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ANNEX 3/A. SAMPLE PRE-VISIT SCHEDULE FOR EVALUATION TEAMS - IIAP 

Time What to do with whom Activities 
 
Pre-Visit (Conducted generally 2-3 weeks before the site visit) (4.2) 
 

 
10:00-12:30 
 

Meeting between the evaluation team 
members 

Task distribution among team members, discussion on visit plan 
and the ISER(s) written by the institution, etc.  

 
12:30-13:30 

Meeting between the evaluation team and 
the institution’s rector and senior 
management members 

Self-introduction and exchange of views regarding the 
evaluation process  

13:30-14:30 
Meeting of the evaluation team and the 
members of the institution’s unit 
responsible for quality 

The unit responsible for quality gives general information about 
the operation of the institution in terms of quality assurance 

 
NOTES:  
 
Yellow highlights refer to the evaluation team’s activities in the institution, 

Green highlights refer to the evaluation team’s own activities. 

(Related sections of the THEQC International Institutional Accreditation Program Guide are indicated in parentheses). 
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ANNEX 3/B. SAMPLE SITE VISIT SCHEDULE FOR EVALUATION TEAMS - IIAP 

What to do with whom Activities 
 
Evaluation Team's Arrival Day (4.3.3) 
 

{The evaluation team’s transfer to the place of accommodation} 
 
Contact person welcomes the evaluation team, review coordinator, and if any, observer.  
 
On the day of arrival, the institution's officials other than the contact person do not meet with the evaluation team and review coordinator. 
 

Meeting between the evaluation team members 

● Revision of the works in the scope of the visit schedule pre-determined in cooperation 
with the institution by clearly expressing the timing and goal, 

● Ensuring consistency within the team regarding the evaluation of the institution by 
considering the THEQC IIAP Evaluation Criteria, 

● Reviewing the possible questions to be raised by the team members related to the site 
visit schedule, 

● Sharing the duties and responsibilities of the review coordinator and, if any, observers in 
the site visit activities with the evaluation team. 
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Day 1 (4.3.4) 

8:30 

{The evaluation team and review coordinator are transferred to the institution and settle in the meeting room where the 
interviews will be held.} 
 
Review coordinator attends every meeting that is held by the evaluation team. 
Review coordinator carries out her/his duty with different groups in each session when the team is divided into groups for focus 
group interviews, on-site examination, and visits. 
 

 
9:00-09:30 

 
Meeting of the evaluation team with the contact 
person and senior manager of the institution 

The quality assurance system of the institution and the institution’s general 
approaches in learning and teaching, research and development, service to 
society and governance processes are discussed. 
The matters that raise concerns or are not fully clarified in the ISER(s) are 
brought to the agenda by the team leader and clarified.  

9:30-10:15 
Meeting between the evaluation team and the 
chairperson of the board of trustees (for 
foundation higher education institutions) 

The institution’s quality assurance system and the distribution of duties in the 
institution’s governance processes are discussed. 

 
 
 
 
10:15-11:15 

 
 
 
 
Meeting of the evaluation team and the 
members of the institution’s unit responsible 
for quality 

The quality unit makes a presentation that provides up-to-date information on 
several topics, including the institution’s quality assurance system formed in 
line with the THEQC IIAP Evaluation Criteria, the role of the quality unit in the 
quality assurance system and decision-making processes, the institution’s 
strategic objectives and the role of these objectives in regional/national 
development goals, the institution’s governance approach in the processes 
related to learning and teaching, research activities, service to society and 
governance practices, the institution’s outlook on continuous improvement 
and the outcomes obtained in this scope, works for THEQC IIAP Evaluation 
Criteria, and other common aspects of all units of the institution.  
Following the presentation, a Q&A session is held. 

11:15-12:45 
Meeting between the evaluation team and the 
members of the institution’s senate and 
executive board 

Several key issues are addressed, including the institution’s quality assurance 
system formed in line with the THEQC IIAP Evaluation Criteria, the institution’s 
strategic objectives and the role of these objectives in regional/national 
development goals, the institution’s governance approach in the processes 
related to learning and teaching, research activities, service to society and 
administrative practices, the institution’s outlook on continuous improvement, 
and the outcomes obtained in this scope. 

 
12:40-13:30 Lunch (Team members) (It is recommended to have at least one lunch in the student dining hall). 
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13:30-14:15 
(The evaluation 
team visits the 
faculties of the 
institution. When 
necessary, the 
team may split into 
groups comprising 
at least two 
evaluators and pay 
synchronous visits 
to different 
faculties depending 
on the institution's 
size.) 

Two members of the 
evaluation team meet 
the dean and assistant 
dean(s) of Faculty A 

Two members of the 
evaluation team meet the 
dean and assistant 
dean(s) of Faculty B 

The team obtains information on the objectives of the faculty, the role of 
these objectives in the institution’s strategic goals, stakeholder 
involvement in related processes, quality processes in the faculty, 
learning outcomes of the faculty’s programs, R&D activities, and 
continuous improvement approach. 

 
 
 
 
14:15-15:15 
 

Two members of the 
evaluation team meet 
the academic staff of 
Faculty A. 

Two members of the 
evaluation team meet the 
academic staff of Faculty 
B. 

The relations of the teaching staff with the senior management are 
examined, and opinions are taken about their roles in the quality 
assurance system, staff recruitment, and the policies related to the 
academic staff's self-development and motivation. (Deans and assistant 
deans should not attend this meeting. Only the academic staff should 
attend this meeting.)  

 
15:15-16:15 
 

Two members of the 
evaluation team meet 
the (associate, 
bachelor's, master's, 
doctoral, post-doc) 
students of Faculty A 

Two members of the 
evaluation team meet the 
(associate, bachelor's, 
master's, doctoral, post-
doc) students of Faculty 
B 

The students are asked to share their views on several subjects, including 
student involvement in decision-making processes, quality assurance 
system, educational services, and student support services. 
 
 (Teaching staff or administrative staff should not attend this meeting. ) 
 

 
16:30-18:00 

The evaluation team meets the stakeholders of the 
institution. 

The opinions of the stakeholders about the university are taken. 

18:15 {The evaluation team’s transfer to the place of accommodation} 

19:30-20:30 Dinner (team members and review coordinator) 

 
20:30 

The team members hold a meeting to share and 
review their first-day observations and make plans 
for the second day.  

The impressions of the first day are shared, and the tasks of the second 
day are discussed.  
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Day 2 (4.3.5) 
 

8:30 

{The evaluation team and review coordinator are transferred to the institution and settle in the meeting room where the 
interviews will be held.} 
 
Review coordinator attends every meeting that is held by the evaluation team. 
Review coordinator carries out her/his duty with different groups in each session when the team is divided into groups for 
focus group interviews, on-site examination, and visits. 

9:00-9:45 
(The evaluation team 
visits the academic 
units of the 
institution. When 
necessary, the team 
may split into groups 
comprising at least 
two evaluators and 
pay synchronous 
visits to different 
units depending on 
the institution's size.) 

Two members of the 
evaluation team meet with 
the managers/directors of an 
academic unit. 

Two members of the 
evaluation team meet with 
the managers/directors of an 
academic unit. 

The team obtains information on the dissemination of quality processes in 
the unit(s), the objectives of the unit(s), the role of these objectives in the 
institution’s strategic objectives, stakeholder involvement in related 
processes, learning outcomes of the programs within the units and 
continuous improvement works. 

 
 
 
09:45-10:45 
 

Two members of the 
evaluation team meet the 
academic staff of the 
academic unit. 

Two members of the 
evaluation team meet the 
academic staff of the 
academic unit. 

The relations of the teaching staff with the senior management are 
examined, and opinions are taken about the quality assurance system's role 
in the staff's activities, the policies regarding recruitment, self-development, 
and the motivation of the academic staff. 
 (Unit managers/directors should not attend this meeting. Only academic 
staff should attend this meeting.)  
 

 
 
10:45-11:45 

Two members of the 
evaluation team meet the 
(associate, bachelor's, 
master's, doctoral, post-doc) 
students of the academic 
unit 

 
Two members of the 
evaluation team meet the 
(associate, bachelor's, 
master's, doctoral, post-doc) 
students of the academic 
unit 
 

The students are asked to share their views on several subjects, including 
student involvement in decision-making processes, quality assurance 
system, educational services, and student support services. 
(Teaching staff or administrative staff should not attend this meeting. ) 
 

12:30-13:30 Lunch (team members and review coordinator) (It is recommended to have at least one lunch in the student dining hall). 

 
14:00-15:00 

The evaluation team meets the managers/directors of the 
administrative units of the institution (Personnel Department, 
Health, Culture and Sports Department, Student Affairs 
Department, Library and Documentation Department, Career 
Centre, Disabled Student Unit, and so on). 

The team meets the managers/directors of the administrative units and 
obtains information on the dissemination of quality processes in units, the 
objectives of the unit(s), the role of these objectives in the institution’s 
strategic goals, stakeholder involvement in related processes, and 
continuous improvement works. 
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15:00-16:00 
Meeting with the administrative staff of selected 
administrative units  

Administrative staff’s relation to the managers/directors, the staff's role in 
the quality assurance system, the professional development and motivation 
of the staff, and intra-institutional communication are discussed. 

 
 
16:00-17:30 

Meeting with the directors of research units (actively 
operating Research Centres, Technocity, Technology Transfer 
Offices, etc.) 

The objectives of related units, the role of these objectives in the institution’s 
strategic goals, stakeholder involvement in processes, quality processes, 
and continuous improvement works are discussed. 

17:30 {The evaluation team’s transfer to the place of accommodation} 

18:00-19:00 Dinner (team members and review coordinator)  

Day 3 (4.3.6) 

 
As a part of the third-day work, the evaluation team may, if needed, visit places that it did not have a chance to visit in the first two days, but which 
the team deems necessary to visit. 
 

Lunch (team members and review coordinator) 

The evaluation team fills in the institutional evaluation form and prepares the "exit statement" to be verbally presented in the final meeting.  

Dinner (team members and review coordinator) 
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Day 4 (4.3.7) 
 

9:00 {The evaluation team’s transfer to the institution} 

09:45-11:45 Final meeting 

The team conducts a final meeting with the rector and other officials of the institution 
determined by the rector. The team leader and members verbally present the exit 
statement.   Following a brief Q&A session, the rector and the team leader end the 
meeting. 

12:00 The evaluation team leaves the institution. 

 
 
 
NOTES:  
 
Yellow highlights refer to the evaluation team’s activities in the institution, 
Green highlights refer to the evaluation team’s own activities. 
 

  
It is important to indicate the names of faculties and units and the titles of participants as they are used at the institution. Please 
consider this when adapting the schedule to your evaluation.  
 
It is important to timely determine and notify the review coordinator of the names of the manager/director, academic and 
administrative staff, students, and stakeholders who will attend the meetings in advance for the proper functioning of the process. 
 
In focus group discussions, attention should be paid not to have subordinate and superior relations between the participants and it 
should be ensured that the participants represent the differences of the relevant focus group. 
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SAMPLE VISIT SCHEDULE FOR FOLLOW-UP TEAMS - IIAP 
 

Time What to do with whom Activities 
 
Day 1 
 

9:00-10:00 The follow-up team meets among 
themselves 

 

10:00-11:30 Rector makes an informative presentation 
about the improvements related to the areas 
for improvement and findings specified in 
the decision letter of the institution. 

The results of the institution's improvement work carried out for the areas for 
improvement are discussed considering the improvements related to the areas for 
improvement and findings specified in the decision letter of the institution and the ISER 
including the substantive changes that occurred after the decision. 

11:30-10:45 BREAK  
10:45-11:15 Meeting between the follow-up team and the 

chairperson of the board of trustees (for 
foundation higher education institutions) 

The institution's task sharing in the administrative processes and institutional quality 
assurance system are discussed, and opinions about the follow-up process are 
shared.  

11:15-12:15 Meeting of the follow-up team and the 
members of the institution’s unit responsible 
for quality 

The unit gives up-to-date information about the institution's works considering the 
improvements related to the areas for improvement and findings specified in the 
decision letter of the institution and the ISER including the substantive changes that 
occurred after the decision. 
Following the meeting, a Q&A session is held. 

12:15-13:30 Lunch  
13:30-14:15 Meeting between the units and the follow-up 

team 
 
*Only when necessary 
 

Follow-up team focuses on the institution's works carried out for the areas for 
improvement stated in IIAR, the improvements related to the areas for improvement 
and findings specified in the decision letter of the institution, and the ISER including the 
substantive changes that occurred after the decision. 
 
Following the meeting, a Q&A session is held. 
 

15:00-15:15 BREAK  
15:15-16:00 Other meetings planned by the follow-up 

team 
 

The follow-up team may plan meetings with academic and/or administrative units, 
students or stakeholders based on the areas for improvement. 
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*Only when necessary Following the meeting, a Q&A session is held. 
 

16:00-16:15 BREAK  
16:15-16:45 Meeting between the follow-up team and the 

rector   
Opinions are expressed on the visit process and the aspects to be included in the follow-
up report. 

 
 
 
 
 
 
 
NOTES:  
 
It is important to state the names of units and departments as they are used in the institution. 
 
Review coordinator attends the online follow-up visit with the follow-up team. 
 
It is important to determine the names of the managers/directors, academic and administrative staff, students, and stakeholders 
who will attend the meetings in advance for the proper operation of the process. 
 
In focus group discussions, attention should be paid not to have subordinate and superior relations between the participants and it 
should be ensured that the participants represent the differences of the relevant focus group. 


