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Foreword

Higher education institutions (HEIs) are a major source of the skills and knowledge that drive
growth and innovation in today’s economy. However, changes are needed to ensure that they
are adapted to the task of creating entrepreneurial mind-sets, stimulating business creation
and exploiting ideas in society. Many HEIs have developed innovative approaches to achieving
these goals; developing new strategies for teaching, engaging with business, internationalising
and providing new incentives to staff. New approaches must be adapted to their environments
and there is no one model that can be followed or applied at a European level. However, much
can be learned from the experience of other HEIs and from gathering and reflecting on the
views of stakeholders concerning what could be improved in their own institutions.

The European Commission and the OECD have therefore joined forces to support the devel-
opment of the entrepreneurial and innovative higher education institution through the creation
of, HEInnovate; an online guidance and self-assessment tool for stakeholders in HEls. This
follows a recommendation at the European Commission’s University-Business Forum in 2011
that the EC develop a guiding framework for HEIs wishing to develop their entrepreneurial and
innovative potential as well as the work promoted by the OECD bodies concerned with entre-
preneurship, education and local development.

HEInnovate provides access to relevant resources for further improvement and inspiration.
The tool is specifically aimed at those looking for advice, ideas and inspiration for the effective
management of institutional and cultural change.

Formally launched in November 2013, the use of the tool and demand for workshops grew at
an impressive rate throughout 2014. Workshops are one of the best ways to introduce the tool
to the target audience in higher education institutions and identify those areas that need to
be worked on or developed within an institution and its policy. This training manual has been
created at the request of HEInnovate users and HEIs to allow more people and institutions
to run their own workshops, tailoring the use of the tool to their own needs and requirements
without necessarily relying on external input.

The Manual encourages a sequential approach to the workshops to stimulate users to apply
the HEInnovate methodology to their longer-term institutional strategy. However, like the tool
itself, the Training Manual is flexible and can be used as needed.

We hope that you will find this Manual useful and engaging and that you will join the ever-
growing HEInnovate community.

Mr Sergio Arzeni Mr Adam Tyson

Director, Centre for Entrepreneurship, SMEs Acting Director,
and Local Development, OECD Directorate General for Education and
Culture, European Commission



About the manual

This manual is a guide for HEInnovate workshop facilitators (would-be and experienced
workshop facilitators). The manual provides a complete overview of the HEInnovate tool and
methodology as well as guides for three different types of HEInnovate workshops: Stage 1 -
Introduction to HEInnovate; Stage 2 - Discovery and Planning and Stage 3 - Implementation
and Impact. These workshops can be run individually or sequentially to suit the development
phase of a higher education institution.

The manual offers conceptual and methodological ideas for going through the process of
organising and running an HEInnovate workshop, as well as tools and templates for docu-
menting agreed actions and setting out future roadmaps for change.

The manual is structured as follows:

About HEInnovate Part A
About HEInnovate workshops Part B
Tools, templates and guides Part C

Guides for HEInnovate Workshops:

Stage 1 - Introduction to HEInnovate Part D
Stage 2 - Discovery and Planning Part E
Stage 3 -

General terms and conditions Part G



Part A:

HEInnovate, a guiding framework for entrepreneurial and
innovative higher education institutions

1. Introduction

1.1 What is HEInnovate?

HEInnovate is a self-assessment tool for higher education institutions (HEIs) wishing to explore
their entrepreneurial and innovative potential. The self-assessment tool has the simple purpose
of helping higher education institutions identify their current situation, respecting the local and
national environments, and from that, agreeing on potential areas for action. HEInnovate
facilitates the assessment of an HEI in a systematic way, opening up discussion and debate
associated with the entrepreneurial / innovative nature of Higher Education Institutions.
HEInnovate also provides a way of following progress over time and building a community of
practice.

HEInnovate covers eight broad areas, under which are the statements for self-assessment:

B Leadership and Governance
Organisational Capacity: Funding, People and Incentives
Entrepreneurial Teaching and Learning
Preparing and Supporting Entrepreneurs
Digital Transformation and Capability
Knowledge Exchange and Collaboration
B The Internationalised Institution

I Measuring Impact

The HEInnovate website also provides case studies and other material which give ideas,
guidance and inspiration for the effective management of institutional and cultural change.

The online self-assessment tool is freely available at: www.heinnovate.eu
1.2 What is an entrepreneurial and innovative higher education institution?

Today, more than ever in their history, higher education institutions (Universities, University
Colleges, Polytechnics, etc) are being judged by the ways in which they respond to the social
and economic needs of society. As well as education and research, there are many other
issues to address. These include for example facilitating social mobility, wider access to higher
education for disadvantaged groups, graduate employability, further to short- and long-term
contributions to national economic growth and local development, and stimulating the birth of
new enterprises and innovation in existing firms.

Being, or becoming, an entrepreneurial and innovative higher education institution is a response
to this. There is no “unique” approach, but a variety of ways in which higher education institu-


http://heinnovate.eu

tions can act entrepreneurially. For example, the way that they manage resources and build
organisational capacity; involve external stakeholders in their leadership and governance;
create and nurture synergies between teaching, research and their societal engagement, and
how they promote entrepreneurship and innovation through education and business start-up
support as well as knowledge exchange to enhance the innovation capacity of existing firms.

HEInnovate has been designed and developed as a tool to help higher education institutions
to assess what needs to change or be improved in order to address the challenges they are
facing.

1.3 The origins of HEInnovate

The European Union has along track record of supporting the modernisation of higher education
through its education and research programmes. One of the activities of the European Com-
mission is the University-Business Forum (UBForum).® Annual and thematic Forums bring
together higher education institutions, companies, business associations, intermediaries, and
public authorities, providing them with a common space at a European level for dialogue, net-
working, and the exchange of good practice.

HEInnovate began as an idea discussed at the UBForum in Brussels in 2011. A group of
participants at the event formulated a recommendation to take a closer look at the underlying
concepts and characteristics of an ‘entrepreneurial higher education institution’ and to develop
a ‘guiding framework’ that would be made available as a tool for learning and inspiration. As a
result HEInnovate was developed by the European Commission’s DG Education and Culture,
in partnership with the OECD LEED forum and a group of six independent experts.*

HEInnovate is intended for use by all types of higher education institutions in all Member
States, therefore rather than defining a single way forward, it offers a self-assessment tool and
additional guidance and good practice materials. HEInnovate enables higher education institu-
tions to assess themselves against a number of statements related to the entrepreneurial and
innovative nature of their higher education environment.

3 http://ec.europa.eu/education/tools/university-business_en.htm
4 http://www.oecd.org/employment/leed/



2. How to use the HEInnovate online self-assessment tool

2.1 Who is HEInnovate for?

HEInnovate is publicly available for any higher education institution to use. There is no restric-
tion on who uses it or for what purpose. It is available free of charge but cannot be used for
commercial purposes. It has intentionally been left open and flexible so that HElIs make the
decision on how best to organise users, analyse results and set out plans for the future.

2.2 How to register with HEInnovate?

The HEInnovate website is found at: http://heinnovate.eu. There is a ‘Sign in’ button on the
homepage of HEInnovate which takes users to the ‘sign in’ and ‘register’ page. Registration is
free, confidential and open to the general public. To register a new user account, fill out your
details on the right hand side, and pick a secure and memorable password. Click the blue
‘register’ button to finish the registration and access the website. You can also explore the
website as a ‘guest user’. This option gives you limited access to the features of HEInnovate.

Once registered, you will be signed in to your account immediately, and taken to the User
Dashboard.

Any problems with registration or queries?

If you have problems registering or have any other questions on the use of HEInnovate,
a feedback form is available on the website, or you can email your query directly to
info@heinnovate.eu
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Want to change your password / edit your profile?

Once you have logged in to the website, you can go to ‘My profile’ and change your password,
edit any other information related to your profile or delete your account.

2.3 What are the groups on HEInnovate?

The group function of HEInnovate is the best way for higher education institutions to use
HEInnovate for institutional change. Once registered, any user can set up a group (or many
groups), and thereby become a group administrator.

Group administrators can invite as many people as they like, from inside and outside of the
HEI to complete a self-assessment. Using the group function of HEInnovate is a very powerful
way to open up discussion inside an HEI. The results can be pulled together and analysed to
exploring the views from different parts of the institution, and between staff, students and even
external organisations. The group function is also used in workshops as a means of stimulating
discussion and debate.

There is a range of functions available for a group administrator and group members on
HEInnovate. The main functions, for example to create groups, manage groups and invite
individuals can be accessed from the User Dashboard.



More details about creating and managing groups are available in Features of the HEInnovate
website section of this guide (Part C).

2.4 How to complete a self-assessment?

1. Start a self-assessment

From the User Dashboard, click on ‘Start now’ to start a new self-assessment.
2. Complete your details

Please complete some basic information on your institutional affiliation on the next page to
continue to the self-assessment. You only have to complete this information once, the system
will pre-fill it for you later on.

On this page you also have to select from a drop down menu whether you want to complete
the self-assessment as an individual or as part of a group on HEInnovate, and indicate — by
ticking a box — if you wish to complete the self-assessment anonymously. As a guest user you
are by default anonymous.

3. The eight dimensions of HEInnovate

HEInnovate is divided into the eight areas or ‘dimensions’.

] Leadership and Governance: in order to develop an entrepreneurial culture in an
institution, strong leadership and good governance are crucial
Organisational Capacity: Funding, People and Incentives: key areas a higher
education institution might wish to consider to minimise the organisational constraints
to fulfilling its entrepreneurial agenda
Entrepreneurial Teaching and Learning: areas in which entrepreneurial development
can take place and tools to deliver education and training opportunities



Preparing and Supporting Entrepreneurs: ways in which HEIs can provide internal
and external opportunities and expertise to support staff or students in their career
development or enterprising individuals on their pathway to becoming an entrepreneur

Digital Transformation and Capability: the institution’s ability to integrate, optimise
and transform digital technologies to support innovation and entrepreneurship

Knowledge Exchange and Collaboration: Building and sustaining relationship with
key partners and collaborators to create value for the higher education institution and
society

[ The Internationalised Institution: the influence of the international environment on
the entrepreneurial aspects of teaching, research, talent development, new opportuni-
ties and culture
Measuring Impact: areas a higher education institution might want to measure the
impact of its activities to become more entrepreneurial / innovative

Under each of the eight dimensions, there are either five or six statements for users to consider
in relation to their institution. As the user progresses through the self-assessment, the dimen-
sions are shown in a progress bar at the top of the self-assessment pages.

The progress bar colours the current dimension being answered. The entire self-assessment
(all eight dimensions) takes around 20 minutes to complete.

What if some of the dimensions are not relevant to my HEI?

Users do not need to complete every section of the self-assessment, but can pick and
choose those areas most relevant to their institution, area of interest or objectives.

How can | complete a self-assessment?

Under each statement, there is a sliding bar which moves from n/a to 5. You can click or
drag the bar from the left to the right to indicate the score on a scale of 1-5, with 5 being the
highest score.

NIA 1 2 3
The bar can be left at n/a if the statement is unanswered or not applicable.

1 2 3 4
Once the statements in an area are assessed, click ‘Save’ and go to next section’ to continue
with another area of the self-assessment.

HEInnovate is filled in from the perspective of the individual user. There are no hard and fast
rules as to what constitutes a 1 or a 5. It is up to the individual user to decide on how well they
think their HEI is doing in relation to the individual statement. This is why when results are
brought together they can only be used for discussion and dialogue and not for the purposes
of benchmarking or ranking an institution.



4. Save and submit your self-assessment

Once you have completed the self-assessment, click on the button ‘Submit this self-assess-
ment’ to store the results.

When you have done this you cannot go back and change the answers in this particular assess-
ment but you can return to HEInnovate at any other time to access your previous results,
continue or complete another self-assessment.

2.5 How to access the results of the self-assessment completion?
1. Displaying the results

Upon completion of your self-assessment, the results are displayed, showing the average
result for each of the eight areas as well as your detailed results (i.e. the scores given for
the individual statements). If you are part of a group, HEInnovate also displays your results
compared to the group average.

You can download the charts displayed as .pdf or .jpeg files and your detailed results as
a Microsoft Excel (.xlIs) file from the ‘View and manage my self-assessments’ menu on the
dashboard.

If you are a group administrator, you will have access to the results of your entire group from
the same menu, which allows you to download the self-assessment completions of your group
in a single Microsoft Excel (.xls) file for further analysis.

2. View additional case studies and materials

Based on the results of your self-assessment, a number of case studies, videos and guidance
notes are suggested. These are being written and developed by a range of experts under the
guidance of the OECD and the European Commission. The full range of cases and guidance
notes can be accessed from the ‘Resources’ section of the website.



Part B: HEInnovate workshops

3. Why HEInnovate Workshops?

The HEInnovate self-assessment tool works best if it is used as part of a process for HEIs who
are exploring their entrepreneurial and innovative potential rather than in isolation. Workshops
are an important part of the process as they provide an opportunity for those involved to
discuss and prioritise actions for the future.

This manual provides guidance for three different types of workshops. The first workshop,
Stage 1, introduces new users to the HEInnovate self-assessment tool. The second workshop,
Stage 2, is for groups that have already used the HEInnovate tool, to identify and prioritise
actions for change. The third workshop, Stage 3, provides an opportunity to revisit action
plans, identify impact and refocus the priorities going forward. Workshops one and two can be
run independently or all three can be run sequentially.

3.1 What are the HEInnovate workshops?

The HEInnovate workshops are 1-day workshops for one or more higher education institu-
tions. For each workshop, a group of people are brought together to work with HEInnovate.
The users will have a chance to use the self-assessment tool and share experiences and
ambitions. If time is limited these can be delivered as half-day workshops.

There are three types of workshops set out in this guide, covering HEls at different stages in
their use of HEInnovate:

« Stage 1: Introduction to HEInnovate workshop

This workshop is for individuals unfamiliar with or new to the online self-assessment tool.
The purpose of the workshop is to inspire and motivate individuals towards seeing the value
and relevance of HEInnovate in an HEI and to build their understanding of why the tool
exists, what it can do and how to use it. The outcomes from the workshop are that individu-
als: understand the need for the tool and its potential benefits; are confident in using the
tool and how it might be applied in their institution and; know where they can get support
and advice.

+ Stage 2: Discovery and Planning workshop

This workshop is for individuals who have already used the online self-assessment tool and
have survey data from applying the tool within their own institution (or for a group across a
number of institutions). The purpose of the workshop is to help participants: appropriately
interpret their data after the self-assessment completion; to understand what the data may
or may not tell them about the institution(s) and the current strengths and weaknesses
across the HEInnovate eight dimensions; and to provide participants with institutional good
practice from across Europe and beyond. The output of the workshop is an action plan, with
a list of realistic actions, which allocates roles and responsibilities for implementation and
timescales. The outcome is a clear understanding of what needs to be done to make their
institution more entrepreneurial and the motivation to act.
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This workshop is for individuals responsible for, or involved in, the implementation of change
in their institution. The purpose of the workshop is: to report on progress against actions
(requires understanding the importance and establishment of monitoring and assess-
ment); to work together to overcome key challenges including the identification of drivers
and barriers; discussing the implications of actions and sharing experiences and lessons
learnt. Additionally the workshop aims to encourage institutional capacity building through
exploring opportunities for the training of facilitators to support the change process. The
outcome of the workshop is to stimulate institutional change leading to strategic impact and
a motivated peer community seeking to develop collaborative projects.

Stage 1 and 2 workshops, as highlighted, can be delivered independently, according to the
experience of the participants. The Stage 3 workshop is most useful as a follow up to workshops
1 and 2. All 3 workshops can also be run as a progressive series. For sequential workshops
the intensity of the workshops should not be underestimated in terms of the support required
for getting individuals engaged in the process. The level of interaction of the workshop facilita-
tor with the participants will change for each type of workshop. In Stage 1, the role is mainly
information provision, in Stage 2, group work becomes an important element and facilitators
will need to guide participants towards the creation of action plans, Stage 3 involves working
more intensely with small groups of participants.

Guides for the three different types of workshops are provided as part of this manual.

The HEInnovate team collect expressions of interest from HEIs that would like to explore
their entrepreneurial and innovative potential. The team also recruits institutions who would
be willing to host a workshop where several institutions from the same country or region
come together for the 1-day introduction workshop. Expressions of interest can be sent to
info@heinnovate.eu

3.2 Common elements for workshop preparation and delivery

The majority of the work involved in preparing, facilitating and capturing key findings is common
to all three workshops. This section describes those common activities, roles and resources
that can help deliver successful workshops.

There are a number of different roles for people involved in organising and delivering the
workshops as outlined in Figure 1 below. One person may hold more than one role (some of
which are optional).

11



Figure 1 Understanding workshop roles

Role Responsibilities

Pre-workshop On the day
Organiser/ Brings together the environment, the | Is a point of contact for practical
administrator timetable and manages recruitment of | matters (logistics and organisation)

the participants. May be responsible
for the budget and for production of
printed and web materials with the
facilitator. Ensure a reliable Internet

connection.

Facilitator Designs the workshop agenda and Is responsible for facilitating the
works with the organiser to recruit participants to achieve the aims of the
participants and produce resources or | workshop and ensuring feedback and
materials agreed actions are recorded

Optional

Guest speaker Preparing a speech based on a brief | Gives a motivational speech at the
from the facilitator/organiser workshop to inspire participants,

provide new thinking and inspire
future actions

Rapporteur n/a Is the person who summarises and
reports back to workshop participants
on behalf of break out groups at
plenary session(s)

Record/reporter n/a Is responsible for capturing key

(scribe) information from plenary and group
sessions

Community builder | n/a Is the person who supports par-
ticipants to join the HEInnovate
community

3.2.1 Identifying your audience and recruiting participants for the workshop

A key factor in the success of any HEInnovate workshop is the identification and subsequent
engagement of the right target audience. Each workshop might have a different audience,
depending on its objectives and can include a combination of internal and external stakehold-
ers of higher education institutions.

How do you identify the right audience?

Each workshop is unique and benefits from a different audience. The more diverse the
audience, the greater the potential of the workshop. It is recommended however to invite
as a minimum internal stakeholders of HEIs who are in a position to influence change in an
institution.

To recruit the intended audience a mixture of open recruitment and targeted invitations need to
be used. To this end the following tools have proven useful in recruiting for workshops, which
organisers/administrators might want to consider using:

+ Personal networks (the organiser/administrator and facilitator)

+ Using existing networks within the region (HE unions, learning networks or specialist
technical networks)
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+  Word of mouth — asking each participant to nominate one or more colleagues on signing up
+ E-Flyers that contain clear take-away messages and benefits of attending
+ User testimonials (see HEInnovate website)

+ Using online ticketing systems which allow participants to invite people from their social
networks (i.e. Eventbrite)

For each type of workshop there will be specific messages to help recruit the right audience.
3.2.2 Pre-workshop: Communicating with participants

Once participants are signed up it is important to have reliable contact details for them in order
to maintain an open and enthusiastic line of dialogue. Whether it is about travel, the workshop
agenda, or other activities, this open channel of communication helps the organiser/facilitator
to better prepare the participants for their workshop day.

It is helpful to think of this pre-workshop communication as comprising two distinct but related
strands

1. Logistical focus: Making sure the workshop runs as smoothly as possible
2. Content focus: Making sure maximum value is achieved from the workshop

Organisers and facilitator(s) should work closely together on the construction of the programme
and key logistics. Individual emails/letters might include both logistic and content focused
information.

Getting the logistics right

A balance of timely, useful and relevant communication from the workshop organiser/facilitator
can ensure that the workshop runs a smoothly as possible. To this end the organiser should
ensure that the following take place.

+ Create a simple database of contact details (which is kept up to date)
- Emails sent out contain clear information on who to contact for further information

+ Instructions on how to find, login and set up a group and invite participants to complete the
self-assessment on HEInnovate (as appropriate)

+ Formal joining instructions, confirming the date, time, venue, location, amenities and other
relevant information regarding the workshop

+ Reminders inviting the participants to complete the self-assessment in advance of the
workshop (make sure to let them know how long the tool typically takes so they can allow
themselves enough time)

+ Final reminder before the workshop checking people are still planning to attend

Getting the most value out of the workshop

To get the most value out of any workshop it is important that the organiser and facilitator work
together closely to plan the workshop.

13



Questions to help planning the workshop

There are many ways in which HEInnovate can be used for group assessment. Therefore
it is important to set the objectives before the workshop. This can be done through the
following set of questions

What are the overall objectives of the group exercise?
What type of participants will be coming and how big is the group?
Do you have varying expectations from different group members?

From what perspective do you want group participants to fill in the self-assessment?
(personal, faculty level, organisational level?)

5. Are there particular areas of the self-assessment which are more important for this
group than others? If so, is there extra material which needs to be prepared for the
workshop to explore these areas?

6. Are there areas which you do not need certain group participants to fill in (not relevant
for example if external individuals are taking part)?

7. How are the results going to be used? How are you going to deal with the confidentiality
of the results?

8. The self-assessment is on a scale from 1-5 (with the option of ‘not applicable’). In
advance, do you want to provide any further information on how to use the scale?

9. Willyou have an external workshop facilitator or will it be run by the group administrator?

10. How much time do you have for collecting pre-workshop input from group participants,
delivering the workshop and for post-workshop development

11. Is there a process of institutional change planned or in progress in any of the partici-
pants HEIs?

These should be discussed before the workshop and form part of the workshop planning,
tailoring of materials and decision on workshop techniques.

il

These should be discussed before the workshop and form part of the workshop planning,
tailoring of materials and decision on workshop techniques.

Once you have a group recruited it is helpful to communicate before the workshop to make
sure that (1) the facilitator understands the group that will be attending the workshop and (2)
the participants have an idea about the focus of the workshop.

The best way of doing this is for the facilitator to have one or more conversations on the
telephone with participants before the workshop. This is particularly important for the “Stage
2 - Discovery and Planning’ and ‘Stage 3 - Implementation and Impact’ workshops. Here
if there is an individual who is the project leader/coordinator for the institution or group
of institutions we strongly recommend the facilitator speak to them before the workshop.
The purpose of the conversation is to identify issues/areas of interest before the workshop
allowing the facilitator to prepare. If this is done early enough you might be able to use this
to identify a speaker (if this is planned for). It will also get the participant thinking about the
workshop.

For the ‘Stage 1 - Introduction to HEInnovate’ workshop a request that participants email in
a single question or issue/area of interest that they particularly want to focus can be a good
way to get participants thinking about the workshop before they arrive.

14



Risk assessment

Whenever you do any project it is important to evaluate the risks. There are six key questions:
(1) what might happen; (2) how big an impact will it have if it happens; (3) how likely is it; (4)
can | reduce the chance it will happen; (5) can | reduce the impact if it does happen and; (6)
am | willing to go ahead? Depending where and when you run the workshop and who the
participants are the risks to consider are iliness on the part of the facilitator, travel problems
(if in a season with bad weather or in some cases finding the venue). It is also worth consid-
ering whether any of the participants might be resistant. Talking to the organiser beforehand
can help identify this and give you the opportunity to prepare. For example roleplaying how
you might respond to difficult questions.
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3.2.3 Example of a preparation checklist

This checklist summarises the discussion above.

Preparation checklist

‘ Inc. ‘

Notes

Objectives

Agree audience

Agree specific objectives

Venue

Book venue — check size of room and availability of breakout
rooms for full period of time. Ensure layout is suitable.
Cabaret style works best for workshops i.e. tables for 4 to 8
people scattered around the room

Book wifi and other IT access. Projection facilities, voting
buttons etc if required by the venue

Book car parking

Provide maps and locations of nearby public transport,
parking and accommodation if necessary

Book refreshments and plan break times (note any
attendees with food allergies)

If you are not familiar with the venue, find out about acces-
sibility for disabled users, WCs and check for fire exits and
find out about planned fire alarms etc

Resources / equipment

Facilitator’s agenda

Printed agendas for participants

Copies of the descriptions of the 8 dimensions

Presentation

Feedback sheets

Plain A3 paper

Cohort Contact Lists — circulate to confirm information

Handouts: FAQs

Handouts: Online community and instructions on how to join

Stationery box (pens, Blu Tack, post-it notes and name
labels)

Spare flip chart paper

Pre-prepared flip charts (with key info etc)

Camera/iPads

16




3.2.4 On the day

On the day of the workshop, there are common elements that all HEInnovate workshops
should include:

1. Welcome and introduction to the workshop
2. Introduction to the tool and the vocabulary
3. Demonstration of the tool

4. Plenaries and follow on actions

Each of these is covered in more detail below.
1. Welcome and introduction to the workshop

Bear in mind that one of the key aims of the workshop is to build a community of practice and
that the workshops are designed to have practical outputs. The first impressions are important.
A professional and welcoming introduction session will help achieve this.

The introductory session should include:

+ Welcome and check everyone is at the right place
+ Logistic arrangements for the day

+ Introduction to facilitator and session agenda

+ Introductions and individual objectives

+ Ground rules

Each of these is described in more detail below. The order is not critical as long as all are
covered before the start of the main sessions.

Welcome and check everyone is at the right workshop

In some circumstances there might be many workshops or events in the same place. If this
occurs, it is helpful to check that people are at the right workshop. It is also an opportunity to
check if anyone is missing, are there people in the group who know them who can give you a
reason they are not there (they might even be able to call them for you).

Logistic arrangements for the day

This includes:

+ Fire alarms: Are any practice alarms planned, if there is an alarm where do you go and
where do you meet outside

+ Toilets: Where are they (and do you need passes to use them, to get out for breaks etc)

+ Mobile phones: We suggest you ask people to put them on silent and take any emergency
calls outside the room

+ Timing: Is everyone clear about timing, outline when you plan breaks and ending. Check if
anyone has to leave early at this point

Introduction to facilitator and session agenda

This includes: introducing yourself as facilitator and; briefly setting out the agenda for the day.

The facilitator’s role is vital in making the workshop successful. Setting out the facilitator’s cre-
dentials, aims for the day and their approach should be done as early as possible in the day to
reassure the participants that their time will be spent wisely.
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Every facilitator has a different style and should prepare in advance to make their workshops
fit for the audience and the intended outcome(s). The following guidelines provide a set of
universal standards that HEInnovate facilitators are encouraged to aspire to.

Be knowledgeable. However
the facilitator doesn’t need

to be an expert. By reading
this guidance and the briefing
documents you can maintain
consistency of knowledge
with other facilitators in other
sessions. This is particularly
important when sessions are
being delivered with participants
from several Member States.

Be curious. The facilitator
doesn’t need to be an expert in
the tool or in entrepreneurship
education in HEls, as long as
they have read the appropri-
ate preparation material and
maintain a curious outlook.
One of the common aims of the
workshops is help the partici-
pants to support each other in
developing the answers to
questions that are appropri-
ate and specific to their own
institution.

Be prepared. Spend time
considering how you need to
prepare yourself mentally for
the day. Whether you choose to
be energetic, calm, intense, or
playful, the role of the facilita-
tor can be challenging and
shouldn’t be underestimated.

Be realistic. The one day
format of the workshop isn’t
long enough to completely
provide solutions to all of the
participants’ issues. Be clear
on the focus and prioritise the
activities that will enable par-
ticipants to continue to pursue
their own aims back in their own
institutions and to engage in a
community that will continue to
encourage them to do so.

Be focussed. As a facilitator
your role is to enable the par-
ticipants to achieve the ultimate
aims and outputs of their partici-
pation. Put tools, reminders or
resources in place to help you
to do this — whether these are
notes interspersed into a Pow-
erPoint presentation or a formal
agenda.

Be flexible. Allow for flexibility
in the timetable and timelines to
allow for participants to con-
centrate on particular additional
elements or outcomes that

they wish to pursue while still
achieving the overall aims.

Introductions and objectives

To build trust among participants - especially if it is a diverse group — it is important that they
introduce themselves to one another and to you as a facilitator.

With a small group it is possible for people to introduce themselves to the whole group from
their chairs, ask them to give their name, objective for being at the workshop and, as an ice-
breaker, one unusual thing about themselves. This might be a hobby, interest or experience. It
is important that the facilitator goes first to provide an example of this and gives the participants
a sense of safety. The facilitator should write up the individual objectives put forward by the
participants on a flipchart. At the end the facilitator should run through the objectives drawing
out any themes they can see.

Another way of doing this is to encourage the participants to move around and introduce them-
selves to each other including sharing an unusual fact about themselves. Again the facilitator
should do this first to allow everyone to get a sense of what is being asked and some reassur-
ance. If this approach is used ask participants to write down a personal objective for the day on
a post-it and hand it to the facilitator before beginning the round of introductions. The facilitator
should then put the objectives on their post-its up on a flipchart and group them in themes.

For larger groups, where individual introductions might be too time consuming, this can be
done in smaller groups sitting around tables for example or using post-its which can be put
on flipcharts and the information collected summarised during the plenary. Again the facilita-
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tor should illustrate the unusual fact. Other common ‘icebreakers’ include where was your last
holiday, where was your favourite holiday, where would you most like to go?

This will help to capture everyone’s personal objectives in attending the workshop. In practical
workshops the earlier participants can start to build a sense of trust and belonging, the easier
the workshops will be to facilitate. Understanding the objectives of participation will also help
to hold people to account and keep them on track (e.g. “we agreed that we are here for ...”)
and enables checking progress within groups. This is also a good moment to find out how the
participants might already know each other through pre-existing networks or organisations.
The latter is an important point to note down for later follow up.

Ground rules

A workshop hoping to achieve practical outcomes for diverse individuals, possibly from multiple
institutions within a country, or even across borders, comes with the possibility of differences
in expectations and working culture. Setting out ground rules for the day allows these to be
overcome quickly.

Questions relating to the aims of the day, the roles of the participants, expectations of the par-
ticipants and the organisers all need to be considered by the facilitator prior to the workshop
and then discussed and/or agreed with the participants early in the day. In addition, more
practical matters, such as being on time (including coming back from breaks), politeness (e.g.
interruptions / talking over each other) and agreement on language used should be established.

Most importantly, the confidentiality of the information shared is often a critical ground rule if
people are to discuss potentially sensitive issues. For example, you might want to reassure
participants that they are free to use the information received, but neither the identity nor the
affiliation of the speaker(s), nor that of any other participant, may be revealed.

2. Introduction to the tool and the vocabulary

Each workshop will involve different types of introduction and vocabulary in line with the
intended outcomes of the different workshops. For participants coming to their first workshop,
the introduction should be longer than for a workshop with participants who are already familiar
with the tool. More about this will be mentioned under the specific workshop headings in the
pull out sections.

3. Demonstration of the tool (and the results, if applicable)
Every workshop revolves around the self-assessment tool and its use. If participants have
Note on agendas

Whether to provide an agenda or not is up to the facilitator. There are both advantages and
disadvantages to doing so. An agenda can provide structure and encourage participants to
stick to a time scale. Conversely, an agenda can lead participants to prioritise which part of
the day they wish to participate in and result in partial attendance of some of the workshop
sessions only.
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already taken part in a self-assessment exercise, the facilitator will need to be fully prepared to
interpret and explain these assessments. Following on from the demonstration of the tool, the
facilitator may want to introduce an expert speaker or a previous workshop participant who has
made progress in using HEInnovate to provide more specific insights into areas of HEInnovate
or its use in practice.

It is important to consider how much time to invest in this. For Stage 2 and 3 workshops par-
ticipants have already used the tool. Time spent on the re-introduction of the tool can be brief.
It is very important to consider the context of the participants for every single workshop.

4. Plenaries and follow on actions

Once participants have been introduced to the tool and its features (and in some cases
workshops results) and agreed on the workshop objectives, the majority of the time is set aside
for addressing the intended outcomes. The outcomes for each of the three types of workshops
are described in the detailed workshop guides, but common elements exist.

The HEInnovate workshops work well when participants split into smaller groups to discuss
issues that relate specifically to their institutions. Discussion around the findings from the
self-assessment exercise (or discussions around statements) can identify common areas
of agreement/disagreement and aspirations. A next step is to move from identified issues to
potential actions. For Stage 1 workshops, the actions relate to using the HEInnovate tool. For
Stage 2 workshops, the actions relate to putting in place the first steps for making improve-
ments at institutions within the participants’ own area of responsibility. For Stage 3 workshops,
actions will relate to overcoming institutional challenges to change and inspiring or engaging
others in their wider community.

The plenary sessions — where all participants are brought back together to share the findings
of the group activities and discussions — need to show the variance in focus but also the areas
with similarities that all groups share. The role of the facilitator here is to collate these differ-
ences and commonalities and summarise them at the end of each plenary session. This is for
two reasons: the first is to reinforce the key messages of the workshop; the second is to make
sure that the facilitator understands the outcomes being reported back.

3.2.5 Capturing the outputs

Tools and tips for engaging the attendees:

+ Build trust: Workshops of this type require trust to be built between attendees to facilitate
working together over a longer-term process. Ice-breakers and personal stories are one
way of doing this.

+ Build a social network: Prior to the workshop, start the process of setting up a space for
shared contact details and discussion. Facebook/social networks, are all examples of
doing this.

+ Build a sense of belonging: Making participants welcome and inviting them to join the
network are key steps to building the community of practice that HEInnovate seeks to
develop across Europe. Ways to do this can be through sharing common feelings/goals
and understanding that even in diverse institutions there are common problems and
common opportunities and that collaboration can be a meaningful benefit from active
engagement in a community of practice.
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+ Be motivational and inspirational: Don’t be afraid to share successes but also invite other
inspirational people to speak. The more voices on the stage the less likelihood of fatigue
in the participants.

+ Encourage activity and movement: A full day workshop can be tiring for the participants.
Cater to different preferences of the participants by providing different types of opportu-
nity for movement, participation and discussion. A variety of formal and informal spaces
for discussion, lengthy breaks after speakers and inspirational reading material, as well
as alcoves or seating with paper/ pens for personal reflection are needed in order to
provide opportunities for all participants’ preferences.

+ Variety: When undertaking feedback and plenary use a combination of personal, small
group and large group discussion and feedback. Using multiple types of feedback
resource — post-it notes for individuals, flip charts for groups, words, graphics, personal
stories, possible futures. The more levels in which the participants’ mind is engaged, the
greater the likelihood of success.

+ Shared dissatisfaction: When used carefully, asking participants to share their dissatis-
faction with the current reality in their institution can be a catalyst for discussing positive
change. This needs to be controlled carefully in order to maintain a positive environ-
ment. Ask whether areas of dissatisfaction are real or perceived and whether change is
possible or achievable.

+ Aspirational visions: If using dissatisfaction as a catalyst, also use the aspirational vision.
Ask participants to imagine the best possible future that will achieve their aspiration for
the institution. Start with a very free and inspirational vision and then ask participants to
consider what would need to change so that could be achieved.

+ First steps: Once dissatisfaction and vision are both discussed — ask participants to
consider a single first step that is required to start on the journey to change. If there is
time, this could be expanded to two or three steps. These need to be discrete, even
simple, tasks that can be measured and achieved within two weeks of the workshop.

« Stay focussed: Your role is as a facilitator and not a keynote speaker or lecturer. The
participants’ voice is most important and the sharing of hopes and fears across the
community is critical. As in all workshops, good facilitation ensures that all voices are
heard and that dialogue is not dominated by the few. This may require advance planning
in preparing sets of groups to ensure a good mix of participants in workshop activities.

Common to all workshops is the need to capture the outputs. As well as encouraging individu-
als to decide on individual first steps and set deadlines against them. The feedback from the
plenary sessions and agreement between groups or individuals to work together needs to be
captured.

This requires the facilitator to do two things:

1. Make sure actions are identified during the session. This means making sure participants
get very specific about what needs to done, by who and when.

2. Make sure these actions are recorded which might be delegated to a recorder/reporter
(scribe) as described in workshop roles.

There is also a need to agree a strategy for following up after the workshop. This might be the

responsibility of the facilitator or the organiser or one of the participants.

Identifying actions requires the facilitator to push for specificity in sessions. The more specific
the action the more likely it is that the participant will carry it out. Specificity requires the identifi-
cation of what will be done, by whom and by when. When doing this the facilitator should make
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sure participants do not leave the actions open-ended e.g. they can push for “I will talk to John
by next Tuesday to persuade them to fill in the HEInnovate tool by the end of the month” rather
than “I will talk to John”. When actions are listed on a flipchart the facilitator can go through
them and ensure there is a name and date next to each action. This moves the workshop firmly
into the realm of activity and away from theoretical or abstract thought.

There are a number of ways to record actions.

+ Action sheets: One is the use of ‘action sheets’. This manual contains an example of an
action sheet which can be filled in by the participants to outline the priority actions following
the workshop which are specific to their objectives, responsibilities and overall sphere of
influence within the institution. If using action sheets the facilitator should make time for
participants to add actions to them after each session. It can be a useful activity after coming
back from a break and at the end of the workshop

+ Photographs: Another method is the use of cameras. Most of us have cameras in our
phones and it is worth reminding people that it is quick and easy to photograph flipcharts.
The nominated scribe might even photograph the flipcharts for whoever will write up the
workshop

+ Pledge: Consider a final session where workshop attendees agree a pledge or statement
of intent. This can be shared on their social network pages, and acts as an integrity check
- are their intentions achievable? By making these commitments, the group not only starts
to form their community but also sets out common goals and aspirations that will keep them
together

+ The workshop report: It is important to produce a formal report recording not just the dis-
cussion but also the actions agreed. This would be produced after the workshop. An author
should be identified who will take on this specific action, agree by when it will be done and
also agree who will check up on the author. All the above techniques can feed into this
report. When circulating the report it is important to agree a time limit for comments/queries
after which the report becomes an agreed record of the workshop and the various commit-
ments made

+ The use of ‘I statements’: This can be a useful way to bring a workshop to a close, by
asking each participant to complete the following | statements. If it is a small group the
facilitator can write them up on a flipchart, if a larger group the facilitator can get them to
put them down on post-its, put them up and read them out to the group — it is important
that these statements are withessed to show that the participant’s time and contribution is
valued

Something | learnt today was....
Something | would do differently in the future is....
Something that surprised me today was...

Producing a forward-looking strategy is too ambitious a task for a workshop. However, HEIn-
novate has the potential to be used as a base for preparation and generation of a future
strategy for any higher education institutions that has participated in the self-assessment.

3.2.6 Post-Workshop

Before the workshop ends make the participants aware that their work is only just beginning
and that additional resources are available to support them. The facilitator can then either agree
or ask for volunteers to undertake follow-on activities. Others could also provide feedback to
attendees through various media, institutional surveys, forming groups, undertaking reviews,
staff consultations and workshops and/or preparing impact cases of users.
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There is additional case material which is made available through the website on completion
of the self-assessment. This material can be used as inspiration or as input for the discus-
sion during a workshop. The case material is organised by the areas of the HEInnovate eight
dimensions, although many of them fit more than one category. References and contacts are
also provided.

3.2.7 Evaluation, feedback and further support

In all workshops it is important to gain information on what worked and what did not, as well as
overall levels of satisfaction with the process and usefulness of the content. At the end of the
workshop a one-page evaluation form should be filled out by all the participants. Examples of
tailored evaluation forms for the different workshops are included in the individual chapters on
the three workshops.

Finally, at the end of the workshop, the material and information collected needs to be reported
back in the workshop report. This report also documents the priority areas for attention for
the higher education institutions. The workshop elements should have been structured in
order for this to be a simple task. The document may also include a roadmap of actions to
undertake, especially if the participants agreed on a set of actions. For sequential workshops,
this document can be used to set the objectives of the next workshop, as appropriate.

Participants should also be invited to give comments on the tool itself and suggest possible
changes or additions they feel might be appropriate in the future.

3.2.8 Joining the HEInnovate Community

After the workshop there is great value in the participants keeping connected. Throughout the
workshop the value of sharing experiences and aspirations will have been made clear. In the
follow up actions the participants will be invited to participate in the conversation around the
entrepreneurial and innovative higher education institution through the various social networks
and online presence that the community has:

+ LinkedIn Group: https://www.linkedin.com/groups/8132622/

« The University Business Cooperation Forum: https://ec.europa.eu/education/events/8th-
university-business-forum_en

+ The HEInnovate Website: http://heinnovate.eu

The facilitator can also encourage workshop participants to create a local HEInnovate
community. If the group has already agreed to specific actions, this could be a physical or
virtual group where they share experiences, keep connected and engaged and submit cases
for sharing. This local community can then nominate individuals to participate in the interna-
tional dialogue to save money and time whilst remaining an effective part of the international
community. There are many ways of doing this, for example by taking turns in representing
their area at the international forum meetings, by undertaking shadowing or learning visits or
providing a point of contact for the HEInnovate team.

The facilitator should also consider whether there are existing HE or entrepreneurship networks
already active in this area.
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Part C: Tools, templates and guides

4. FAQs

What is HEInnovate?

HEInnovate is a self-assessment tool for higher education institutions, which provides ideas
and inspiration for the effective management of institutional and cultural change. It is designed
to help interested organisations assess themselves against statements which are organised
under the following eight dimensions:

+ Leadership and Governance

+ Organisational Capacity: Funding, People and Incentives
+ Entrepreneurial Teaching and Learning

+ Preparing and Supporting Entrepreneurs

+ Digital Transformation and Capability

+ Knowledge Exchange and Collaboration

+ The Internationalised Institution

+ Measuring Impact

Where did HEInnovate come from?

HEInnovate began as an idea first discussed at the March 2011 University Business Forum;
a bi-annual event that brings together universities and businesses from across Europe to look
at mechanisms for cooperation and encourage knowledge sharing. A group of participants at
the event formulated a recommendation to take a closer look at the underlying concepts and
characteristics of an entrepreneurial higher education institution. The need for guidance and
support when developing or improving entrepreneurial HEIs led to the idea of a European
Guiding Framework that would be made available as a tool for learning and inspiration.

As a result an online, self-assessment tool was created together with the Organisation for
Economic Co-operation and Development. This built on the OECD’s work on university
entrepreneurship support, and the European Commission’s existing policies on encouraging
entrepreneurship in higher education. The development of the self-assessment was further
supported by a panel of external experts.

What do we mean by a higher education institution or HEI?

To avoid confusion when using HEInnovate, the term HEI (higher education institution) is used
to cover all types of higher (third level) education institutions.

For whom is HEInnovate intended?

The main target audiences are those HEI staff concerned with strategic planning and decision-
making. The framework can be used, as a formal or an informal exercise, by individuals, or at
the faculty or the institutional level. Higher education institutions may also want to bring staff
together in working groups to look at the various issues, agree on their position and identify
areas for improvement.

24



What happens to the results?

The results derived from the use of HEInnovate belong to the higher education institution. The
results are only available to the registered user or in the case of a group, to the group adminis-
trator. The registered profile gives access to all self-assessments completed by the user, which
can be used for their own internal comparative purposes. This is not a benchmarking tool; it
is a framework to help determine strengths and weaknesses and to provide higher education
institutions with access to guidance notes and good practice case studies for inspiration.

How can | use the results of HEInnovate?

The HEInnovate results can be used in a number of ways. If HEInnovate is being used by a
group of users, it can highlight different perceptions within the HEI which in turn can lead to
discussion and dialogue. The results can be used to set priorities for action, to explore key dif-
ferences in opinion and find out about areas of good practice in other parts of the institution.

If institutions set themselves roadmaps for change, HEInnovate can be used at different points
across a time period in order to assess whether the institution is progressing.

If results are made available in advance of workshops, key guest speakers can be invited to
provide external inspiration on areas of weakness identified in the results.

Do | have to share my self-assessment results?

When starting a self-assessment, users can choose to complete the self-assessment anony-
mously. The results are never in the public domain.

If one registers and completes the self-assessment as an individual, no one else has access
to the results.? If you register as part of a group, the group administrator will also have access
to your results. There is also a function which allows you to submit your results anonymously
to a group.

Self-assessments can also be completed, either individually or as part of a group, as guest
users without registration.

Can | give feedback on HEInnovate?

The HEInnovate website has a feedback section which can be filled in and the responses will
be sent to the HEInnovate Team.

5. Explanatory text for each of the eight dimensions

Leadership and Governance. Strong leadership and good governance are crucial to devel-
oping an entrepreneurial and innovative culture within an HEI. Many HEIs include the words
‘enterprise’ and ‘entrepreneurship’ in their mission statements, but in entrepreneurial institu-
tions this is more than a reference. This section highlights some of the important factors HEIs
may consider in order to strengthen their entrepreneurial agenda.

Organisational Capacity: Funding, People and Incentives. The organisational capacity of
an HEI drives its ability to deliver on its strategy. If an HEI is committed to carrying out entre-
preneurial activities to support its strategic objectives, then key resources such as funding and
investments, people, expertise and knowledge, and incentive systems need to be in place to
sustain and grow its capacity for entrepreneurship.

3 Note: The HEInnovate Team i.e. the site administrators have access to the results, in case technical assistance
is needed

25



Entrepreneurial Teaching and Learning. Entrepreneurial teaching and learning involves
exploring innovative teaching methods and finding ways to stimulate entrepreneurial mind-sets.
It is not just learning about entrepreneurship, it is also about being exposed to entrepreneur-
ial experiences and acquiring the skills and competences for developing entrepreneurial
mind-sets.

Preparing and Supporting Entrepreneurs. HEls can help students, graduates and staff
consider starting a business as a career option. At the outset it is important to help individuals
reflect on the commercial, social, environmental or lifestyle objectives related to their entre-
preneurial aspirations and intentions. For those who decide to proceed to start a business, or
other type of venture, targeted assistance can then be offered in generating, evaluating and
acting upon the idea, building the skills necessary for successful entrepreneurship, and impor-
tantly finding relevant team members and getting access to appropriate finance and effective
networks. In offering such support, an HEI should ideally act as part of a wider business support
ecosystem rather than operating in isolation.

Digital Transformation and Capability. HEIs are already deploying digital technologies,
however the uptake and integration varies among and within institutions. HEls should make the
most out of the opportunities presented by digital transformation and consider digital technolo-
gies as a key enabler. This section of the self-assessment provides a number of statements
to reflect on HEI’s digital capability, defined as the ability to integrate, optimise and transform
digital technologies to support innovation and entrepreneurship

Knowledge Exchange and Collaboration. Knowledge exchange is an important catalyst
for organisational innovation, the advancement of teaching and research, and local develop-
ment. It is a continuous process, which includes the ‘third mission’ of an HEI, defined as the
stimulation and direct application and exploitation of knowledge for the benefit of the social,
cultural and economic development of society. The motivation for increased collaboration and
knowledge exchange is to create value for the HEI and society.

The Internationalised Institution. Internationalisation is the process of integrating an interna-
tional or global dimension into the design and delivery of education, research, and knowledge
exchange. Internationalisation is not an end in itself, but a vehicle for change and improvement.
It introduces alternative ways of thinking, questions traditional teaching methods, and opens
up governance and management to external stakeholders. Therefore, it is linked very strongly
to being entrepreneurial. It is not possible for an HEI to be entrepreneurial without being inter-
national, but the HEI can be international without being entrepreneurial or innovative.

Measuring Impact. Entrepreneurial / innovative HEIs need to understand the impact of the
changes they bring about in their institution. The concept of an entrepreneurial / innovative HEI
combines institutional self-perception, external reflection and an evidence-based approach.
However, impact measurement in HEIs remains underdeveloped. The current measurements
typically focus on the quantity of spin-offs, the volume and quality of intellectual property gen-
eration and research income generation, rather than graduate entrepreneurship, teaching and
learning outcomes, retaining talent, the contribution to local economic development or the
impact of the broader entrepreneurial agenda. This section identifies the areas where an insti-
tution might measure impact.
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6. Features of the HEInnovate website

6.1 The User Dashboard

Once you have registered or logged in successfully, you will be taken to the dashboard.

The dashboard is central to all the features of HEInnovate. From the dashboard you can:

- Start a new self-assessment

+ View and manage your self-assessments - access to all self-assessments you have previ-
ously completed or started

+ Access all group-related functions, including creating a new group, managing your existing
group(s) and inviting members to your groups

6.1.1 Start a self-assessment
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By clicking on ‘Start now’, you will be asked to complete some basic information on your insti-
tutional affiliation and select whether you wish to undertake the self-assessment individually or
as part of a group. You can only complete the self-assessment as part of a group if you either
set up a group yourself or were invited to complete the self-assessment as part of a group.

You will be asked for information, including:

Your name
Whether you wish to submit this self-assessment as an individual
Your country: select from a drop down list

The name of your HEI: there are many already available from the drop down list. However if
you cannot find your institution’s name from the drop down menu, please add its full name

Role: this is your role within the HEI. There are a number of options to choose from, and
also the possibility to indicate “other”

Area of discipline: this is a selection of disciplinary areas to choose from
Faculty/Department: while indicating your affiliation to a faculty or department is not com-

pulsory, it can be very useful in a group function when you wish to compare the results at
the faculty or department level

This is also the page where you can indicate whether you wish to undertake the self-assess-
ment anonymously.
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The eight dimensions of HEInnovate

Starting a new self-assessment and submitting your details as above will take you to a page
where you can select in which area and language you would like to start the self-assessment.
Clicking on any of the sections on the diagram will start the self-assessment. More information
about each dimension is available by expanding them in the list on the left hand side of the

page.

You can also download the ‘Concept note’ from this page in a pdf.
Statements and scoring

Clicking on any section of the diagram will take you to the given dimension of the self-assess-
ment. For each of the eight dimensions there are a series of statements and a sliding bar to
indicate how you feel your institution is doing on a scale of ‘not applicable’ (n/a) to 5. On the
scale, 1 represents the lowest and 5 the highest score. For each statement, there is supporting
text to help in your assessment. If a statement does not apply to you, a score of ‘n/a’ can be
given to indicate ‘not applicable’. An example of the top two statements under the ‘Measuring
Impact’ dimension is shown overleaf.
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After completing each dimension, click ‘Save and go to the next area’. Once you have completed
all dimensions of the self-assessment, click on the button ‘Submit this self-assessment’. You
will be reminded (see below) that it is not possible to change the answers of this self-assess-
ment once it has been submitted.

Once you have submitted the self-assessment, you will be taken to the results page. Here an
overview of your self-assessment results is generated, showing your average scores for each
dimension.
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The button on the top right of the chart allows users to download their charts as a PNG or
JPEG image, a PDF document or an SVG vector image.

By clicking on the ‘Comparison’ tab, you will also be able to see your self-assessment result
averages per statement compared to averages of all other respondents on HEInnovate. This
view will also display comparisons with other group members (if you completed the self-
assessment as part of a group) and other respondents from your institution.

Recommended tailored materials

Based on your self-assessment results, you will be presented with tailored guidance materials
and case studies as well, which you can view online or download as a PDF document.
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Clicking on the ‘Detailed results’ tab shows your detailed results against each statement.
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6.1.2 View and manage my self-assessments

The ‘View and manage my self-assessments’ button on the User Dashboard provides you with
access to all self-assessments that you have started and completed.

In this menu you can:

+ Finish completing a self-assessment you have started, but have not submitted yet
+ View the results of your previous completions

+ Delete your previous results if you wish

+ Assign your completed self-assessments to groups of which you are a member

+ Download all your previous completions in a Microsoft Excel (.xIs) file
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6.1.3 Creating a new group and inviting members

To create a new group you should click on ‘Create a new group’, as shown below.
Please enter a unique group name on the next page, to create your group on HEInnovate.
Inviting members

To invite individuals to join your group, you can click on the ‘Invite members’ button, either from
the User Dashboard or you can access the same functions from within the group’s page itself.

First from the drop down menu select the group to which you wish to invite people. You are then
given two options for inviting others to complete the self-assessment as part of your group.

+ Option 1 —You can type in the email addresses of the colleagues you wish to invite to take
part in the group assessment, separated by commas, semicolons or spaces. You can also
add a personalised message and by clicking on the ‘Invite members’ button the system will
send your invitations out automatically. All of the people you have added will receive an
email with a link to the group.

+ Option 2 — Alternatively, you can copy the dedicated group link that appears at the bottom of
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Does everyone | invite have to be part of my institution?

No, who you invite is up to you. You may want to undertake an exercise with just faculty
members, with people from across the institution or with a broader group of stakeholders
including external partners for example to gain insight into their views.

What do those invited need to do?

Once a group is set up, each invited individual should login or register and start a group
self-assessment. While the link in the invitation e-mail takes invited group members to the
self-assessment completion as part of the group, if they decide to return to the website
later, they should select the right group from the drop down menu when completing the
self-assessment.

Each individual has a choice of completing the self-assessment anonymously or as a guest
user. If they check the anonymous box or use the guest option, the group administrator will
still receive the self-assessment results but will not know who completed them. Completions

by guest users are automatically deleted from the system after 90 days.

How are the results displayed for the group administrator?

The group administrator has access to all of the group results. The group results can be
downloaded in Microsoft Excel (.xIs) file.

the window, and you can circulate the link in an email to all the colleagues you wish to invite
to join your group.
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6.1.4 Managing your groups

You also have access to the group management-related functions on the User Dashboard.

This menu takes you to a list of all the groups you are either managing or where you are a
member.

You can manage your individual groups, view the group message boards or, if desired, delete
the groups you have established. To perform actions related to a specific group e.g. see the list
of your group members, view self-assessment completions, send out reminder e-mails, access
the group results or remove people from your group, click on the ‘Manage’ button.
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In your group results, you can see an overview of all completions across the eight dimensions.
In addition, you can select any of the dimensions to see and download detailed group results
(by number of scores or by stakeholder type) as shown on the second and third charts below.
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6.2 Resources

The Resources page presents an ever-growing set of case studies, user stories and other
resources, which highlight examples of practices from around Europe. In addition guidance
notes covering every statement for all eight dimensions of the self-assessment can be accessed
here.

Resources can be filtered by document type, HEInnovate dimension, area of discipline, country,
or alternatively queried by keywords. All materials can be viewed online or downloaded.
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In addition to materials in the Resources section, there are videos available to watch online in
the Digital resources tab.
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6.3 Training materials

Here you can download the HEInnovate Training Package, and you will find everything you
need to organise your very own HEInnovate workshop. This Manual is part of the Training
Package and can be downloaded from this page as well.

The Training Package contains five elements:

A general presentation, which covers the background of HEInnovate and provides a brief
overview of the eight areas of the self-assessment. Use the presentation as you see fit and
tailor it to suit your workshop

The Workshop Training Manual i.e. this document

The workshop guides, which are chapters from this Training Manual, providing advice and
ideas on how to run the three different types of HEInnovate workshop, set the agenda and
whom to invite

The evaluation forms, which help collect feedback from workshop participants. They are
tailored to the different workshop types, and include an action sheet you can use to capture
the actions agreed on by participants during the workshops

The eight dimensions document, which provides an overview of
the eight areas of HEInnovate and lists the statements found in
the self-assessment. It is available in all EU languages

6.4 News and events

The next button in the navigation bar will take you to the News & Events section of the site,
where you can see the latest updates about HEInnovate and access the media gallery.
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6.5 About HEInnovate

The About HEInnovate section provides information about HEInnovate, gives access to a
contact form, showcases testimonials regarding the use of the self-assessment from across
Europe, describes the privacy policy of the site and presents the profiles of HEInnovate experts.
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Parts D, E and F:
The workshop guides

The three workshop guides are provided as individual ‘pull-out’ sections and are self-contained.

All guides should be used in conjunction with the general section on running and facilitating
HEInnovate workshops.

+ Part D is the guide for the Stage 1 - Introduction to HEInnovate
+ Part E is the guide for the Stage 2 - Discovery and Planning workshop
+ Part F is the guide for the
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7. Part D: Guide for Stage 1 Workshop — Introduction to
HEInnovate

7.1 Purpose

The ‘Introduction to HEInnovate’ workshop (Stage 1 workshop) is aimed at people who are
new to or unfamiliar with HEInnovate. This can be for people within one HEI, either focused on
a particular department or unit or from all parts of the organisation, or from multiple institutions.

7.1.1 Objectives of the workshop

Objectives

+ To introduce participants to HEInnovate, its benefits and limitations, including the objec-
tives of the sequential workshops

+ To provide people with an opportunity to become familiar with the self-assessment tool
and methodology

+ To explore the eight dimensions of the self-assessment tool

+ To advocate and explain the concept of the entrepreneurial university

+ To provide an opportunity for dialogue and debate

+ To make the participants aware of the wider network and community of practitioners

Optional (if there are external speakers)
+ To expose participants to experienced thought leaders and practitioners
Optional (if this involves several HEIs)

+ To introduce initial activities for preparing to complete the tool in their own institution

7.1.2 Expected outcomes of the workshop
The expected outcomes of the workshop are:

+ Participants become familiar with HEInnovate and understand how it can help them with
developing a more entrepreneurial approach within their area of responsibility

+ Participants discuss and debate the areas of the framework and feel able to prioritise areas
for action for their areas of responsibility

+ Participants are able to identify real actions and what they would do to ensure implementa-
tion

7.2 Preparing for the workshop
7.2.1 Whom to invite?

Invitees can be from a single institution, or from multiple institutions. The workshop is aimed at
providing an overview of the HEInnovate tool and its potential use. Therefore all different types
of stakeholders, both internal and external, involved with HEIs are welcome.

7.2.2 How to set an agenda?

‘Introduction to HEInnovate’ workshops can be one day or half a day, depending on the time
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available. If the session lasts a whole day, involve an external speaker who can bring insights
which are relevant to the audience. The workshop is a mixture of plenary and breakout
sessions. The following gives some ideas for the sessions during an ‘Introduction to HEInno-
vate’ workshop.

It is recommended that the agenda for the Stage 1 Workshop contain the following:

* Introduction and welcome

+ lIcebreaker

+ Agreeing expectations and roles for the day
+ Introduction to the tool

+ Example of real results and case studies of how the assessment translated into action
(possibly a guest speaker)

+ Participants discuss and debate the areas of the framework and feel able to prioritise
areas for action (breakout groups followed by a plenary session). May be repeated for
different dimensions of the tool

+ Participants are able to identify real actions, and who would implement them at the HEIs.
Discussion at the plenary session encourages sharing as well as agreeing on follow up
activities

+ Conclusions from the day — short summary by the facilitator followed by agreement on
next steps and introduction of follow up activities

7.3 Delivering the workshop

As well as using all the common elements of the workshop identified in Part B, Stage 1
workshop requires the following specific elements:

7.3.1 How to use HEInnovate in a Stage 1 workshop - Introduction to HEInnovate

Every workshop revolves around the use the HEInnovate self-assessment tool and self-
assessments from participants coupled with the facilitator’s ability to interpret and explain
these assessments. It is recommended that the facilitator may want to introduce an expert
speaker or a previous workshop participant who has made progress in using HEInnovate to
provide additional insight into the areas or implementation. For the Stage 1 workshop: Intro-
duction to HEInnovate, it is possible that there are no self-assessment results available and
some patrticipants may be unfamiliar with HEInnovate.

Therefore a live demonstration of the website may be interesting alongside the online video.
Useful resources

For this first introductory workshop it is a good idea to have web-ready devices available for
participants who may wish to complete the tool during, or directly after, the workshop. Whether
on tablet, laptop or fixed computers, enabling activity and direct engagement with the online
tool is an important factor and provides a foundation upon which workshop discussion can be
drawn out.

Case studies are also useful. Having summaries of these available as printed out and laminated
sheets, or even as posters is useful to motivate participants’ thinking.
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If participants have not filled out a self-assessment, or seen HEInnovate:

In the case where participants have not seen HEInnovate or filled out the self-assessment,
handouts containing the list of statements can be a good way of helping people to get up to
speed and work well in the breakout sessions, even without access to Internet. More time may
be needed for users to familiarise themselves with the terminology.

Another way of reducing the time needed to familiarise users with the self-assessment tool is
to only assign one area for each breakout group to look at. Depending on the audience this
may require the breakout session to be repeated to enable participants to explore more than
one dimension of the tool.

7.3.2 Role of the facilitator in the ‘Stage 1 - Introduction to HEInnovate’ workshop

In the ‘Stage 1 - Introduction to HEInnovate’ workshop, the facilitator has the role of intro-
ducing the tool and all its features. Additionally the facilitator needs to set the objectives of
the breakout groups clearly to the participants, prepare potential questions for discussion,
circulate and engage with participants and lead the report back to the plenary and prioritisation
of actions.

7.3.3 Plenaries and follow on actions

As described in Part B — Common Elements, the HEInnovate workshops work well when par-
ticipants split into smaller groups to discuss issues that relate specifically to their own roles
and institutions. This provides an opportunity to see what issues are in common with other
participants and how they perform in comparison to others. Discussion around the findings
from the self-assessment exercise and particularly relating to the eight dimensions can bring
out common areas of disagreement and aspiration. A second stage of discussion, where
participants discuss possible first steps, leads to achieving the objectives of the HEInnovate
workshops. For Stage 1 workshops, actions should as a minimum relate to using the tool for
the first time and engaging staff from within the participant’s institution to do the same and
sharing and disseminating the findings with others.

For the introductory workshop a presentation on HEInnovate, the concept of the entrepreneur-
ial university and the results of the self-assessment exercise (if available) can be presented in
PowerPoint or equivalent.
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Suggested sessions for Stage 1 workshop

Please note that timings are indicative only. We recommend you set timings yourself based on
your experience and the particular group.

- areas of the self-
assessment based
on scores/types of
individuals

Sessions Suggested timings | Notes
for for a day
half-day
Introduction 09:15 09:15 A welcome and introduction including logistics
for the day, introducing facilitator and agenda,
introductions and individual objectives and ground
rules
Plenary session 1 10:00 10:00 A presentation on the use of the HEInnovate, its
- Introduction to HEIn- structure and its aims and objectives
novate and overall
presentation of the objec-
tives of the workshop
Presentation of the 10:20 10:30 Examples results (e.g. from an individual or test
results from an example group) will be presented to the participants, high-
self-assessment exercise lighting how the data show areas of strength and
areas for potential improvement. If using a group
example (an example is available on the website),
the charts can be used to show differences and
other patterns within the aggregate results that
have emerged by comparing data sets. This
should demonstrate the value of the tool to new
and potential users.
Break 11:00
Questions arising from
the process
10:40 11:20 Time should be allowed for first observations
on the results of the self-assessment as well as
questions. Additional information may be asked of
the Plenary to judge their first reactions which can
then be fed into the work of the break out groups.
Break 11:00
Speaker 12:00
Lunch 12:30
Break out groups 11:20 13:30 For the break out groups there needs to be a

nominated moderator to guide the discussion.

For each break out group only a selection of the
self-assessment statements can be tackled in
the given time. If there are two sets of break out
groups, participants can rotate and explore a
further dimension of the tool.
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Sessions Suggested timings | Notes
for for a day
half-day
Plenary session 2 — 12:00 14:30 This provides the opportunity for each group to
report back from the report back on the main identified strengths and
break out groups weakness. This can be listed by the facilitator
using an interactive board or post it notes for
example.
The report back can cover: Overall discussion
points; issues identified in the understanding of
the results — agreements and disagreements;
identified strengths of the institution(s); identified
weaknesses; identified actions; prioritisation of
action
Break 15:00
Exploring the strengths, | 12:20 15:15 A facilitated session exploring the identified
weaknesses and priori- strengths and weaknesses with questions from
ties for action the groups. If necessary, a final prioritisation can
be undertaken with the whole group
Close - Final questions — | 12:40 16:00 A facilitated discussion on how the participants
the way forward would like to move forward by applying the
tool, including interest in further HEInnovate
workshops (sequential approach)
End 13:00 16:30

Potential areas for discussion during the break out groups

+  What was taken into consideration when scoring the statements?

+ Are there significant differences in views on the scores between participants?

+ With the benefit of this discussion is it possible to come to more consistent views?

+  What are the areas of strengths which can be considered good practice by the HEI?
+ What are the areas in need of improvement that should be addressed by the HEI?

+ Focusing on the key areas for improvement, which are the highest priority?

+  What are the barriers to making improvements in these areas?

+  What enabling factors can facilitate change and address the areas identified?

+  What could/should we now do?

7.3.4 Capturing the outputs

As well as encouraging individuals to take individual first steps, the overall feedback from the
plenary sessions and agreement between groups or individuals to work together needs to be
captured.

For the ‘Stage 1 - Introduction to HEInnovate’ workshop the aim of the facilitator is capture the
willingness and likelihood of the participants to use the tool within their organisations and the
first steps or aims they hope to achieve as a result of doing so.

Part B on the common elements contains more generic information about capturing the outputs.
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7.4 What happens next?
7.4.1 Next steps

Depending on the commitments made during the workshop, all participants should be contacted
after the workshop and provided with the presentations and the workshop report. Additionally,
plans for scheduling the next workshop can be made, if applicable.

The facilitator should ideally ensure that the HEInnovate team can benefit from the knowledge
gained during the workshop. Feedback would be much appreciated and can be shared by
using the info@heinnovate.eu email address.

See Part B for guidance on what to do once the workshops are completed.

48


mailto:info@heinnovate.eu

8.

Part E: Guide for the Stage 2 Workshop — Discovery and

Planning

8.1 Purpose

This is a workshop for people familiar with and already using HEInnovate for self-assessment
with aspirations to improve their organisation’s practice as an entrepreneurial HEI. This can be
for single or multiple HEIs engaging a diverse range of internal and external stakeholders. This
might include staff from the institutions’ central management and/or administration, faculty and
students, as well as external business, NGO partners and policymakers.

8.1.1 Objectives of the Stage 2 workshop

Objectives

To (re-)introduce participants to HEInnovate, its benefits and limitations

To stimulate thinking about the meaning of the entrepreneurial HEI and how this relates
to the workshop patrticipants

To identify the importance and benefits of developing a more entrepreneurial culture and
environment across the participants’ institution

To explore how HEInnovate data can be used to identify priority areas for improvement
across the eight dimensions of the self-assessment tool

To help participants recognise and strive for achievable but ambitious targets in pursuing
a more entrepreneurial HEI

To encourage dialogue and sharing of experiences to develop ideas for action for imple-
mentation at the participants’ institution

To make the participants aware of the wider network and community of practitioners

Optional (if this involves several HEISs)

To provide participants with examples of other institutional cultures and approaches

8.1.2 Expected outcomes of the workshop

The expected outcomes of the workshop are:

Participants understand the concept of the entrepreneurial institution and how this relates
to their own institution

Participants understand the importance of HEInnovate as a catalyst for institutional change
Participants understand how to interpret data and are aware of its limitations
Participants discuss what the tool can tell them about their own organisations

Participants have identified priority areas for development and can articulate ideas for how
to improve these areas at their institution, including allocated resources

8.2 Preparing for the workshop

8.2.1 Whom to invite?

Invitees can be from a single institution, or from multiple institutions. This workshop will focus
heavily on staff and stakeholders that are already aware of and/or using the HEInnovate tool.
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These could be people that have attended a Stage 1 workshop. Whether in teaching and
learning, research or administrative roles, this workshop is designed to help those able to
influence and/or change aspects of the operations and practices of the HEI.

8.2.2 Communications and preparations beforehand

The common elements for workshop preparation can be found in Part B of the manual. For
the ‘Stage 2 - Discovery and Planning’ workshop it is also recommended to ask participants
to submit their HEInnovate self-assessments through the website before the workshop. These
results provide a very useful input to the discussions, highlighting the main differences in
stakeholders’ opinion, and some of the key strengths and weaknesses of the participating
institutions.

Participants can also be asked to volunteer questions they would like to address about imple-
mentation or share their existing or intended plans to deliver a more entrepreneurial, innovative
HEI. This can be used as discussion material at the workshop.

For this workshop in particular it is useful for the facilitator to speak to the ‘project lead’ to get
information about where the group is in terms of progress, motivation and potential resistance.

8.2.3 How to set an agenda?

‘Stage 2 - Discovery and Planning’ workshops can be one day or half a day, depending on the
time available. If the session lasts a whole day, it might be interesting to involve an external
speaker who can bring insight relevant to the audience for example through sharing results
and case studies, showing how the assessment can lead to implementation. Like the introduc-
tory workshop, this works best as a mixture of plenary and breakout sessions. The following
gives some ideas for the sessions during a Stage 2 workshop.

It is recommended that the agenda for the Stage 2 workshop contains the following:

+ Introduction and welcome

+ Icebreaker session

+ Agreeing expectations and roles for the day

+ Introduction to suitable uses for the tool and limitations

+ Example of results from participants and case studies of how the assessment can lead to
implementation (possibly a guest speaker)

+ Participants discuss and debate the areas of the framework related to operations and
implementation (breakout groups followed by plenary). May be repeated for different
dimensions of the tool

+ Participants consider ambitions and aspirations which are realistic and achievable

+ Participants consider real actions, and methods of implementation at their HEI(s). A
discussion with plenary to encourage sharing as well as enable follow up

+ Conclusions from the day — short summary by the facilitator followed by agreement on
next steps and introduction of follow up activities such as the development of a roadmap
or action plan

50



8.3 Delivering the workshop

As well as using all the common elements of the workshop identified in Part B on common
foundations, the Stage 2 workshop requires the following specific elements.

8.3.1 How to use HEInnovate in a Stage 2 workshop - Discovery and Planning

The Stage 2 workshop uses completed assessments which provides the opportunity to base
the discussions on the real results of the participating organisations (and their stakeholders).
Key differences across the eight areas can be explored, within the results of a single institution
or across all participating HEIs. While the completions offer the possibility to discuss all eight
areas, it also enables participants to focus on sections of most relevance.

Useful resources

Handouts containing the list of statements can be a very useful way of reminding participants
of the content and they work well in the breakout sessions. In addition, making available best
practice examples is also useful to motivate participants’ thinking.

8.3.2 Role of the facilitator in the ‘Stage 2 - Discovery and Planning’ workshop

While an institutional host (administrator/organiser) may prepare the workshop, the facilities
and invite participants, the facilitator has a more specific role than just explaining the tool and
all its features and leading the report back to the plenary and prioritisation of actions. The
facilitator also needs to set the objectives of the break out groups clearly and prepare potential
questions for discussion based on the analysis of the self-assessment completions prior to the
workshop.

8.3.3 Plenaries and follow on actions

As described in Part B — common elements, HEInnovate workshops work well when par-
ticipants split into smaller groups to discuss issues that relate specifically to their institutions
as well as those that show similarities with others. Discussion around the findings from the
self-assessment exercise and particularly relating to the relevant dimensions can bring out
common problem areas and common aspirations. Discussion should be encouraged where
participants discuss possible steps and actions. These should as a minimum set ambitions or
aspirations for improvement, allocate roles and responsibilities for implementing the actions
identified, disseminate the findings within the institution. Follow on actions can use the data to
prioritise activities within their own institution(s).

For the ‘Stage 2 - Discovery and Planning’ workshop an introductory presentation on HEIn-
novate, the concept of the entrepreneurial university and the results of the self-assessment
exercise can be presented in PowerPoint or equivalent. However, the facilitator and organiser
should discuss this and make sure it is appropriate. It is important not to go over something
the participants already know in a workshop for which people will have made an effort to find
time to attend.

In a Stage 2 workshop participants might have preferred areas of the self-assessment they
wish to discuss during the workshop based on their roles in the organisation. Again this high-
lights the advantage of the facilitator communicating with the project lead or similar before the
workshop.
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Suggested sessions for Stage 2 workshop

Please note that timings are indicative only. We recommend you set timings yourself based on
your experience and the particular group.

Sessions Suggested timings | Notes
for for a day
half-day
Introduction 09:15 09:15 A welcome and introduction including logistics
for the day, introducing facilitator and agenda,
introductions and individual objectives and ground
rules
Plenary session 1 — (re-) | 10:00 10:00 A welcome and introduction, a presentation on
introduction to HEIn- the use of the HEInnovate, its structure and its
novate, its uses and aims and objectives. This presentation should
limitations and overall give the facilitator the opportunity to set the tool
presentation of the objec- in context and manage the expectations of the
tives of the workshop workshop participants.
Presentation of the 10:15 10:20 The results of the self-assessment will be
results of the group self- presented to the participants, highlighting areas
assessment exercise of strengths, weaknesses, disagreements and
other patterns which are clear from the aggregate
results.
Break 11:00
Questions arising from 10:45 11:15 Time should be allowed for first observations
the process on the results of the self-assessment as well as
questions. Additional information may be asked of
the Plenary to judge their first reactions which can
then be fed into the work of the break out groups.
Break 11:00
Break out groups - on 11:15 11:45 For the break out groups there needs to be a
individual dimensions of nominated moderator to guide the discussion.
the self-assessment Which break out group participants might choose
to join should be considered beforehand.
For each break out group a selection of the self-
assessment statements can be chosen to focus
on in the given time. If there are more sets of
break out groups, participants can rotate.
Lunch 12:30
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Sessions Suggested timings | Notes
for for a day
half-day
Plenary session 2 — 11:45 13:30 This provides the opportunity for each group to
report back from the report back on the ways in which data can be
break out groups interpreted and used, what the tool is able to tell
them about their own institutions and the actions
identified for implementing changes.
This session can stray into areas of strategy and
the facilitator should be careful to encourage
participants to discuss the areas over which they
have influence or control.
The report back can cover: overall discussion;
issues identified in the understanding of the
results — agreements and disagreements; identi-
fied actions; prioritisation of actions.
Break 15:00
Exploring the strengths, | 12:15 15:15 A facilitated session exploring the identified
weaknesses and priori- strengths and weaknesses with questions from
ties for action the groups. If necessary, a final prioritisation can
be undertaken with the whole group.
Close - final questions — | 12:30 16:30 A facilitated discussion on how the individuals
the way forward or the HEI(s) would like to go forward in imple-
menting the actions, including interest in further
HEInnovate workshops and building or joining
communities of practice.
End 13:00 16:30

Potential areas for discussion during the break out groups

+ What do responses to the self-assessment using these statements tell us about an (the)

institution(s)?

+ If individuals are giving different or inconsistent scores within an institution(s), what are the

reasons for this?

+ Can the group agree on areas of strengths, which can be considered good practice by the

HEI(s)?

+ Can the group agree on areas of weakness, which need to be addressed by the HEI(s)?
+ Focusing on the areas of weakness, which are the highest priority?

What are the barriers to improving on the areas of weakness?

What are the enabling factors, which can facilitate change and address the areas of
weakness identified?

What are the areas for change that the participants are able to control or influence?

8.3.4 Capturing the outputs

As well as encouraging individuals to take individual next steps and set deadlines against
them, the overall feedback from the plenary sessions and agreement between groups or indi-
viduals to work together needs to be captured.

More guidance about capturing outcomes and enhancing follow up activities can be found in
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Part B on common elements for workshop preparation and delivery.
8.4 What happens next?
8.4.1 Next steps

All participants should be contacted after the workshop and provided with the presentations
and headline action points. Although this ultimately depends on the commitments made during
the workshop, follow up is important to encouraging commitment to action. Additionally, plans
for scheduling a follow-up workshop can be made, if applicable.

The facilitator should ideally ensure that the HEInnovate team can benefit from the knowledge
gained during the workshop. Feedback would be much appreciated and can be shared by
using the info@heinnovate.eu email address.

See Part B on common elements for further guidance on activities that need to be undertaken
after the workshop is completed.
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9. Part F: Guide for the Stage 3 Workshop — Implementation
and Impact

9.1 Purpose

This workshop is designed as a follow-up activity building on the ‘Discovery and Planning’
workshop (as described in Part D of this manual). The workshop is aimed at understanding
the progress made as a consequence of the action plan and/or roadmap developed at the
‘Discovery and Planning’ workshop. This workshop provides an opportunity to refine the action
plan going forward and explore the success and failures that influenced the implementation of
the actions proposed.

This guide for Stage 3 workshop is written for participants from a single institution. If there are
multiple HEIs involved, the format will differ slightly and groups for discussion might need to be
established around common themes from the action plans.

9.1.1 Objectives of the Stage 3 workshop

Objectives

+ To report progress against actions (requires understanding of the importance of monitor-
ing and assessment)

+ To work together to overcome key challenges, including the identification of key drivers
and barriers

+ Discuss the implications of actions, sharing experiences and lessons learnt

+ Encourage institutional capacity building through exploring the opportunities for training
of institutional facilitators to support the change process

Optional (if this involves several HEls or participants from different countries)

+ To share experiences and build a peer community

9.1.2 Expected outcomes of the workshop
The expected outcomes of the workshop are:

+ Sharing achievements of the action plan, highlighting key successes
+ Reassessing and refocusing priorities for actions based on progress made
+ Building a motivated peer community seeking to develop collaborative projects

9.2 Preparing for the workshop
9.2.1 Whom to invite?

Those who have been involved in the implementation of the action plan, including for example
HEI leaders, members of governing bodies, deans, heads of departments and centres for
research, enterprise, teaching and learning, knowledge exchange, SME development, inter-
nationalisation, staff development and other professional service areas.
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9.2.2 Communications and preparations beforehand

Since this workshop builds on the achievements of the action plan, as agreed on during the
‘Discovery and Planning’ workshop (Stage 2 workshop), it requires input from the participating
institution. As well as completing the self-assessment again to identify progress and enable the
analysis of the change, participants will be also required to prepare the following:

+ Abrief presentation on the action plan and stakeholder involvement
+ Overview of the actions and activities undertaken as a result of the action plan
+ Key successes and main drivers/barriers

The facilitator should also have access to the workshop report from the ‘Discovery and Planning
workshop and have a conversation with the project lead before the workshop.

9.2.3 How to set an agenda?

‘Implementation and Impact’ workshops can be one day or half a day, depending on the time
available. The workshop is a mixture of plenary and group work. The following gives some
ideas for the sessions during a strategic impact workshop.

It is recommended that the agenda for Stage 3 workshop should contain the following:

* Introduction and welcome
+ Defining expectations and outcomes for the workshop

+ Introduction (or reminder) of the entrepreneurial institution concept, its importance, and
the benefits of using HEInnovate as a catalyst for change

+ Presentation of the self assessment data overtime, and analysis of change

+ Presentation of the action plans agreed on during the implementation workshops,
including key success factors, driver/barriers identified, incentives and rewards

+ Examples of institutional good practices (e.g. case studies and invited guest speakers)
+ Discussion, refining/refocusing priorities for change
+ Conclusions from the day — including agreement on the next steps

9.3 Delivering the workshop

As well as using all the common elements of the workshop identified in Part B on common
elements, The Stage 3 workshop requires the following specific elements:

9.3.1 How to use HEInnovate in a Stage 3 workshop - Implementation and Impact

Stage 3 workshop uses a series of completed assessments which provides the opportunity to
base the discussions on the real results of the participating organisations (and their stakehold-
ers) overtime.

Handouts of the previous action plans can be a very useful way of reminding participants of
the agreed activities, roles and responsibilities within the institution(s). In addition, making
available best practice examples is also useful to motivate participants’ thinking.

In addition for Stage 3 workshop if an external speaker is involved, he/she should be an
institutional leader who can clearly demonstrate how they have shaped their institution and
the benefits achieved from becoming a more entrepreneurial/innovative organisation. The
important point is that the speaker must be relevant for the audience and have credibility.
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9.3.2 Role of the facilitator in the ‘Stage 3 - Implementation and Impact’ workshop

In the ‘Implementation and Impact’ workshop the facilitator will focus more on bringing out the
concerns, challenges and aspirations of the participants and focus less on the mechanics of
HEInnovate. Additionally, the facilitator needs to set the objectives of the group work clearly
to the participants, prepare potential questions for discussion, stimulate input from the patrtici-
pants and lead the report back from the group work to the plenary and support the development
of the next steps.

For this workshop it is worth considering an internal facilitator. Internal HEI staff have proved
themselves the most effective agents of change in the use if HEInnovate in practice. Someone
with experience of entrepreneurial behaviour, innovation and change as well as facilitation
would be ideal. It might also be possible to have two facilitators for this type of workshop.

9.3.3 Plenaries and group work

For Stage 3 workshop, discussions should focus on achievements, stimulating organisational
and cultural change. Additionally, it needs to explore how the institutions progress towards
their goals, how they monitor and assess their achievements and how they incentivise and
reward progress.

Sessions Suggested timings | Notes
for for a day
half-day

Introduction 09:15 09:15 A welcome and introduction including logistics
for the day, introducing facilitator and agenda,
introductions and individual objectives and ground
rules

Plenary session 1 10:00 10:00 Welcome, presentation of workshop objectives

— Recap on the entrepre- and a recap on the entrepreneurial institution

neurial institution concept concept, why it is important in the 21st century

and its importance and the relevance of HEInnovate as a catalyst for
change

Review of the results 10:10 10:15 The results from the self-assessment exercise —

of the self-assessment comparison over time - will be presented to the

exercise participants, in particular highlighting areas of
change

Break 11:00

Presentation of the action | 10:40 11:15 Participants should present their action plans and

plan and the impact the respective impact

Break 11:00

Questions arising from 11:15 11:40 Time should be allowed for first observations on

the process the results of the self-assessment in conjunction
with the focus and progress of the action plans
and identified impact
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Sessions Suggested timings | Notes
for for a day
half-day

Plenary group work 11:40 12:00 For the group work there needs to be a
nominated moderator to guide the discussion
and report back. Time should be given to assess
the priorities and proposing refinements and
refocusing of actions going forward, and ideas
for strategic projects (e.g. collaborative actions,
training of institutional facilitators)
Two types of group work can be considered: One
mixes up participants with different roles across
the institution, the other brings together partici-
pants with similar roles. Both are important and
should be undertaken if time permits

Lunch 12:30

Plenary group work 13:30 See above

continuation

Break 15:00

Plenary session 2 — 12:20 15:15 This provides the opportunity for each group to

report back from the report back on the identified steps for improve-

group work ment and result in a final prioritisation undertaken
with the whole group

Close — the way forward | 12:30 16:00 A facilitated discussion on how the HEI would
like to go forward in implementing the actions
including setting milestones for the future

End 13:00 16:30

Potential areas for discussion during the group work:

+ Focusing on key areas for improvement, what were the most successful actions and why?

+  What were the key enabling factors / main barriers to implementing these actions? What
areas were you able to control or influence the most?

+ How did all types of stakeholders react to the changes initiated? Were there any incentives
and rewards developed to facilitate the implementation of the action plan?

+  What type of monitoring/assessment was undertaken? How did it work?

+  What are the main areas where further actions are needed?

+  What can facilitate change and address these areas?

+  What else are you going to do to recognise, support and incentivise change?

9.3.4 Capturing the Outputs

For this strategic impact workshop the key role of the facilitator is to synthesise the actions
undertaken and document future actions agreed on by the participants in consensus. This
should include milestones established and provisions for measuring the impact of institutional
change. Capturing the nature of the challenges identified and proposed actions to be taken is

important.
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9.4 What happens next?
9.4.1 Next steps

As an immediate step following the workshop, all participants should be contacted and provided
with the presentations and refined priorities for action. This workshop represents the final step
of a series of facilitated workshops. HEIs are expected to follow up on the implementation on
their own, possibly with the guidance of an internal facilitator of their institution.

It is worth noting that there is no reason an HEI could not use this format of workshop at regular
intervals, perhaps once a year, to help move forward.
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Part G: General terms and conditions
of the use of HEInnovate

BY USING THIS WEBSITE AND SERVICE, YOU AGREE TO BE BOUND TO THESE TERMS AND
CONDITIONS.

|. About the Website

1. The general objective of the Website is to provide access to the HEInnovate self-assessment tool
(hereinafter “the Service”). HEInnovate is a tool designed to help interested organisations assess them-
selves against statements characteristic of an entrepreneurial higher education institution (HEI). As a
self-assessment tool, HEInnovate has the purpose of helping HEIls identify their current situation and
potential areas for future action.

2. Access to the Service and materials offered via the Website is open. However, it requires authentication.

3. The European Commission is committed to ensuring the uninterrupted availability of the Website.
However, access to the Website and its Service may occasionally be suspended, restricted or impeded
to permit repairs, maintenance, or the introduction of new services or facilities.

Il. Definitions

Service(s) means the entire HEInnovate self-assessment tool, giving users the possibility
to carry out an assessment of their entrepreneurial profile, while providing access to tailored
reports based on the users’ input.

Information and Materials means any content including data, text, images or videos available
on the HEInnovate Website, and within the Service, including documents provided following
the carrying out of the self-assessment.

General Terms means the present terms and conditions to which any use of the Website, its
Service, or Information and Materials thereof is subject.

lll. Applicable terms

1. Access to, and use of, any Information, Material or Service of the Website are governed by these
General Terms and Conditions of use, and imply acceptance of these General Terms by the user.

2. The European Union reserves the right to amend these General Terms and any other specific terms
on the Website at any time by posting amended terms and conditions on the Website. Such amend-
ments will take effect on the date on which they are posted.

IV. Ownership

1. The information published on the Website and Service, are owned by the European Union and the
OECD.

2. Proprietary rights, including copyright, applied to all content available via this Website are vested with
their respective owners. Access to the information, material and Service of the Website does not give
users any ownership thereof. All rights not specifically granted herewith are reserved by the respective
owner(s).

V. Right of use and limitations

1. Access to the Information, Material and Service of this Website is granted for the purposes described
in point | above, within the scope and objectives pursued by the European Commission.

2. Use of the Information, Material and Service of this Website is regulated as follows.
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Users may:

a) use for their own non-commercial purposes, without modifying, the Information, Material and Service
of this Website:

b) carry out a self-assessment, as described in point I.1 above;
Users shall not:
a) use the Information, Materials or Service for commercial purposes;

b) perform any activity that could harm or violate the Website’s and the Service’s purposes; in particular,
the users shall not affect the free-of-charge status of the Website and Service, by making a commercial
use out of it;

b) perform any activity that may result in the extraction of Information from the Website, or from the
Service.

VI. Restrictions

The foregoing licence does not cover information to which any granted or pending intellectual property
right applies (e.g. trademarks, designs and database rights). In those cases, and in any event where
a commercial use is required, users are encouraged to seek specific and explicit permission from the
European Commission.

The present General Terms and Conditions do not authorise use of the European Commission visual
identity and logo. The latter are subject to specific terms and conditions you can consult here.

Any rights not explicitly granted under the present General Terms and Conditions are subject to specific
requests for permission from the European Commission.

VII. Disclaimer

While it strives to keep the information, material and Service timely and accurate, the European Com-
mission makes no claims, assurances, or guarantees about the accuracy, completeness, or adequacy
of the materials and services available via the Website and, therefore, expressly disclaims its liability for
errors and omissions to the maximum extent permitted by law.

VIIl. Data processing and protection

In those instances where this website requires personal information about you, such information shall
be treated according to the applicable European Data Protection legislation.

IX. Contact

For enquiries with respect to matters concerning the Website or Service and to seek specific and explicit
permission, please contact: info@heinnovate.eu or eac-heinnovate @ec.europa.eu.
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