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Day 1

1. Opening & Introduction & Current Project Status

The Project Operation Manager of UFL, Mr. Dalluege welcomes the participants and opens the meeting.

Managerial and financial matters 

2. mid-term report

Each partner has to deliver his/her activity reports and cost statements for the mid-term report. Basis for the report are the 4 QPRs (Quarterly Project Report). All results according to the QPRs must been available. Please pay attention, that there is no discrepancy between resources reported in the QPR and your accounts.

The templates for the cost statements and the reporting will be delivered by UFL until 15th October and must be filled in and sent back not later than 31st October.

3. Draft business plan

Mr. Dalluege explained the joint and individual Business Plan. Each partner has to fill in some specific information (including some arguments regarding different aspects in different countries) and the local prices for SAETO services, amounts of expected sales and local costs for commercial efforts until 15. October 2006. At the end of October the Business plan has to be ready and becomes part of the formal yearly report to the CEC.

The figures given in the Business Plan should be educated estimations, but do not need to be “final” yet, because the current Business Plan will be clearly marked as a Draft to be updated after the feed-back from the external field tests.

4. project changes

To ensure that the dissemination activities at the “Personal” Spain fair in Oct. 2007 are within the project duration, all partners agree to extend the project duration until November 2007. The consortium will apply for extension in the mid-term report. The extension is cost neutral, no additional work is expected to arise, just the chance to attend an important dissemination event that otherwise would be missed completely.

A second change regards the extension of WP 4 into the fifth project quarter. The materials presented show a very good quality but also a much to high level of expert content. Thus the existing slide catalogues are very good for the presentational part of the learning materials that will be delivered to expert trainers, but are still to complex in the information content to be useful for the beginners that should be addressed via the self-running tutorials. It was therefore decided to spend some more time on developing a second set of modules reducing information and aiming to address newcomers in self-assessment and reformat those slides along with providing story boards for the multimedia implementation.

The new deadline for the improved materials is mid-October to be send to sfs and then passed on within one week to PHZH for a second opinion. The materials have to be passed on to UFL, who will implement them in the tutorial format till the Slovakian project meeting at the end of November. 

The presentation slides will be updated and concluded by the partners based on the agreements taken in Bolzano and then normalised by UFL to guarantee a common look and feel. This work will be started in parallel to the tutorial implementation, but due to the much larger number of pages will be extended into December. The work, however, needs to be completed before the end of the year.

All Partners agreed to this.

5. Booth at LEP-event

All partners agreed to spend the costs for participation at the Ludwig-Erhard-Preis (LEP) event from the common budget because we have a very good offer to be a sub-exhibitor for one of the commercial GOA distributors. The expected costs for the booth participation will be about 500 EUR Total, which calculates at about 50-60 EUR for each partner. The project poster that will be updated and reprinted for this will also be usable for the two exhibitions planed for Spring 2007.

UFL will carry the travel & hotel costs and IBK will cover the manpower.

6. Dissemination CD

The partners discuss whether dissemination/marketing will be done with 

a) a  5,25” CD that is designed professionally, but then printed individually by each partner and only for real “leads”, not used for wide spread dissemination

b) a  5,25” CD that is designed, printed and produced professionally in quantity

c) a small 3” CD that can be included in the flyers

All versions include an introduction into SAETO, the self-running tutorials and a 30-day evaluation version of all tools with further updates from the SAETO-website.

The partners agreed to the solution of a small 3” CD, because this saves substantially on further packaging and mailing costs.

This decision was reinforced during the Advisory board meeting, where the consortium was reminded by the experts of its promise to distribute 2.000 CD’s before the end of the project.

7. Next meeting

· The next meeting in Slovakia will start at the early afternoon of 27.11. 07,

· For better travel connections, ZU will inform all partners whether a change is possible from Zilina to Prag or Bratislava till Friday 1.Nov. 2006.

· Part of the information will be, whether it is a 2 days board meeting only, or whether there will also be a public project presentation on Wednesday morning.

Day 2 - Technical Board Meeting

8. Discussion of WP4  Status

Based on the management decision of extending the duration of WP4, the partners planned how the tutorial modules will be restructured out of the now existing materials to address beginners instead of experts during the next weeks.

For this, the existing modules have to be reduced in their information content and complexity for beginners. The current status will be kept as part of the training manual which addresses experts that will act as trainers and who use the offered materials as catalogues to configure their own training according to the individual needs of each client.

The delay caused by this will be reported and explained in the QPR and Interim Report.

9. Training Modules

Definitions of SAETO training versions:

· tutorial = animated (multimedia) files, basic introduction for beginners

· presentation = materials for experts, transparencies for speech, longer version as the tutorial

· seminar = presentation + exercises

The partners discuss about module 2 of IFF as an example for a tutorial and annotated the needed changes to move it from a training slide catalogue for experts to a story board for a tutorial addressing beginners (for details, see PowerPoint file referred to in Annex 3). 

The partners defined some formal rules for PowerPoint tutorials:

· no blanks between words and question or exclamation marks

· don’t mix languages!

· explain abbreviations

· reduce the number of presentation elements (appear for text, appear or fade from in to outside for pictures) ( see PowerPoint file on GOA/SAETO Easy Assessment Basis.

· bold key words, don’t underline because that might be taken for a link.

The partners decided to use PowerPoint instead of macromedia for the tutorials to allow fast and easy localisation and updating by each partner or future distribution partner. 

A new template for this will be created by UFL.

Next Actions on tutorial modules:

· the responsible partners make tutorials out of the presentations with a “story board” (describe in detail what is to be done how, so that UFL can work with your instructions, or animate it yourself in the tutorial draft until 18. 0ctober 2006
· all work with the template which we dicussed in the meeting and got fine tuned by a professional graphic designer (see PowerPoint Template Annex 4)

· the responsible partners revise their module so that it fits the template

· the tutorials must be sent to sfs for a first check within October 18th

· sfs will send the revised modules to PHZH (Daniela Mäder) within October 24th

· PHZH will check the modules and make a last agreement with Mr. Dalluege before the end of October.

Presentation modules:

· Each module developer will create a full presentation, its up to the trainer/consultant to select what he/she needs.

· UFL will check and if needed “normalise” the slides for a common look and feel, but the basic implementation must be done completely by the module creator.

· The template for the presentations is based on the tutorial, but with a space for company logo and without a navigation bar

· Module 3 includes basic information about methods like BSC, process management, but there is no need to go in depth for THESE methods because they are not part of SAETO. We need in the module 3 information and exercises regarding SAETO: people/customer surveys, key success factors + mission/vision,  process management

Exercises: 

The partners collected some examples for questions for exercises (see Annex), and decided that each module has its own questions and exercises as far as necessary. 

Modules 2 and 5 have no questions; the tool tutorials have no questions or exercises, since these belong into the method training chapters.

10. WP 5

While work was started according to the project plan, there will be extensions on the duration needed to include the internal testing of the tutorial modules (see above).

However, there is a small reporting problem on the test incidents and change requests. Since a formal reporting procedure is only foreseen to be developed in WP6, each partner did his/her feedback differently and sometimes not even in written format so that reporting in the WP5 report will become difficult.

Therefore it was suggested that IBK will distribute a template for feedback and reporting of software improvements that can also be used for the training modules. (cf. Annex)
A formal release procedure for all modules shall be established and integrated into the WP6 design for the (external) testing processes.

11. New version of goa education assessment

Andrea Stucken demonstrates and explains the new version of GOA Education Assessment, including already implemented improvements based on the feedback from the internal testing of WP5.

Improvement point for satisfaction surveys in HTML format: the second part of the question (“Wie wichtig ist diese Frage für Sie?”) should be graphically separated from the first part of the question.

12. Conclusion of Management and Technical Board

No additional points were raised and the meeting ended on time to be moved for the evening location for the first part of the Advisory Board Meeting.

Day 2 - Advisory Board Meeting

13. Preparatory Meeting with Advisors

Mr. Beniamino Caputo, Mr. Ole Bech Kristensen and  Mrs. Sabine Wolfsteiner joined the partners in the evening (due to late arrivals) for a first exchange on the project status and for final fine tuning of the public presentations on the next day where two of the advisors gave presentations on the state-of-the-art of quality management in ETOs of their regions.

Mr. Docwra and Mr. Gormley sent their apologies for being unavailable for the meeting.
Day 3 - Advisory Board Meeting

14. Post-Presentation Meeting & Project Evaluation

The Advisors summarised (positively) their opinion on the public presentation held to the representatives of ETOs of the Bolzano region and gave some criticisms and advised on the first year of SAETO, based both on the project reports and their impression from the meeting with the partners:

Mr. Beniamino Caputo from AGFOL, a large training provider of the Italian Veneto region based in Mestre and linked to the Christian trade union movement, suggested to include in the benchmarking data base planned some indicators regarding self assessment and accreditation. He will send some information from his region showing on which criteria the organisations of his region evaluate assessment and accreditation.
 
He suggested the provision of more and more detailed information to the public through the SAETO website, e.g. current developed contents of SAETO or files from public presentations done so far.

He expressed his opinion that ISO 9001 is not a “weak” model stressing that it is also supported by SAETO – therefore, in our presentation we should emphasise more how ISO 9001 can be helpful in striving for excellence. On the whole, he stressed a positive impression of the results achieved so far and the next steps planned for the project.

Mr. Ole Bech Kristensen, head of department of one of the largest Danish Technical Colleges (university of applied sciences) based in Odense, gave a very positive general feedback stressing that the project’s management was in line with much larger and comprehensive projects. He detected only some minor differences against the project plan, based especially on the QPRs. 

He perceived a risk in the requirements implemented in the tutorials due to the academic background of several partners – in his view, the level of instruction and abstraction might be too high; therefore it seemed a good idea to him to “downgrade” the tutorials to a beginner’s level, as was already independently discused by the partners during the Technical Board. 

Based on own experience from other projects, he recommended to fulfil exactly what the project proposal promised, e.g. if we promised 2000 marketing CDs, we really should distribute 2000 CDs, even if according to the tool concept a web-based dissemination would offer itself as an alternative.

He emphasized that dissemination and valorisation are highly important subjects evaluated very strictly by the Commission against what was originally promised in the proposal text.

Also Mr. Kristensen suggested using the SAETO website for providing more and more meaningful information on the project’s progress encouraging more public insight, also in different languages. He also put forward to provide not only final but also preliminary information on the website. He recommended the creation of a website with an .eu domain. A way to document the dissemination can be a visit counter on the website. He also suggested a chat or blog room on the website in order to document the dissemination.

Mr. Kristensen expressed his opinion that a high formal quality of presentation materials and folders was of great importance. He also mentioned that the Commission cherish project publications with an ISBN number to document the validity of project results beyond the project itself.
 
All dissemination and communication actions of the partners should be well documented, e.g. on the website, including the number of accesses of the partners.

At the moment, the evaluation of the WPs is performed only internally; an external evaluation would be welcome. Using the Advisory Board for this evaluative purpose is a good way to accomplish with this requirement.

A catalogue of key success indicators and organisational targets could be very helpful for ETOs – the GOA Objectives module can support this. Mr. Kristensen will deliver a list of indicators/targets developed within his own organisation to SAETO as a starting point for this optional tool addition.

Mrs. Sabine Wolfsteiner, head of department of WIFI Oberösterreich, one of Europe’s largest continuing vocational training providers, advocated for a more positive approach to ISO 9001. While in her view it is right to say that in quality the future belongs more to EFQM than to ISO, it is not so good to admonish ETOs for “stopping” after ISO 9001. Instead, she suggested a way of encouraging them to prosecute on their way so far prepared by the efforts made with ISO quality management.

For the upcoming external field testing phase, she suggested to set up a common benchmarking data base for which she will discuss some contents with the Partners and other Board Members electronically.
  
Mrs. Wolfsteiner also expressed the preparedness of WIFI to host the April meeting of the project board if we can find a common cause for a joint public event. However, this is not so easy because by most commercial ETOs WIFI is considered to be their strongest competitor. This point will be solved between WIFI and UFL till the next project meeting in Zilina.

Note:

Comments or requests for changes (if necessary) must be provided to the POM and the host of the meeting within 3 working days upon receipt of the minutes.

Annex

Annex 1:
Style rules for presentation and tutorial files

Fonts & font size for titels :
Ariel 20

Fonts & font size for text :
Ariel 18 / 16 / 14

Page format :
18 x 24, optimised for screenshow

Indent format :
square and single line only 

Stage of animation :
Text appears, graphs if not visible immediately fade in from the inside

Quality gate(s): 
Step 1 – HW. Franz
Step 2 – D. Mäder & C-A. Dalluege

Annex 2:
Template for test feed-back

Not directly attached, but made available as a separate file on www.saeto.com due to heavy macro programming for automating the feed-back.

Annex 3:
Example for changing training presentation file into tutorial storyboard

Due to the size not directly attached, but made available as a separate file on www.saeto.com.

Annex 4:
Agenda for external presentation on Bozen

Workshop with ETOs in South Tirol

29.9.2006
	Time
	Activity

	9:30 – 9:45 
	Greetings & Intro (KAOS)

	9:45 – 10:15
	Overview of SAETO Project (Dalluege)

	10:15 – 10:45
	Presentation of the status quo at Land- und forstwirtschaftliche Berufsbildung (Thaler)

	10:45 – 11:15
	Presentation of the status quo at Europäischen Akdemie (EURAC) 
(Bernhart +Höller)

	11:15 – 11:45
	Discussion & Coffee Break

	11:45 – 12:15
	Future in VET in Europe and future trends (Franz, sfs Dortmund)

	12:15 – 12:45
	Status Quo & Future of TQM in ETO in Italy (Caputo, AGFOL)

	12:45 – 13:15
	Status Quo & Future of TQM in WIFI OÖ (Wolfsteiner/WIFI OÖ)


SAETO Advisory Board Meeting (still 29.9.2006)
	13:15 – 14:30
	Lunch with Advisory Board

	14:30 – 16:30
	Project Discussion with Advisory Board
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