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World Meteorological Organization Regional Training Centre (RTC)
Self-Assessment Questionnaire

Date: ____/____/_____

	RTC Host Country
	

	Name of RTC Component
	

	Contact Name
	

	Tel
	

	Fax
	

	Email
	

	Website
	

	Street Address
	


Signature of the RTC Component Director: 
 

__________________________________________________________________________

Signature of Permanent Representative: 
  

__________________________________________________________________________

The following criteria are required to be met by each RTC component, or in collaboration with other RTC components, as referenced in EC-68, Resolution 8. Indicate in the space provided whether the RTC Meets, Partially meets, or Does not meet the criteria. Also provide key evidence in the form of descriptions and documentation as suggested. Expand the fields provided to accommodate longer responses.  

Some suggestions for possible evidence are given for each criterion, but you are free to provide whatever evidence you think is most appropriate. Be specific when describing examples. Attach the most significant evidence to this self-assessment, preferably in e-document format, but retain the full evidence for the Review Team. If evidence can be used for more than one criterion, simply reference it in the second usage. (For example, “See 1.x…”)

	1. Identifying learning needs

	1.1 The RTC component has processes in place to gain information about the education and training needs of the Region.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion. If the criterion is only partially met or not met, describe the gap that exists and what action is planned to address it. Include attachments if necessary.   
Possible Evidence:
· Planning documents indicating how learning needs are determined 

· Regional needs assessment plans or reports, including data collection methods used

· Description of learning needs assessment procedures utilized by the RTC

· Requests to RA President or RA Management Group ETR Focal Point regarding regional learning needs

· Evaluation sheets from previous international students that indicate learning needs


Response:

	2. Designing the learning service

	2.1 The RTC component selects methods of learning that respond to the aims and requirements of the curriculum and learning outcomes, and are appropriate for the learners.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion. . If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.  
Possible evidence:
· Descriptions of learning solutions or modes used (e.g., classroom courses, field work, distance learning, etc.) and how decisions are made regarding their use 

· Reports available on the implementation of new learning solutions (such as DL, new classroom approaches, etc.)

· Estimated costs per student for implementation of training using the various learning solutions (including staff costs)

· Examples of course descriptions that include specification of learning outcomes 

· Examples of the range of learning activities used by the RTC, such as lectures, practical sessions, projects, self-paced DL, OJT, discussion groups, field trips, etc.


Response:

	2.2 The RTC component ensures that its courses of instruction and other activities (e.g., delivering/developing e-learning, running off-site activities, providing advice/support) are carried out in a way that is consistent with the standards and guidance material issued by WMO. (e.g., WMO-No. 1083, WMO-No. 1114)
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion.  If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.    
Possible evidence:
· Description of new course planning processes

· Examples of training development project plans used by the institution (project plans for course offerings)

· Evidence of mapping of curricula to WMO guidance, such as the BIP-M and MT (WMO 1083), or appropriate Competency Frameworks from WMO-49 

· Outcomes of internal and/or external reviews of course content


Response:

	2.3 The RTC component provides courses and other resources and activities that address the expressed education and training needs of the Region.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion.  If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.    
Possible evidence:
· List of courses and/or other activities with links to regional and other needs assessments

· Lists of courses offered in the form of annual reports (if not already provided)


Response:

	3. Delivering the learning service

	3.1 The RTC component demonstrates that, during the previous four years, it has made a contribution to meeting the education and training needs identified by the Region [Regional Association].
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion.  If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.    
Possible evidence:
· Statistics on courses and regional or other international students served (from Annual Reports) and links to Regional Needs


Response:

	3.2a The RTC component delivers training with competent instructors in terms of their scientific/technical ability and training expertise.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	3.2b The RTC component delivers training in an environment which is conducive to learning with adequate learning resources, buildings, ICT systems and training facilities.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion.  If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.   
Possible evidence:
· Information on the (a) academic qualifications, (b) teaching qualifications, and (c) operational experience of training staff and how they keep current

· Curriculum Vitae of key faculty members

· Description of physical and IT infrastructure of the centre and plans for development


Response:

	4. Assessing learning and evaluating the learning service

	4.1 The RTC component assesses the knowledge and competency of students, documents this information in a fashion suitable for a recognized quality management system, and provides students with a record of the education and training that has been successfully completed.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion.  If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.    
Possible evidence:
· Examples of student learning assessments used (tests, practical and oral exams, rubrics, etc.)

· Summaries of course test results for some training events

· Examples of certificates issued, stating qualifications achieved or competencies addressed

· Examples of transcripts provided to students 

· Description of assessment policies and procedures 


Response:

	4.2 The RTC component has processes for measuring the effectiveness and quality of the learning service, including obtaining feedback from stakeholders.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion. If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.   
Possible evidence:
· Examples of data collection methods for training evaluation (course evaluations, long-term training impacts evaluations)
· Process for using  training evaluations to revise courses and resources 

· Examples of recent course reviews and updates made

· Descriptions of training effectiveness review processes (could include internal course reviews, stakeholder feedback, external reviewers, etc.) 


Response:

	5. Administering and managing the learning service

	5.1 The RTC component has adequate arrangements for administration, governance, planning, staffing, continuous professional development (of RTC staff members), reporting and self-assessment.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion. If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.  
 Possible evidence:
· Your annual training plan

· Staffing information and organizational diagrams

· Your strategic training plan for the institution (if available)

· Training policies 

· Plans for upgrades to the centre

· Professional development policies for staff 

· Examples of staff training records

· Summaries of any audits or external reviews


Response:

	5.2 If the RTC component has no national accreditation as a provider of vocational training, the RTC component can demonstrate that it carries out its training activities in accordance with the requirements of ISO 29990:2010. (ETR Note: Meeting the requirements included in this self-assessment, and meeting WMO Competencies for Education and Training Providers—WMO-No. 49, are in accordance with ISO 29990:2010).
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion. If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.    
Possible evidence:
· Certificates of accreditation and accreditation reports. 

· Evidence comparing institutional practices to ISO 29990:2010 

· Training development processes and procedures (if not already provided)


Response:

	5.3 The RTC component produces an annual report on activities in the previous twelve months, and its plan for the next 12 months with an outlook for future years.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion. If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.   
Possible evidence:
· Annual reports on regional education and training activities 

· Recent outlook for future years 


Response:

	5.4a The RTC component is open to students from all countries in the Region and, subject to availability of resources, to interested countries in other Regions.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	5.4b The RTC component has appropriate services in place to support international/regional students.
	Fully

Meets

(
	Partially Meets
(
	Does Not Meet
(
	Not

Applicable

(

	Provide evidence of how you meet the criterion. If the criterion is only partially met or not met, describe what the gap that exists and what action is planned to meet it. Include attachments if necessary.    
Possible evidence:
· Annual reports

· Description of services to support international/regional students (tuition support, library, accommodation, sports/recreation, visa, cultural induction, language support)

· Statement on any limitations to regional support


Response:

Additional information requests, if not already reported (use attachment):

1. Have you submitted annual reports during each of the last two years? If you have not, submit a 2-year report with this self-assessment. 

2. Does your RTC provide cost sharing for foreign students? If you do, please provide details. 

3. In what ways does your RTC advertise its courses and programmes?

4. In addition to courses and seminars, what additional resources and RTC activities are used to support education and training for WMO Members? If these are already reported in annual reports, please state this.  

5. What plans are there for the future developments of the RTC component that are not already described in annual reports? Include curriculum developments, infrastructure developments, and staffing changes? 

6. How does your RTC use or plan to implement distance learning opportunities for the region? Describe any instances or plans not mentioned elsewhere in the report. Also, briefly describe the success of any new, recent DL ventures. 

7. How are your course resources or training strategies shared in the region and/or with other WMO RTCs?

8. What collaborative activities have you engaged in with other training institutions, if not already reported? Be specific. 

9. How you have addressed recommendations from the previous RTC review? 

10. What are (a) your most significant achievements of the last 5 years, and (b) your most significant challenges for the next 5 years? Signature Page:  (needs to be added)

