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Survey Report of UNICA Universities

On

“The Present Situation Pertaining to International Relations Offices”

1.          Introduction

1.1 Background

The following survey is part of a project entitled “Enhancing University International Relations Offices”, with the acronym EUNIRO, which was submitted for funding by the UNICA Network (The Network of Universities from the Capitals of Europe), in cooperation with the European Association for International Education, EAIE, to the SOCRATES Accompanying Measures Programme of the European Commission.

1.2 Project Justification

European University International Relations Offices (IRO´s) constitute the backbone of European and Third Country collaboration.  Their professionalism, expertise and efficiency play a key role in promoting the goals of inter-university cooperation and European integration.  In view of the Bologna Process, the globalisation of university collaboration and expansion of EU programmes, such as SOCRATES, LEONARDO, the Fifth Framework Programme etc, to cover Accession and other Central and Eastern European Countries, it is necessary to ensure that the UNICA University International Relations Offices as well as the other related administrative services, acquire the necessary professionalism, expertise, know-how and good management practices in order to promote European collaboration and policies.

The framework of this project proposal falls under "Accompanying Measures", Action 8(d), "activities aimed at training persons involved in the management of European collaboration projects in the field of education".

1.3 Main Project Objectives

· Encourage awareness of present and future EU policies related to education
and research
· Reinforce and expand international collaboration between UNICA Universities with the aim of further promoting the European dimension in education

· Define, promote and attain a common standard of management proficiency and expertise in university international collaboration

· Provide awareness and training in order to further enhance and support the SOCRATES programme

· Promote transfer of know how, standardization of expertise, quality, professionalism, know-how, use and application of new technology in international collaboration in the participating universities.

· Foster understanding and teamwork amongst all the UNICA university stakeholders involved in European and international relations (academics, administrators, EU officials, professional organizations, local government and students).

· Formulate a strategy and encourage the development of a common international collaboration policy and standard in the participating universities.
2. Present Situation

The IRO present situation was determined by an email Survey Questionnaire, (Annex I), which was developed based on hypotheses designed to test the existing university policy and decision making mechanisms and the IRO human, physical and technological infrastructure.  Before emailing the questionnaire, this was tested by the members of the project’s Technical Committee (Annex II), who also undertook to carry out 15 complementary, on-the-spot survey visits to a selected sample of UNICA Universities, representing the Europe-wide geographical spread, size and background of the Network´s membership, which is also shown in Annex II.

2.1 Survey Objective

All recipients of the questionnaire knew in advance the survey’s objective and how the results would be used at a later stage at a Think Tank Workshop in order to produce an Action Plan, in which recommendations will be proposed for consideration by interested stakeholders and mainly by University policy and decision maters.

The email survey objective is given below:

	This questionnaire is intended to collect information concerning the present situation pertaining to University International Relations Offices and all the other related administrative services which support and contribute to the promotion of university international collaboration.


Its aim was to establish “where we are now”.

The questionnaire was emailed to 29 UNICA Universities of which 27 replied (Annex III).

3. Survey Results

3.1
General Background Information

3.1.1  Institutional Characteristics

All UNICA Universities have Under and Post Graduate students, including Post

Doctoral students. The average size of the Universities, shown in Figure I, below, is between 20-45 thousand students, although there are 5 Universities below 10,000 students and 4 with more than 60,000. 
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Figure 2 shows that a substantial number (44.4% or 12/27) of UNICA Universities have academic staff numbers (Full and Part-time) between 1300 - 2500.
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Figure 2 - No of Academic Staff (Includes Full & Part time staff)


The subject areas, which are not covered by most UNICA Universities, are those of Agricultural Sciences, Physical Education, Theology and Pharmacology with Engineering and Art and Design being offered by 44% of the Universities (Figure 3).
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3.1.2 Policy Formulation

In 74% of Universities sampled an “International Relations (IR) Committee” (19/27) or equivalent exists, which is usually headed by the Vice Rector for International Relations (10/27) or by Academics (6/27) or by Deans of Faculty

(3/27). In a minority of cases where no IR Committee exists the Rector/President usually heads the IR Policy activities.

It was felt by almost everyone (26/27) that the IRO´s will play more than an 

“important” and “substantial” role in promoting and realizing International

Relations Policy, respectively. The justification for this position was:

IRO´s are involved in all aspects of international collaboration

IRO´s realize and monitor policy in collaboration with Faculties and Departments, which play a major role.

         International Relations Policy is not restricted to SOCRATES only.

The following statement from one of the Universities is an accurate representation of the reported views:

“ The leadership (higher management) of the University expects the IRO to define and propose the main lines of the institution’s internationalization strategy, in keeping with our commitments centrally and at Faculty level. To a large extent the Rector  [or Vice Rector for International Relations] and the Senate follow the IRO´s policy suggestions.


         
 The IRO´s impact for realizing the internationalization policy is based



 on its good relationship with the Faculties and Departments and their

 acceptance of the IRO´s role as path –finder, central managing unit and counseling office”.

.

In 70% of the cases the IR Committee has “executive power” to decide on policy, to allocate funds and monitor progress, after submitting its original policy statement and budget to the University’s Governing Bodies, usually the Senate.

It is considered by more than 50% of the sample that the IR Committee, where it exists,  Develops, Proposes, Approves and Monitors IR policy at Central level (20/27) and in a minority of cases (9/27) at Departmental level as well.

It is considered by most (23/27), Figure 4, that international collaboration should include “Bilateral and Multilateral Collaboration” and 21/27 “ Exchanges and Research”.  It is clear that mobility alone is not considered as the sole form of international collaboration and that “ Research Collaboration” should also be part of this effort.  As seen in Section 3.5 the interaction with the Research Directorate is very low and this is considered a handicap given the present internationalized nature of research activities.
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As regards the degree of input from various university stakeholders it appears that the “initiation” of IR Policy rests with the School/Faculty (26/27), the Rector (24/27), Vice-Rector (22/27), IR office (20/27) and Departmental Board (19/27), Figure 5.
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It appears that the School/Faculty is an indispensable stakeholder in IR policy initiation, with the other University actors playing a very important role.  However, the roles are altered when it comes to “realizing” the policy with the IRO having the major role (24/27) and the School/Faculty, Rector and Vice – Rector IR (17/27, 17/27, 16/27) having a reduced role, respectively, Figure 6.
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It is therefore clear that the IRO´s capacity to promote and realize international 

collaboration is of paramount importance.

3.1.3 Policy Issues

From the survey visits it appears that the “initiative” in promoting international collaboration rests with the Rector (75%) and equally between the Teachers and IRO (67%), with the Deans and Vice-Rector for IR having 50% and 33%, respectively.

The “degree of influence” in promoting IR policy formulation is estimated to be IR Head (30%), Rector (24%), Deans (17%) and Vice-Rector for IR and Academics (16%).

The general trend for influencing the promotion of IR policy is considered to be 57% Bottom-up and 43% Top-down.  This shows an almost equal, bi-directional approach to IR policy formulation.  It was also pointed out by very decentralized universities that in their case the influence of the “centre” in promoting policy was 90% and 10% at the periphery (Faculties/Schools/Departments).

Given the above findings it is important that the Director of the IRO is highly qualified and experienced and should possess the correct “status” within the university hierarchy in order to be in a position to realize the expected IRO role and produce tangible results.

3.1.4 IRO Budget

It appears that 75% of UNICA universities have an IRO Budget but in only 58% of cases it is controlled by the IRO Director, with explicit budget lines and terms of reference for the expenditure to be incurred. In 62.5% of the universities there are funds for mobility other than SOCRATES and in many cases there are resources available to cover other issues of IR Policy and IRO needs.


3.1.5
IRO position in University Central Administration
The different organogrammes of the central university administrations were studied.  It appears that 75% of IRO´s are mostly under the Vice-Rector of International Relations, some are directly under the Rector and others under other Academics in charge of international relations. In 25% of cases IRO´s are under the Registrar, Secretary General or Director of Administration.

Almost all IRO Directors and the “Heads” of their subordinate units appear to have, irrespective of the hierarchical arrangement, an “unofficial” direct line of communication with the academics in charge of International Relations (usually the Vice-Rector for IR). 

From the survey visits the general opinion was that the IRO Director has a position rated at 5.5/10 in the University’s hierarchy ranking, a figure which is considered low, given the key importance of the role of the IRO and its Director.

3.2      IRO Human Infrastructure
In view of the demands and expectations on the IRO and above situation it was considered important to investigate its human, physical and technological infrastructure. 

3.2.1 IRO Staff

From the results, Figure 7, it is seen that the “typical” IRO university-level staff numbers are in the range of 4-6 (10/27) and 1-3 (9/27).  It is apparent that generally the larger universities do not employ more IRO staff than those with student numbers below 25000 students. In the case of non-university graduate staff (secretarial/clerical) there does not appear to be a corresponding number, in fact there are proportionately less where as one would have expected more support staff. The findings warrant investigation in order to identify the reasons for this situation, which appears to be contrary to the usual staff structure of other administrative services.
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The same breakdown is true for the Part-time staff, Figure 8.  Another source of staff input is mainly undergraduate students, particularly in the larger Universities, where there are IRO staff (mainly students) at Faculty level.  The fact that IRO´s have a larger component of University level graduates may be partially justified by the fact that this denotes the demand, specialization and expertise that their work load entails. However, there does not appear to be available the complementary number of support back-up personnel that such staff need in order to realize their objectives. Moreover, the secretarial/clerical staff also need to be highly qualified, as shown by the results of the required competences of such staff, with knowledge of at least one major foreign language and very high IT skills in even specialist areas such as Desk Top Publishing and Web Page Design, Figure 9.
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The need for personal contact at all University levels, with foreign students, staff and institutions adds to the high level of competence, professionalism but also of an outward personality, that IRO staff should have.  Moreover, the ability to comprehend Funding Programmes, particularly those of the EU, to disseminate information, including its presentation through seminars, adds to the communication skills that all staff should have.

3.2.2 External Services

It is financially nonviable to have in-house all the different expertise required by the IRO.  The most usual forms of external services secured are:

· Graphic Artist

· Printing

· Accommodation

· Software Development

· Web Page Design

· Conference Management

In Universities were the securement of full-time foreign students is a major activity as well as the requirement for links with industry for research and other collaboration we see that external services also include Marketing and Industrial Liaison, Figure 10.
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The above two services may also be used by the “Research and Development” Office, which in most of the Universities (25/27) is under a different Directorate.  The facility for securing outside services is available to 65% of the Universities questioned, Figure 11.
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3.2.3 IRO Major Areas of Work
The following areas of work were considered to be the major fields of IRO activity:



Promoting University’s International Relations Policy



Multilateral and Bilateral Collaboration



Collection, collation and dissemination of information



Monitoring of international collaboration programmes



Production of relevant publications, printed and electronic



Execution of the decisions of the International Relations Committee



Overseas marketing of the University



International students recruitment and registration

For the IRO´s which have a wider remit and which also deal with Research support their additional fields of work includes:



Promotion of Networking and Research Collaboration



Securing sources for external funding



EU´s Framework Programmes



Liaison with Industry



Intellectual Property Rights

3.2.4 International Collaboration: EU Programmes
More than 50% of the UNICA Universities are involved through the IRO in SOCRATES, LEONARDO, ALFA, MEDA, TEMPUS, TACIS and PHARE.  Very few IRO´s are involved with the Fifth Framework Programme (2/27), Figure 12.

3.2.5 Bilateral Collaboration
Bilateral Collaboration extends far beyond that of the EU, and as can be seen from the results, Figure 13, it has a global perspective.  UNICA Universities are particularly involved in programmes with the USA, Australia, Canada, Central and Eastern European Countries (CEEC), Japan, Latin America and the Mediterranean.  However there is substantial involvement with Developing
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Countries (16/27) and Africa (13/27) as well as new in roads of collaboration with Asia (China) and UN Agencies.  From the survey-visits 74% of bilateral agreements were considered as effectively realized where as only 63% for SOCRATES.  The reasons given for the lower SOCRATES figure were inadequate student grants, housing and a “saturation” in EU Universities for this type of mobility.  It is considered that for bilateral cooperation strict scrutiny of active agreements is essential.

3.2.6 Human Development and Support

For 92% of Universities a policy of Continuous Professional Development (CPD) for their staff exists.  In 82% of cases completion of CPD courses does not lead to any financial benefit, but in 82% of cases it counts towards future promotions and in 60% of cases the effectiveness of the training received is not assessed.

In 82% of cases there are adequate funds for University level staff but 56% feel this is not so for support staff.  There is a 50% adequacy for securing funds for external services.  Overtime facility exists in 80% of cases and is required to cover an average of 9.3% of extra working time over the year.  For 62.5% of cases this is paid with time in-lieu, 25% with remuneration and 12.5% of cases have both facilities. 

3.3 IRO Technical Infrastructure
3.3.1 Computerization
Computerization is available in all universities and is used by all full-time staff to a level higher that 81.5%.  Even part-time and external staff are using IT.

Word processing, databases and spreadsheets as well as email and the Internet are widely used for the support, control and monitoring of the activities of the IRO.  Some offices are using commercially available databases whilst others have developed their own by either creating them using IRO in-house expertise (7/27) or using the expertise of other university departments (i.e. Computer Centre) or by buying external services.  The results of this activity are:





         In-house
      Outsourcing



Databases

75%

25%



Websites

74%

26%



Other IT

80%

20%

Other “external” services are mainly provided for Electronic Publishing and Web Page Design.

Electronic Publishing is used by 88% of the Universities and is maintained and updated mainly by IRO staff.  From the survey visits it appears that 67% use Desk Top Publishing methods for their publications.

3.3.2 Dissemination of Information

3.3.2.1 IRO Information Centre
For 72% of the universities the IRO´s have their own Information Centre, which in some cases provides access to on-line information through the INTERNET as well as to “paper” material.  Its value was rated above “Good” by 66.6% of those asked in the survey-visits.  The reasons given for this rating were: long opening hours, positive feed back from students, access to Internet and Database availability.

3.3.2.2 Available Information

The information provided and made available to staff and students comprises of:



University Prospectuses

81%



ECTS Catalogues

66.7%



Information Leaflets

70.4%



Outgoing Student Info Packs
74.1%



Incoming Student Info Packs
77.8%



International Networks

59.3%



Funding Agencies

44.4%



UN Agencies


18.5%

The above information, in some cases, is available both in “paper” as well as “electronic” form in the IRO Information Centre were a “bookmarked” database gives quick, easy and accurate access to partner web sites.

3.3.2.3 Location

From the Universities surveyed, the IRO´s are centrally located in 92% of the cases and of these 38% are in the Rectorate building.  In only 8% of cases they are in a Distant Annex.  Easy access by staff and students is reported by 92% of cases.

3.4 IRO Communication
3.4.1 Communication and Dissemination

Paper is still the predominant medium used for internal and external communication.  However, within the Universities, but excluding students, 26/27 use email and the use of the Internet is in very high demand for communication with the EU (23/27).

From the survey visits the following pattern was derived concerning the use of electronic means and paper for communication with:



        Individual 
        



           Staff
        Students
    Departments      Community


Electronic (%):

65

49

48

36

Paper
    (%):

35

51

52

64

3.4.2 Collection of Information

Here the use of IT falls to lower levels, except for the EU 26/27 (Internet web sites).  From the surveys it appeared that for legalistic and other reasons (Application Forms, signatures, etc) communication with students has a higher degree of paper use as well as that with University Governing Bodies.

3.5 Relationship with other Administrative Services
The contribution of other administrative services towards the objectives of the IRO, as ascertained by the survey visits, Figure 14, shows that the administrative services with a rating above “Much” are the Rectorate, Faculty/Departments, Admissions, Accounts, Finance and Accommodation.  “Considerable” contribution is given by the Computer Centre and Student Welfare/Counseling.  Personnel, Publications and the Senate have rated contribution “Little”.  The Research Unit has a surprising “Very Little” contribution, which shows that there is hardly any collaboration or synergy between research collaboration, public relations and the other international relations activities of the Universities.
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3.6 IRO Staff Skills and Qualifications
The main competencies of IRO staff have been identified and are given in Figures 15 and 16.  The following results indicate the pre-requisite qualifications that staff of university and lower level qualifications should have before entry to the Service and those that should be obtained after engagement.  Identification of these prerequisites is important bearing in mind that human development has a very high cost.
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It is clear that knowledge of at least one major foreign language and basic IT skills (word-processing. databases, spreadsheet, email, use of Internet) should be a precondition to employment, whereas Desk Top Publishing, Web Page Design, Electronic Archiving and a second major foreign language should be obtained after employment.

Knowledge in the design of dbases, Web Pages, Desk Top Publishing and electronic archiving should be acquired after engagement.  The above characteristics and demands appear to be similar for all categories of staff.

The present expertise and qualifications of university level staff in relation to their actual job content and responsibilities is considered to have a “Very Good Match” by 50% and a “Good Match” by 25%.  The corresponding figures for non-university staff are “Very Good Match” 25%, “Good Match” 35%.

From the above figures it appears that the job descriptions, qualifications and expertise of IRO personnel of all categories needs to be re examined particularly for non-university level personnel, if the staff are going to be in a position to meet the future challenges foreseen in international collaboration.

3.7 Other Related Services

3.7.1 Accommodation Office
Accommodation Offices exist in 60% of Universities and 50% have also an Accommodation/ Information Centre, whose information, for 32% of the cases, is available on the Web and in 41% of the Universities this information is also available on Databases.

3.7.2 Expected Work Load
In all areas of activities the work load is expected to increase.  Life Long Learning, Open and Distance Learning, International Masters Degrees, Mobility, Curriculum Development are activities that are expected to have an increase of 40% or more.  Collaboration with Developing Countries, Research, Internationalization of Continuing Education and Summer Courses are expected to have an increase of more than 30%.

In 67% of  the cases the IRO´s believe that they will not be in a position to meet the challenges ahead, mainly due to the reasons given below.

3.8 Future Forms of International Collaboration

The following areas were identified as those expected to have the major share of future activities in international collaboration by the year 2010, and would of course  be additional to the existing fields of international collaboration:




Life Long Learning 

Open and Distance Learning




Networking




Quality Assurance




Research Internationalization




Global Collaboration

The trend in international collaboration is considered by 85% of the surveyed Universities to be increasing.  In the opinion of those surveyed the contributions and performance of the IRO will be influenced by the following factors:

Experience of Staff


:

50%

Availability of Staff








Professional – University Level
:            
32.5%




Secretarial/Clerical

:

10%




Outside Services

:

12.8%

Updating Professionalism

:

29%

Career Incentives and prospects

:

20%

Use of new technology


.

25.6%

Overall University Policy

:

32.5%

Top level University Administration
:

34%

Availability of Funds:



Staff



:

38.8%




Travel



:

33.8%




Equipment


:

21.3%



It appears that the experience of staff, availability of funds for staff, availability of qualified and experienced staff (university level), top level University administration, overall University policy and updating of staff professionalism are the main factors, that it is considered will play a substantial role in the effective realization of international collaboration in the future.

The Bologna process is expected by about 50% of the Universities to add to their workload and in particular those activities related to Diploma Supplement, ECTS and European Degrees as well as Quality Assurance. 

Most Universities believe that the prospects of international collaboration at their Universities are Very Good (61.4%).  However, they also believe that in the immediate future they need to promote a global perspective and not be restricted to the EU alone.  For this reason it was stated that the IR structure of the Universities needs to be re-examined and reformed in order to be able to meet the challenges ahead.  It is noteworthy that at the Lisbon European Council of Heads of EU Governments, an ambitious challenge was set before the European Union, “to become the most competitive and dynamic knowledge-based economic region in the world by the year 2010”.  This is a goal, which should affect and reflect on the work content of all EU and Accession State Universities. 

4 Conclusions

From the above results it appears that as regards the mechanisms for IR Policy formulation most universities have a system by which representative participation, transparency and quality control are available, but lack the means to effectively strengthen and improve these.  The “visibility” and flexibility in promoting IR policy but most importantly in realizing it are the major obstacles and may be partly attributed to the following:

· Lack of a quantifiably verifiable University International Policy

· Lack or inadequate IRO budget allocation

· Lack of pro-active IRO approach to policy initiation

· Inability of IRO to act as promoters of “strategy” and “service” in the development and realization of international cooperation

· Inability of the Director IRO to have direct access to the IRO Budget with specific budget lines and terms of reference

· Unclear career structure for IRO staff and a commensurate “status” for the Office in the University´s Central Administration that matches its mission.

· Inadequate staff structure, expertise and competencies, particularly in support (non-university level) staff.

· User “unfriendly” physical facilities due mainly to inadequate space which is required in order to facilitate consultation and transfer of information

· Ineffective collaboration between the IRO and the Research Directorate preventing effective internationalization of research.

· Inability in many cases to secure funding for external services for specialized work or in areas which cannot be provided in-house

5 Recommendations

The Think Tank Workshop that is planned to discuss the above survey results and produce a road map, in the form of an Action Plan, so as to enhance  IRO effectiveness, should investigate, amongst others, the following issues concerning the IRO:

· Human Resources

· Infrastructure and use of new technologies

· Activities and functions

· Status within the University 

· Links with its external environment

· Mechanisms for policies development and implementation

The aim of the Workshop is to ascertain the characteristics of international collaboration by the year 2010.  This particular time horizon was chosen in the project proposal since it coincides with the various EU political objectives and goals outlined at the beginning.  Since the EU is the major regional grouping in Europe its policies and goals have a corresponding influence on the individual IR policies of Universities.  It is hoped that the “visions” exercise planned in the Workshop and the ensuing discussions and Think Tank exercises will produce the road map of “how to get there”.  

Annex I

Questionnaire 

On 

Enhancing the Role of University International Relations Offices and other related Administrative Services

	This questionnaire is intended to collect information concerning the present situation pertaining to University international offices and all the other related administrative services which support and contribute to the promotion of university international collaboration.


The data collected will be collated and presented at the EUNIRO Workshop, which will be held in Dublin in May as part of  the International Relations Officers meeting, as foreseen in our proposal submitted to the European Commission.  The information provided will be treated as confidential the data to be presented will refer to the general situation pertaining to the UNICA Universities.
A.1.
GENERAL INFORMATION

Identification of the institution

	Full OFFICAL title of the 

Institution
	


A.1.1.  Details of the contact person completing the questionnaire:

	Last and first name of the

Contact Person
	

	Title of post


	

	Tel.:
	Fax:

	Email:                                            @


A.1.2 Institutional Details and Statistics

Indicate in the appropriate box the total:

                                       1 – 10          10 – 20       20 –30 
 30 – 45     45 – 60          60+            

	Number of Students:

(thousands)          
	
	
	
	
	
	
	
	
	
	
	





    Yes            No



    Yes            No

	Under Graduate, UG
	
	
	
	Post Graduate, PG
	
	
	








(Incl. Doctoral Students)




No of Academic Staff:

(full year equivalent:)                 Ranges:     100-300          301-400            401-500           501-600       601+700

	(Includes Full & Part time staff)
	
	
	
	
	
	
	
	
	


701-1K      1001-1300        1301-1600       1601-2000          2001-2500     2501-3500     3501-5000




	
	
	
	
	
	      
	
	
	


A.1.3  Subject Areas Covered

Please indicate with an ( the subject areas taught at your university

	      Subject Area

	1. Agricultural Sciences
	

	2. Architecture, Urban and Regional Planning
	

	3. Art and Design
	

	4. Business Studies and Management Sciences
	

	5. Education, Teacher Training
	

	6. Engineering, Technology
	

	7. Geography, Geology
	

	8. Humanities
	

	9. Languages and Philological Sciences
	

	10. Law
	

	11. Mathematics, Informatics
	

	12. Medical Sciences
	

	13. Natural Sciences
	

	14. Social Sciences
	

	15. Communication and Information Sciences
	

	16. Other Areas of Studies
	

	     Please specify:_______________________________________  ______________________________________________________     ______________________________________________________




A.1.4 University Administrative Organogramme

Please attach the organogramme file of your University’s Central Administration, indicating with an “Arrow(s)” the position in the hierarchy of the International Relations (IR) and Research Offices.

If you cannot attach the file please fax it to Dr Andreas Mallouppas, University of Cyprus, Fax No.: + 357 2 488980.

B.1  Policy Formulation










   Yes

  No

	B.1.1 Is there a specific Committee responsible for International Relations?
	
	
	


B.1.1.1   If  Yes, as regards international relations policy does it :










   Yes

  No

	Develop
	
	
	

	




Propose
	
	
	

	Approve
	
	
	

	Monitor
	
	
	


At what level is this carried out?










   Yes
            No

	                                                                                 Central Level?
	
	
	

	                                                                          Department Level?
	
	
	

	                                                                                   Both Levels?
	
	
	


a) Please give its name(s): _________________________________________________________________                           __________________________________________________________________________________________________________________________________

b) Please indicate who chairs each Committee(s):             

___________________________________________________________________________________________________________________________________________________________________________________________________

B.1.1.2 If No, please give any relevant details: 

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

B.1.2 How would you rate the IR Office´s role in promoting and realising international collaboration at the international level:


   
     insignificant       unimportant            important              very important

	For promoting
	
	
	
	
	
	
	

	(input to policy)

                          negligible               limited                substantial          very substantial

	For realising
	
	
	
	
	
	
	

	(output of policy)




Justify your answer for both cases:  _________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

B.1.3  In your University how would you “define” the range of international collaboration activities (indicate  with an ( in the appropriate boxes):

	SOCRATES (exchanges) only
	

	SOCRATES and other exchanges
	

	Non-research collaboration
	

	Research collaboration only
	

	Bilateral and Multilateral Collaboration
	

	Exchanges and Research
	

	All “External” Collaboration
	

	Other, please specify :_____________________________________________________

_______________________________________________________________________




B.1.4 In your University is the initiation and/or development of international collaboration the responsibility of any of the following bodies

(indicate with ( in appropriate boxes).

                     


      School/           Depart.       

      Students      Senate         IR Office           Faculty
   Board           Rector     Vice-Rector

	
	
	
	
	
	
	
	
	
	
	
	
	


Β.1.5 Who “actually” has the responsibility of ensuring that the goals of the University´s international collaboration are realised

(indicate with ( in appropriate boxes).
                     


      School/           Depart.       

      Students      Senate         IR Office           Faculty
   Board           Rector     Vice-Rector

	
	
	
	
	
	
	
	
	
	
	
	
	


B.1.6   Is there an IRO Budget:       Yes       No

If  Yes, is this controlled by the IRO Head?   Yes   No







       

B.1.7   Does the IR Committee have “executive power”   Yes    No


B.1.8   Is there an availability of student mobility grants, other than SOCRATES,

         Yes    No

C.1  IR Office Staff

C.1.1 If an IR Office exists, please give the following statistics:

Full-Time (FT)





         0 – 3       4 – 6      7 – 10    11 – 15   16 – 20      20+

	Professional Staff*
	
	
	
	
	
	

	Secretarial/Clerical**
	
	
	
	
	
	

	Other Staff
	
	
	
	
	
	


Part-Time (PT) 





         0 – 3       4 – 6      7 – 10    11 – 15   16 – 20      20+

	Professional Staff*
	
	
	
	
	
	

	Secretarial/Clerical**
	
	
	
	
	
	

	Other Staff
	
	
	
	
	
	


(*Staff possessing University or other Higher Education Qualification)

(**Staff possessing non-University Qualifications)

Outside Services (i.e. work provided by people, including students who are not

                             permanently employed by the University)

	Total No. of Students:
	

	                            Under Graduate UG:
	

	                               Post Graduate PG:
	

	Professional:
	

	Secretarial/Clerical:
	

	Other, please Specify
	

	
	


Percentage of staff with university qualifications:________________%

Percentage of staff with pre-university qualifications_____________%

Percentage of staff with High-school qualifications_______________%










   Yes

    No

	Are any specialist, outside services secured on a contract or other basis (i.e. advertising agency, graphic artist, hostel, industrial liaison, marketing agency etc)?
	
	
	

	
	
	
	

	
	
	
	


If Yes, please specify which outside services are mostly used: ____________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

C.1.2 Please specify in not more than THREE lines the major areas of work of your IR Office:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

D.1  International Collaboration

D.1.1  European Union Programmes

Indicate with which major European Union Programmes listed below, your office (IR) is involved with and if not which other administrative services of your University are dealing with the remaining programmes:
Please put an ( in the appropriate boxes







         
                                    Other Admin. 

     IR Office                    Services

	Fifth Framework Programme
	
	

	SOCRATES
	
	

	LEONARDO
	
	

	MEDA
	
	

	ALFA
	
	

	TEMPUS
	
	

	TACIS
	
	

	PHARE
	
	


Other, Please Specify: ______________________________________________________________________________

______________________________________________________________________________

D.1.2  Bilateral Collaboration


Please put an ( in the appropriate boxes





         
            



         
           Other Admin. 

     IR Office                     Services

	Research Agreements with Industry


	
	

	Other Exchange Programmes
	
	

	Developing Countries
	
	

	Bilateral Agreements with other      

Universities in areas not covered by above
	
	

	             Africa (excluding countries bordering

                          the Mediterranean)
	
	

	             USA    
	
	

	             Australia
	
	

	             Canada
	
	


	             Central and Eastern European Countries,

             CEEC
	
	

	             Japan
	
	

	             Latin America
	
	

	             Mediterranean Countries 
	
	


Others, Please Specify: ___________________________________________________________

______________________________________________________________________________

E.1  IR Office Infrastructure
E.1.1  Use of IT








    Yes

  No

	· Is computerisation presently in use:
	
	
	


If  Yes:

At which level is it used:

	Professional/Administrative Staff:
	

	Secretarial/Clerical Staff:
	

	                  Part-time Staff:
	

	                  External Services Staff:
	


Describe type (i.e. Word Processing, Spread Sheet, Archiving records etc. Briefly describe how each type of application is used):
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

E.1.2  Office Automation










    Yes

  No

	· Use of Data Bases:
	
	
	


If  Yes, describe computer application, use and type of staff using it.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

E.1.3 Internet








    Yes

  No

	· Use of Internet:
	
	
	


If Yes, describe main use(s).
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

E.1.4  Electronic Publishing










    Yes

  No

	· IR Office Web Sites:
	
	
	


If Yes, describe, who produces, maintains and updates them.
________________________________________________________________________________________________________________________________________________

E.1.5  Dissemination of Information










   Yes              No

	· Is there an IR Office Information Centre available
	
	
	


            which provides data and publications on the various 

activities covered by the IR Office:

E.1.5.1 If Yes, what type of Information is provided.
Please put an ( in the appropriate boxes





	Other University Prospectuses
	

	ECTS Catalogues
	

	Information Leaflets                               
	

	Outgoing Students Information  Packs
	

	Incoming Students Information Packs
	

	International Networks                               
	

	UN Agencies
	

	Funding Agencies
	

	Other, please specify:____________________________________________

_____________________________________________________________




E.1.5.2 How does the IR Office communicate and disseminate information to the 

following:

Please put an ( in the appropriate boxes








Internet           Email             Paper Doc

	Governing Bodies of the University
	
	
	

	University Community, excluding students
	
	
	

	Students
	
	
	

	European Union
	
	
	

	Other External Collaborations
	
	
	


E.1.5.3 How does the IR Office collect information from within the University and from outside sources:

Please put an ( in the appropriate boxes








Internet           Email          Paper Doc

	Governing Bodies of the University
	
	
	

	University Community, excluding students
	
	
	

	Students
	
	
	

	European Union
	
	
	

	Other External Collaborations
	
	
	


E.1.5.4  Other 

· Please give other comments or examples of IR Office infrastructure.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

E.1.6
IR Office Staff competencies

In order to ensure that the IR Office is able to meet the challenges and opportunities foreseen up to 2010 their staff (professional, secretarial and others) will need to have the required level of professionalism, competence, experience and training.  The following questions are aiming to obtain your views on these staff qualities and competencies.
E.1.6.1
How important, in a scale of 1-5 (1=None, 2=Very Little, 3=Little 4=Much, 5=Very Much), do you think are the following competencies for the professional and other staff of the IR Office?

	Competence
	Professional 

Staff
	Non-Professional

Staff

	Knowledge of ONE Foreign Language
	
	

	Knowledge of TWO foreign 

Languages
	
	

	Computer Knowledge in the use of:
	
	

	                        Word processing
	
	

	Data Bases
	
	

	Spreadsheets
	
	

	Desk Top Publishing
	
	

	Email
	
	

	Web Page Design
	
	

	Electronic archiving/Filing

Use of Internet
	
	


	Others please specify:

.……………………………………..

……………………………………...
	
	

	Computer Knowledge in the design of:
	
	

	Data Bases
	
	

	Web Pages
	
	

	Desk Top Publishing
	
	

	Electronic archiving/filing
	
	

	Knowledge of the EU System and how it works:
	
	

	Personal access to key people in EU-DG´s
	
	


E.1.6.2 Based on your answers above indicate in the table below with an  ( in the appropriate boxes, how the IR Office staff should PRIMARILY obtain such competencies.  (Prerequisite Qualification: Qualification required before employment in IR Office, On-the Job Qualification: Qualification obtained after employment in IR Office).

Professional Staff

	
	Prerequisite

qualification
	Qualification 

Obtained on-the-job

	Learning of a Foreign Language
	
	

	Computer Knowledge in the use of
	
	

	Word processing
	
	

	Data Bases
	
	

	Spreadsheets
	
	

	Desk Top Publishing
	
	

	Email
	
	

	Web Page Design
	
	

	Use of Internet
	
	

	Electronic archiving
	
	

	Others, please specify:

…………………………..

…………………………..
	
	

	Computer knowledge in the design of:
	
	

	Data Bases
	
	

	Web Pages
	
	

	Desk Top Publishing
	
	

	Electr. Archiving/Filing
	
	

	Others, please specify:

…….……………………..
	
	


Non-Professional Staff

	
	Prerequisite

qualification
	Qualification 

Obtained on-the-job

	Learning of a Foreign Language
	
	

	Computer Knowledge in the use of
	
	

	Word processing
	
	

	Data Bases
	
	

	Spreadsheets
	
	

	Desk Top Publishing
	
	

	Email
	
	

	Web Page Design
	
	

	Use of Internet
	
	

	Electronic archiving
	
	

	Others, please specify:

…………………………..

…………………………..
	
	

	Computer knowledge in the design of:
	
	

	Data Bases
	
	

	Web Pages
	
	

	Desk Top Publishing
	
	

	Electr. Archiving/Filing
	
	

	Others, please specify:

…………………………..

…………………………..
	
	


Please add (not more than 3 lines) any additional comments on the above:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

F.  Accommodation Office

   Yes
  
  No

	Does the University have an Accommodation Office?
	
	
	


   Yes
  
  No

	Is there an Accommodation Information Centre?
	
	
	


      Is this computerised and available as a:














   Yes
            No

	                                                                                     Website:
	
	
	

	                                                                                   Database:
	
	
	


G.  Relationship with other administrative services

G.1.
How much do you estimate in a scale 1 – 5, the degree of involvement of the following offices in the work of the IR Office

(Scale: 1=None, 2=Very Little, 3=Little, 4=Much, 5=Very Much)

	Office
	Scale

	Accounts
	

	Accommodation
	

	Research
	

	Personnel
	

	Public Relations
	

	Student Welfare/Counselling
	

	Student Union
	


If in your university there are other offices with which your IR Office collaborates please list them and indicate their degree of involvement:
________________________________________________________________________________________________________________________________________________________________________________________________________________________

G.2
How important, in scale 1 – 5 is the service given by the following offices in the realization of the final product of the IR Office:

(Scale: 1=None, 2=Very Little, 3=Little, 4=Much, 5=Very Much)

	Office
	Scale

	Accounts
	

	Accommodation
	

	Research
	

	Personnel
	

	Public Relations
	

	Student Welfare/Counselling
	

	Student Union
	


If in your university there are other offices with which your IR Office collaborates 

please list them and indicate the importance of the service provided:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

H.
Future Collaboration

H.1.1 Work Load

By how much do you estimate that the work load of international collaboration in the different fields will increase or decrease by 2010.  Please use the following scale to show the estimated increase or decrease:






Increase

Decrease






0 =       0%

0 =       0%






1 =   +20%

- 1 = -   20%






2 =   +40%

- 2 = -   40%






3 =   +60%

- 3 = -   60%






4 =   +80%

- 4 = -   80%






5 = +100%

- 5 = - 100%

	Activities
	Increase/Decrease

	Student Exchanges
	

	Teacher Exchanges
	

	Research Collaboration
	

	Mobility of PhD and Post-Doctoral Researchers
	

	Open and Distance Learning
	

	Curriculum Development
	

	Life Long Learning
	

	Joint Degrees
	

	International Master Degrees
	

	Summer Courses
	

	Internationalization of continuing education
	

	Use of ECTS collaboration with Industry*

                              -  home industry

                              -  industries from other countries
	

	
	

	
	

	Collaboration with Developed Countries

(outside the EU, Australia, USA, Canada, Japan, etc)
	

	Collaboration with Developing Countries
	

	Other, activities, please specify
	


*
Industry in its wider sense, i.e manufacturing, banks, commerce, tourism, museums,   municipalities, cultural organizations, government depts., chambers of commerce etc.

Briefly justify your answer (not more than 3 lines)
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

     Yes

  No

	Do you believe that the present International Collaboration infrastructure at your University will be able to cope with the above demand?                                                                            
	
	

	
	
	

	
	
	


If No, why not (not more than 3 lines).
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

H.1.2 Bologna Process

Please give your opinion on the effect on the IR Office workload, competencies and required networking that the “Bologna Process” will involve.  Restrict your answer to 5 lines:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I.  General Comment (up to five lines)

Please indicate your personal view on International Collaboration by 2010 and how should Universities deal with it.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for taking the time to complete this questionnaire

**********

Annex II

EUNIRO Project Technical Committee
The following are the EUNIRO Technical Committee members:

Andreas Mallouppas (Chair)
:  University of Cyprus

Zofia Blazejewska
:  University of Warsaw

Antoinette Charon                
:  EAIE (University of Lausanne)

Kris Dejonckheere
:  Vrije Universiteit, Brussel

Roberta Evangelista
:  Universita degli Studi Roma III

Marcus Laitinen
:  University of Helsinki

Sonia Mykletun
:  UNICA Secretariat

Natalie Carton 
:  UNICA Secretariat

The 15 survey-visits undertaken by the members of the Committee are also shown below:

Andreas Mallouppas:   Universities of Athens, Autonoma and Complutense of Madrid and Lisbon

Zofia Blazejewska   :   Universities of Oslo and Stockholm

Antoinette Charon   :   Universities of Brussels (ULB and VUB) and Freie Berlin  

Roberta Evangelista :   Universities of Comenius, Eotvos and Vienna

Marcus Laitinen       :   University College Dublin and University College London

The survey visits were conducted based on a pre-prepared “Hidden Agenda” questionnaire which ensured that the complementary information collected was structured in a systematic way and was thus easily comparable.

Annex III

List of UNICA Universities which participated in an email Survey Questionnaire

on
“Enhancing the Role of University International Relations Offices

and other related Administrative Services”

The following 27 UNICA Universities participated in the survey carried out by email questionnaire:

Universiteit van Amsterdam

Universidad Autonoma de Madrid
University of Bucharest
University College Dublin
University College London
Comenius University, Bratislava

Universidad Complutense de Madrid
University of Copenhagen
University of Cyprus
Eotvos Lorand University, Budapest
Freie Universitaet Berlin
Haskoli Islands/University of Iceland
University of Helsinki

University of Latvia

University of Lausanne

Universite Libre de Bruxelles

Univerza V Ljubljani

National and Kapodistrian University of Athens

Universidade Nova de Lisboa

Universitetet i Oslo

Universitat degli Studi di Roma “La Sapienza”

Universitat degli Studi Roma Tre

University of Stockholm

Tallinn Technical University

Vrije Universiteit Brussel

University of Warsaw
Universitaet Wien
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Figure 14 - Relationship with other administrative services
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Figure 3 - Subject Areas Covered
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Figure 4 - International Colaboration
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Figure 5 - Initiation of International Collaboration
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Figure 14 - Relationship with other administrative services
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Figure 3 - Subject Areas Covered
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Figure 4 - International Colaboration
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Figure 5 - Initiation of International Collaboration
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Figure 7 - IR Office Staff
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Figure 8 - Part-Time IR Office Staff
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Figure 11 - Outside services
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Figure 9 - IR Office Staff competencies
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Figure 12 - International Collaboration
 European Union Programs
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Figure 2 - No of Academic Staff (Includes Full & Part time staff)
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Figure 10 - Outside Services
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Figure 14 - Relationship with other administrative services
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