating suitable co-operation activities. The project
outputs that have already been coordinator will seek all opportunities to relate to similar projects
done before thus decreasing also using the information events by the European Commission.
the impact on the target
groups.
The project intends to address this risk by assuring stakeholder
Lack of understanding on the involvement at all stages: needs assessment, development, pre-
part of stakeholders: the testing, rolling out of tools, and dissemination and awareness-
project topic might go beyond raising. Thus, a gradual understanding will be built of the project
R2 | stakeholders’ understanding of | Medium | concept and practitioners’ doubts and capacity gaps will be better
their everyday work and they understood. The support and partnership of institutions at the
might not easily grasp all proposal inception is also a guarantee for adequate promotion of
hypotheses of the links the project topic and main concept.
between VET and GBV
Lack of tangible data on VET The project team is fully aware of that risk and has focused on the
gender-based violence: few project topic, based on the premise that it is scarcely studied and
R3 | links of the sort may be | Medium | has attempted to fill in that gap. The lack of tangible data will be
discovered in  stakeholder compensated by the stakeholder interviews and focus groups where
consultations and practitioners will discuss realistic hypotheses of such intersections
documentary scoping from their own practice.
Lack of understanding on the
part of the general public:
general public and potential The project consortium will use its joint academic, institutional and
victims might show limited Medium advocacy expertise to formulate adequate messages to be relayed
R4 | understanding of the in a more general communication package on preventing
intersections between them exploitation and all forms of gender-based violence.
thus hampering the outreach
and impact of the awareness
raising campaign
R5 Critical
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il Description of Risk Clas.sn‘lc Proposed risk-mitigation measures
# ation

Lack of access to the target Support for the project has been ensured throughout the
groups: some of the project’s consortium comprised mainly from VET providers, where students,
target groups, namely parents, teachers and staff have significant role. In addition,
students, parents, teachers, partners have traditionally good relations with other VET providers
staff may be hard to reach for and training institutions, who also respond traditionally positively to
the capacity building activities, invitations and information requests. Finally, a flexible scheme has
as well as for project been proposed for all contacts with stakeholders, where face-to-
dissemination (events and face formats may be replaced, if need be, with online ones or even
testimonials). asynchronous communication through questionnaires, etc.

Lack of opportunity to hold
face-to-face events: as shown
by recent crises, face-to-face
interviews, trainings and focus
groups may prove impossible
to hold within a reasonable
project timeline.

The project has a significant online component in terms of training,
dissemination and awareness raising and has proposed a flexible
scheme for all stakeholder contacts, where each face to face event
may be replaced by a video meeting or another suitable format.

8 Data Protection

8.1 Internal area — access protection

Access to the internal area will be available only to registered members of the project consortium,
who will have a personal account created with rights to this area.

8.2 EU Regulation 2016/679

Any personal data included during the Project’s life cycle shall be processed by the consortium in
accordance with the General Data Protection Regulation (GDPR or EU Regulation 2016/679 of the
European Parliament and of the Council) or the national data protection legislation in case the GDPR
does not apply.

9 Conclusion

The procedures described in this document have been designed to guarantee the smooth execution
of the END - GBV in VET project. They describe the way that output report submission will be
handled, the way that project file exchanges will take place and also the project dissemination
procedures. They will be used by all partners for the entire project duration.

Transparency and good communication between the Management Team, Work Package (WP)
leaders and the project members are key to avoiding problems and conflicts before they arise. A good
communication strategy will favor cohesion among the participants while giving a positive image of
the project to the outside.
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ANNEXES

Annex |: Quality Indicators

For each of the main technical WPs, specific performance indicators and metrics have been set up.
Those will also be used as part of the quality monitoring procedures, but also as part of the evaluation
procedures.

WP1: Project Management
e Number of online meetings organised (>10)
o Number of physical transnational meetings held (3)
o Number of Quality Assurance Board Members identified (>9)
o Number of Quality Assurance reports produced (6)
WP2: Preparation and monitoring
o Number of online interviews organised ( >48, 6*8 per country
o Number of focus groups (8 with 6 participants each)
e Number of relevant good practices identified (16 in total, 2 per country)
® Number of National Needs Assessments (1)
WP3: Development of Training Material and the Syllabus
e Training Material in Text and Electronic Format
List of Practical Training Activities on the Field
Number of Students Trained (>250)
Number of Parents reached (>50)
Number of Educators involved (<150)
WP3: Training of Trainers — Capacity Building program — Installation of the Labs
e Number of Trainers who participated in the Training Activities per Country
o Number of users of the e-platform
e Total / Average hours in the e-platform
WP4: Operation of the 4 Marine Monitoring Labs (MMLs)
Offices to END GBV established (1 per VET country)
Gender Action Plans Established (1)
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Annex II: Online Project Meetings Satisfaction Tool

We shared decision-making at this meeting *

am overall satisfied with this meeting *

O O O O O Absolutely Agree

Totally Disagree

~ ~
Totelly Disagrea o O O O O Absolutely Agree

. . . L All meeting participants were actively involved *
The meeting was useful for the partrership to plan the next oroject activities *

O O O O O Absolutely Agree

Totally Disagree

O O C O C Absolutely Agree

Totally Disagree

i . = . . All partners significantly contributed to create a collaborative working
The meeting was useful for improving the working relationships ameng the environment/dynamics *

partners *

O O O O O Absolutely Agree

Totally Disagree

O O O O O Absolutely Agree

Totally Disagree

After the meeting, each partner’s role and responsibilities within the next project
. . R . activities are clear tome *
The upcoming project expected activities and results are clear to me

Totally D O O O O O Absolutely A
Totally Disagree O O O O O Absolutely Agree Otally Disagree solutely Agree

Sufficient time was allocated to each issue on the Agenda *

The next deadlines are clear tome *

1 2 3 4 S
Totally Disagree O O O O O Absolutely Agree
O O O O O Absolutely Agree

Totally Disagree

The agenda and an info pack were circulated to the partnership prior to the

After the meeting, each partner’s role and responsibilities within the next project meeting in adequate advance *

activities are clear tome *
1 2 3 ) 5

1 2 3 4 B
Totally Disagree O O O O O Absolutely Agree
O O O O O Absolutely Agree

Totally Disagree

What would you like to see in a future meeting that you didn't see in this one?

H andvtnor) oag
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Annex Il Project Management Quality Assurance Evaluation Tool

Dear Partners, we would like to collect your feedback concerning various aspects of quality of the
END - GBV in VET Project Management. The questioner below consists of 22 questions. Please finish
the statements below by choosing one of the variants (choices from 1 to 5) and providing comments.

Progress of the project

1. The work carried out by the project’s team (i.e. defining objectives, choice of activities, definition
of work procedures, division of roles etc.) has been

2. The calendar proposed for the carrying out of the project’s activities was

3. How would you evaluate the overall quality of the project results?

4. This outcome is relevant for the end users

5. The progress met my expectations as WP leader/contributor

Project management

6. The management and coordination arrangements were efficient

7. How would you evaluate the time management of the project activities and the respect of
deadlines?

8. The roles attributed to each of the partners were consistent with their skill

9. Partners were able to suggest ideas and solutions to various problems

10. The used methodology was stable and efficient

11. Financial resources were adequate for the WP completion

Difficulties/Challenges:

12. The administrative requirements of the project

13. Institutional differences of partners

14. Cultural differences (different values, norms, working styles of partners)
15. Personal differences (e.g. strong personalities)

16. The technical work (reaching the objectives)

Opportunities and risks

17. What opportunities/unexpected benefits have you discovered as a result of your participation
in project?

18. What challenges have you faced?

19. What challenges do you expect in the next period?

20. Are there any changes you would suggest for the next part of the project?

Lessons learned

21. During your participation in the project, have you personally or have your organization learned
something new? Please give details

22. Any other thoughts that you would like to share
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Annex IV Partnership Management and Communication Quality Assurance

Evaluation Tool
Dear Partners, we would like to collect your feedback concerning various aspects of quality of the
END - GBV in VET Partnership Management and Communication. The questionnaire below consists
of 8 questions Please answer the questions below by choosing one of the variants (choices from 1 to
5) and providing comments.

Communication

1. The circulation of information within the partnership was

2. Communication between the partners was

3. The methods of communication (e-mails, Skype meetings, Google+, in-presence meeting, phone
calls) were

Partnership management, teamwork and roles

4. Team work was cohesive and supportive with all roles being clearly defined and understood.

5. Partners were able to understand the instructions and procedures

6. How would you evaluate cooperative work of the partners

7. Partners were able to work autonomously and independently

8. What were the strengths of the partnership and which aspects of it would need to be attended
to in the future.

Annex V: Transnational Project Meetings (on-site) Evaluation Questionnaire
Dear partners, we would like to hear your feedback regarding the content and logistics of the TPM.
Please take a few minutes to answer the following questions:

2. The suggested Accommodation was...

3. Location of the hotel was...

4. The meeting venue was...

5. Equipment (screen / microphones / laptop etc) used was...

|
|
|
|

6. Internet connection was...
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7. Coffee Breaks have been...

O
O
O

8. Lunches were...

|
|
|
|

9. Dinners were...

O
O
O

10. | am overall satisfied with this TPM.

|
|
|
|
|

11. This TPM was useful in planning the next steps of our project.

|
|
|
|
|

12. Lead Partner's representatives have been very helpful and willing to answer our questions.

|
|
|
|
|

13. The next project implementation actions and expected results are clear to me.

|
|
|
|
|

14. | am satisfied with the provided materials and resources.

|
|
|
|
|

15. The duration of the meeting sessions was suitable.

O
O
O
X
O

16. | gain new knowledge and skills during TPM

|
|
|
|
|

17. There have been satisfying possibilities to ask questions, to interact and to contribute to discussions.

O
O
O
X
O

18. This TPM met my expectations.

|
|
|
|
|

19. What aspects of this TPM did you enjoy the most?

20. What aspects of this TPM could have been better?
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21. Finally, we are interested to learn about your ‘matchmaking’ and networking experience. Please let
us know which institution you represent and with which other institutions you are likely to continue an
exchange or even cooperate beyond the END — GBV in VET project.

Annex VI Online Trainings and Workshops Impact Assessment Tool

Dear Participant, thank you for joining our training program on combating Gender-Based Violence
(GBV). Your feedback is crucial for assessing the impact of our training sessions. Please take a few
minutes to complete this questionnaire.

Your responses will help us improve our efforts and make a significant difference in addressing
GBV.

Thank you for your participation!

Question Options

Demographics
1. What is your age group? [118-24
O 25-34
0O 35-44
O 45-54
055+
2. What is your gender? L1 Male
[l Female
U Non-binary
Ul Prefer not to say

3. What is your role? [] Student
O Educator
O] Parent
Knowledge Assessment
1. How would you rate your current O 1 (No knowledge)
knowledge about GBV (Gender-Based 2
Violence)? 03
04

0 5 (Expert knowledge)
2. Have you received any prior training on O Yes

GBV? ] No
3. Are you familiar with the concepts of O Yes
gender mainstreaming and equality? 0 No
Attitude Assessment
1. How important do you think it is to O 1 (Not important)
address GBV in your 2

community/workplace?
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O3
04
0 5 (Extremely important)

2. How confident do you feel in your ability

1 1 (Not confident)

to support someone experiencing GBV? 2
03
04
0 5 (Very confident)
Expectations
1. Do you believe this training will improve | [ Yes
your ability to address GBV? 1 No
2. Are you interested in learning about the | [J Yes
legal challenges related to GBV? 1 No

Question Options

Demographics

1. What is your age group?

]18-24
0 25-34
[0 35-44
[0 45-54
155+

2. What is your gender?

0] Male

0 Female

U Non-binary

Ul Prefer not to say

3. What is your role?

O Student
O Educator
O Parent

Knowled

e Gained

1.How would you rate your knowledge
about GBV after the training?

O 1 (No knowledge)
02

O3

04

0 5 (Expert knowledge)

2. Did you learn any new strategies or tools

O Yes

for addressing GBV during the training ] No

3. Do you feel more knowledgeable about O Yes

the causes and sources of GBV? ] No
Attitude Changes

1. How has your attitude towards
addressing GBV changed after the training

O 1 (Not important)
02
03
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04
0 5 (Extremely important)

2. How confident do you feel now in
supporting someone experiencing GBV?

1 1 (Not confident)
02

O3

04

01 5 (Very confident)

Immiate Impact

address GBV?

1. Do you plan to apply what you have O Yes
learned in your student life/work 1 No
2. Will you take immediate actions to O Yes
address GBV in your 0 No
community/workplace?

3. Do you feel better equipped with critical | [J Yes
thinking and communication skills to 0 No

Question Options

Demographics

1. What is your age group?

]18-24
0 25-34
[0 35-44
[0 45-54
155+

2. What is your gender?

0] Male

0 Female

U Non-binary

Ul Prefer not to say

3. What is your role?

O Student
O Educator
O Parent

Knowledge Retention

1. How would you rate your knowledge
about GBV now, 1-2 months after the
training?

O 1 (No knowledge)
02

O3

04

0 5 (Expert knowledge)

2. Have you continued to seek out
information or training on GBV since the
initial training?

O Yes
O No
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3. Do you feel confident in your O Yes
understanding of the legal challenges O No
related to GBV?
Attitude and Behavior Changes
1. How has your attitude towards O 1 (Not change)
addressing GBV evolved since the training? | ]2
03
04
01 5 (Significant change)
2. Have you had any opportunities to O Yes
support someone experiencing GBV since O No

the training?

Impact on Student Life/Work:
1. Has the training impacted your student O Yes

life/work in the past 1-2 months? 0 No
2. Have you applied the knowledge and O Yes
skills gained from the training in your O No
student life /work?

3. Do you need additional support or O Yes
resources to continue addressing GBV ] No
effectively?
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