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3.1

4.1

4.2

Purpose

The objectives of this Quality Manual are to

e provide a description of the Swiss Conservation-Restoration Campus (Swiss CRC) management
system and its key processes;

e inspire confidence among stakeholders in the ability of Swiss CRC to fulfil its tasks.

Scope of application and responsibilities
These provisions apply to the Swiss CRC activities and its staff.

The Quality Manual is drawn up by the Academic Board and is then submitted to the Directing Board for
approval (see chapter 5).

The Swiss Conservation-Restoration Campus (Swiss CRC)

Swiss CRC partners

The four partner institutions of the Swiss CRC are the only institutions in Switzerland offering an education
in conservation and in conservation-restoration at university level:

¢ Abegg-Stiftung, Berner Fachhochschule (BFH), Riggisberg

¢ Dipartimento ambiente costruzioni e design (DACD), Scuola universitaria professionale della Svizzera
italiana (SUPSI), Mendrisio

¢ Haute Ecole Arc Conservation-restauration (HE-Arc CR), Haute école spécialisée de Suisse
occidentale (HES-SO), Neuchatel

e Hochschule der Kiinste Bern (HKB), Berner Fachhochschule (BFH), Bern

They established the Swiss CRC in order to coordinate the different forms of collaboration in teaching and
applied research and to build a powerful competences network at federal level. Each institution is a center
for education and research in different fields of conservation-restoration. Although closely associated
under the national framework of the Swiss CRC, each of the four sites profits from their cultural and
linguistic location to offer a springboard for their students into a wider European context. In this way, Bern,
Mendrisio, Neuchéatel and Riggisberg have developed fruitful didactic and research collaborations with their
respective European neighbours.

Swiss CRC quality policy

Among the fundamental principles related to quality management, the Directing and Academic Boards
have decided to deploy the quality system based on the following four elements:

Taking into account the needs of interested parties and their level of satisfaction

The Swiss CRC is organised in such a way that the needs of its stakeholders can be understood as well as
possible and so as to ensure that interaction with them brings added value bilaterally. A student
consultation body has been set up to involve them in the running of the Swiss CRC. Consistency with the
policies of Swiss CRC partner institutions is an integral part of its management system.

A systemic organisation

The Swiss CRC is an organisation that has to preserve its autonomy, priorities in decision-making based
as closely as possible on practice, and sustain operational flexibility within the existing network structure.
The effectiveness of Swiss CRC’s work is continuously evaluated and is based on factual data provided by
guantitative indicators (budget, number of students etc.) and their trends, but also on ‘softer’ elements
such as the results of interviews and impressions shared by groups. The method employed involves
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4.3

4.4
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5.2
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defining and managing Swiss CRC’s key processes and their interaction in the management system
framework.

The principle of improvement is continuously applied throughout the organisation, with a strong desire for
progress to the benefit of all stakeholders.

Continuous improvement

The development of the management system is planned according to the principles and tools used by the
organisational models recognised in the network of higher education (evaluations of internal or external
courses, institutional accreditations, 1ISO 9004, etc.).

The continuous improvement process is deployed throughout the organisation, with a strong desire for
progress for stakeholders, and for achieving the objectives of the Swiss CRC (for example, each common
Master module is the subject of an evaluation of the teaching by the students; the results being shared with
the students and used by the coordinator and the Academic Board).

Treatment of dysfunctions is carried out as close as possible to the practice. Note that students’ appeals
and complaints are handled according to the rules of each institution.

Risks management

The risks of not achieving objectives or not carrying out missions are considered. They are managed by
members of the management bodies (see chapter 5), in collaboration with teaching and research staff. The
committees decide on appropriate action plans to be implemented at the level of the Swiss CRC, intended
either to eradicate these risks or to reduce their potential impact.

Management bodies

The Directing Board

The role of the Directing Board is to draw up a long- and medium-term strategy for the Swiss CRC.

It ensures that there is consistency in relations between the founding schools (cooperation agreement),
defines means and resources dedicated to the Swiss CRC and validates the budget. In other words, it is
responsible for the long-term vision of the organisation and the development of the Campus.

The Board comprises the directors of each partner institution. It meets two times a year as a minimum, and
more frequently if necessary.

The Academic Board

The role of the Academic board is to implement the strategy and to manage operational activities that have
an impact on the daily and medium-term running of the Campus.

Its role consists in supporting the development of the Education and Research and Development network
to coordinate matters concerning teaching and research, promote internally and externally the Swiss CRC
using the resources provided by the four member institutions.

It comprises the four heads of studies of the member institutions (or designated responsible persons) and
meets four times a year as a minimum. The Academic Board can invite experts if needed.

Coordination and support office

The Swiss CRC has a Central office that coordinates and supports the work of the Directing and Academic
Boards. This service ensures the best coordination of meetings, makes the budget follow-up, organises
graduation ceremonies and other institutional events, handle the web site and the documentation.

Note: Tasks of the Directing Board, Academic Board and Central Office are defined in Swiss CRC’s
organisation regulations. Decisions from the Directing Board and Academic Board are registered in
meetings minutes, reviewed by the participants.
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5.4 Organisation chart

Swiss CRC
Directing board
President

Quality Coordination and
management support office

Director Director Director Director
HKB Abegg-Stiftung DACD HE-Arc

Directing board

Head of studies Head of studies Head of studies Head of studies Academic board
HKB KuR Abegg-Stiftung DACD CR HE-Arc CR cademic boar

Fig. 1

Each member institution plays its role within the aforementioned bodies and can organise a delegation or a
substitute according to its needs.
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6. Swiss CRC management cycle — main events

Define short and mid

term objectives

Directing Board

Analyse yearly results = Define budget and
Academic Board academic organisation

Manage key processes . -
A -—- Realise the activities

Students’

representatives

Organise the Master

module students'
evaluation

Fig. 2

Continuous improvement is fully integrated in the Swiss CRC management system.
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7. The Swiss CRC management system

The Swiss CRC management system is concerned with identifying and steering the organisation’s key
processes. The objective of this network of processes is to enable Swiss CRC’s missions to be carried out
effectively.

Only priority or key processes are addressed by this management system applied according to the defined
model. They have been designed in accordance with the degree of importance of its missions and
objectives. If needed the model can be applied to new activities.

There are three types of processes within the Swiss CRC management system: steering processes,
mission realisation processes and support processes:

e Steering and improvement process: involve how the organisation is steered, the decision-making
bodies and the review cycle carried out by the Directing Board in order to ensure ongoing improvement;

e Mission realisation processes: these two processes, ‘Training’ and ‘Communication’, bring added
value directly to the stakeholders (students, professional field, SERI etc.);

e Support processes: currently, these processes principally belong to the Swiss CRC partner
institutions. They provide the resources necessary for the proper functioning of the Training and
Communication processes. It was decided not to describe these support processes here, as this would
amount to providing descriptions of the individual schools’ systems, which already exist elsewhere.

Swiss CRC key processes
network

INPUTS INTERESTED

SERI Steer and improve PARTIES

Job market Potential
students

Politics -
Tralnlng Students

Teaching staff
and researchers

Public culturalneed

o Communication
Cultural institutions Employers
Cultural

Professional institutions

organisations
Professional

community

Fig. 3
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7.1 The ‘steer and improve’ management process

Aim of the ‘steer and improve’ process: toensure the legitimacy and long-term development of the Swiss Conservation-Restoration Campus in compliance
with international standards, national laws and directives.

Human resources

= Directing Board

* Academic Board

* Central Office

* Student representatives

Input data

* Schools budgets

* Schools
strategies

* Accreditation
requirements
reports and
authorisations

* Job market data

Methods and documents

* Swiss CRC cooperation agreement

* Swiss CRC Geschéftsreglement

* Swiss CRC MA study regulation

* Swiss CRC strategy

* Plan and review established activities
and additional sessions as required

* Continuous improvement

* List risks associated with key processes

* Program evaluation

* Revise and apply the Quality Manual

The Directing Board is in charge of this process.

Indicators

* Budget
* Number of students
* Number of graduates

Deliverables

* Study regulations

* Reports of meetings

* List of actions and decisions

* Strategic directions in teaching,
communication, mobility and
structures

* Qualified professionals

* Collaboration with cultural
heritage offices

* MA Award

* Coordinated Diploma
Supplement

* Meetings with teaching
representatives

Material resources

* Libraries

* Scientific laboratories

* Workshops

* Storage rooms

* Teaching and exam rooms

* E learning platform
(Moodle)

Fig. 4
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7.2 The training process

Aim of the training process: totrain professionals in conservation and restoration in accordance with nationaland international directives and applying all state-of-

the-art knowledge necessary to the institutions, and further develop conservation-restoration methods, whilst considering the needs of the country and countries abroad,
inorder to preserve heritage objects.

Human resources

* Heads of studies Indicators

* Academic board
* Teaching staff

* Assistants

* External experts

(

\

* Number of students/year

* Number of graduates

* Common module’s assessment
results

* Specialist staff Activities
* Administrative staff
* Students representatives

* IT & didactic support

* Number of student exchanges

* Manage admission
exams

* Organise and assess
common modules

Interlocutors
* Swiss universities
* Universities of

Input data Deliverables

* Budgets, regulations

Knowledge, skills

. ; Stakeholders
applied sciences + Schools and Swiss CRC * Ensure the * Diploma supplement
* SERI strategy consistency of the * Common modules  Stud
* Cantons * National and international level of courses * Grades and results of assessment Ptufent.s |
* Professional directives » Supervise Masters * ECTS credits rotessionals
iations (SKR . ; . . * Cultural heritage
associations s * UAS regulations thesis Course documentations X
ENCoRE, ECCO , § . . . . bl bility b hool offices and
4 ' * School’s regulations * Organise didactic Enable mobility between schools institutions
ICOM) * Directives on admission level, AT e T * Offer different specialisations in
* Cultural heritage kill fil p. conservation-restoration
offices and o JSOL fn[:rieltejata ;efismns N
institutions er {:.Dntlnumg
education courses
Material resources
Methods and documents \ / e
* ECTS delivery criteria . SI .ran:.s lab i
* Swiss CRC Gesché&ftsreglement BT [l EaEenEs
. * Workshops
and study regulations
Aot * Storage rooms
* Organisation of common 2
modules * Teaching and exam rooms
* Harmonised academic calendar et a e 2
Fig. 5

The Academic Board is in charge for this process.

10



Quality Manual

SWISS

CONSERVATION-RESTORATION

CAMPUS

7.3 The communication process

Aim of the communication process: to promate the Swiss CRC as a sound training organisation which is attractive to students and is recognised in professional

and political fields, develop among the general publican awareness of the need to preservecultural heritage and share internal information..

Interlocutors
* Directing board

Human resources

* Academic Board

* Heads of specialisations

* Central office

* Students

* Teachers

* Schools’ heads of
communication and media

* Administrative staff

Input data

* Budgets

* Swiss CRC strategic
bases: promoting the
Swiss CRC brand

* Schools” academic
calendar

Methods and

documents

* Corporate design

* Various communication
platforms

* Use schools’
communication expertise
for media network

4 )

* Create possibility of
communication with
different partners

Activities

* Organise external
communication in a
way designed to
target public
(recruitment,
promotion of
institution and
networking)

*Organise internal
communication

*Develop
communication
means

|8 4

The Academic Board is in charge for this process.
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Indicators
* Media plan

* Number of CRC documents with logo

Deliverables

External promotion:

* Oral and written presentations
* Swiss CRC and school brochures
* Presentation of students’ work
* Open days

* Conferences and symposia

* Participation to fairs

* Further education courses

* Posters

* Internal information (newsletter)

Internal promotion:

* Teachers’ day

* Research day

* Students” exchange day

Material resources

* Logo

* Website

* E learning platform (Moodle)
* Social media

* Schools infrastructures

Stakeholders

* Potential students
(gymnasiums, careers
advice organisations)

* Training organisations
* General public

* Students

* Alumni

* Teachers

* Swiss CRC institutions

* Universities of applied
sciences

* SERI

* Minister, member of
Council of States

* SKR and other
professional
organisations

* Professionals

* Offices of culture and
heritage preservation

* Research bodies

Fig. 6
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8. Document management

Document management as part of the Swiss CRC quality management system is structured as follows:

Quality Manual
(network of
processes)

The Quality Manual describes the general organisation and is freely accessible
(internal/external). The processes provide Swiss CRC's partners with a description
of its key activities in all areas.

~

Procedures The procedures describe the activities carried out by services, domains or

functions. They enable operational risks to be managed.

J
~

Quality records Quality records enable results to be recorded and provide proof

that activities have taken place.

J
Fig. 7

This structure is implemented as the management system evolves. A document list is handled by the
coordination and support department.

9. Quality manual distribution

The Swiss CRC Quality Manual in English is available on the Swiss CRC website (www.swiss-crc.ch) to all those
interested.
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