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BIC SELF EVALUATION QUESTIONNAIRE FOR DATA FROM 2009
GUIDANCE NOTES FOR COMPLETION

Introduction

Thank you for downloading these guidance notes. You are about to start completing the self
evaluation questionnaire, using data about your BIC relating to the year 2009. As in previous years,
some of your data has been carried forward from the 2008 questionnaire so you do not need to
answer every question again, although you should check carried forward data to make sure it is still

correct.

Improvements in the questionnaire for the data from 2008

As usual, we have reviewed the questionnaire, following an extensive process of checking and
compiling the results of the questionnaires for 2008. In the EBN Quality Team, we are committed
not only to the continuous improvement of the EBN Quality System but also of our management of
this system and the related support we give to you as members. This year we have made the

following changes:

0 Updated the questions relating to co-operation with IRCs and EICs, replacing these with

questions about the Enterprise Europe Network. So 2.3.5 and 7.1.5 have been updated;
O Question 2.2.7 was deleted. The “French” option was added to 2.2.9;

0 Question 2.3.6 was improved to include a weight (in percentage) to be allocated to the most

relevant sectors in which your incubator/incubatees are involved;
0 Clarified questions: 4.2.4,5.1.4,5.1.10,5.2.4
O Deleted questions: 8.1.4, 8.1.9, 8.1.10

0 Section 9 (Performance & Efficiency): the section suffered a restructuration, although most
of the questions remain (to allow the analysis of trends and assure the consistency of data).
Some extra data is requested, namely to allow a more accurate monitoring of the Business

Plans’ and start-up creation’s flows.

If you have any queries about these changes, please do not hesitate to contact the EBN team.
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Why is it important to complete the questionnaire?

The self evaluation questionnaire has several purposes:
e Collection of data about the BIC network for the Observatory;
e Evaluation of individual BICs ;
e Provision of benchmarking data for the BICs :

1. Automatically generated on the Quality website

2. Tailor-made upon request
e Production of the Q-Light e-magazine;
e Identify the Best-in-Class BICs — BIC?;
e Supporting networking activities.

The Observatory is a report for EBN members, but it is also used to promote the activities of the BIC
network to the European Commission, national governments, regional and local authorities as well as
other EU networks. To be credible, this report needs to contain comprehensive and robust data,
ideally from the entire membership basis. From February to April 2009, the Quality Team undertook
a huge validation process and thanks to your co-operation over 90% of the network (full

members/EC-BICs) submitted complete questionnaires, which we subsequently validated.

It is important to note that the credibility of the BIC Quality Mark and its recognition by the European
Commission rest on the accreditation process. EBN manages this process on behalf of the

Commission and BICs are contractually bonded to participate in the annual self evaluation.

What are we looking for?

e Accurate data, based on your own actual records;
e Completion of the questionnaire within the deadline;

e Completion by someone who works in the BIC and understands the importance of the

process;

e Response to any subsequent queries put to you by EBN. If you cannot answer the queries
within an appropriate time, please acknowledge our email/telephone call and give us an
indication of when you will answer our queries;

EBN - European BIC Network
Avenue de Tervueren, 168

B - 1150 Brussels
www.ebn.eu



e

e Please note also: we want you to contact us if anything is not clear.

Accessing the on-line questionnaire and getting started

1. Go to the Quality website at: http://quality.ebn.be;

2. Enter your login and password;

3. On the menu bar on the left hand side, click on “Quality questionnaire” and then on
“Questionnaire”. The questionnaire for the data for 2009 will open. Some data will already
be completed. This corresponds to the information you gave us for 2008 and will be found in

the sections for which we believe it is likely that the data will not have changed;
4. For each section, you must:
a) Check any pre-filled data and amend by typing over if necessary;
b) Enter data for any sections not pre-filled;
c) Check that all questions have been answered;

d) Save the section before continuing.

IMPORTANT: RADIO BUTTONS

Round buttons are called “radio buttons”. Please take care when answering these questions.
Once you have clicked on an answer, you can change it by choosing a different answer, but

you cannot delete the answer completely.

If you need to delete (blank out) answers from any radio buttons in the questionnaire, you
can do so by clicking on “Reset radio buttons” at the end of each section. However, this will
delete all answers for all radio buttons in the section. Therefore, if you use this feature you

must go back through the section and answer again all the questions with radio buttons.

NB: Please pay particular attention to Sections 5 and 6. These sections only need to be

completed in full if the answer to the first question in the section is “Yes”.

5. Complete all sections of the questionnaire as described above.

Remember to go back to any sections that need amendments and enter the correct data

before submitting the entire questionnaire.

NB: Your full data for 2008 will be available in the archive section of the menu, should you

need to refer to it.
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Submitting the questionnaire

6. When you are satisfied that your questionnaire is complete, only then should you submit the
completed questionnaire. You do this by going to section 9 and clicking on the submit button
at the bottom of the page. This will display another page asking you to confirm or cancel the

submission. Select the appropriate button.

7. Once you have confirmed the submission of your questionnaire, the Quality Team will check

the data and will take one of the following possible courses of action:

i. Either validate the questionnaire, which will result in an automatic email to

you confirming the validation

ii. Or request additional information from you. This will result in an email to
you asking you to address the sections that are not complete. You will then

need to re-submit the questionnaire.

NB: “Validated” means that the Quality Team is satisfied with the way you have completed
your questionnaire (i.e. that you have not missed any important questions etc.) and that your

data is consistent and, therefore, will be included in the annual Observatory report.1

8. Once your completed questionnaire has been validated, you will no longer be able to make
changes to your data. Should it be necessary to make any unexpected changes after
validation, you will need to contact the Quality Team, to re-open your questionnaire for a

temporary period, to allow these changes to be made. However...

9. ..all data will be frozen shortly after the deadline, whether or not your questionnaire has
been completed. BICs that have not completed their questionnaires by 31 March 2010 will
be referred to the EBN Board for review of their status as full members (accredited BICs),
unless an extension has been agreed with the Quality Team prior to this date, for any

genuine and exceptional reasons.

Only data from questionnaires submitted by the relevant deadline will be included in the Observatory report.
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Help function

As with the last questionnaire, there is a “help” button, available for most questions. When you click

on this button (a question mark) text will appear with an explanatory note about the question.

Deadline

The deadline for the submission of completed questionnaires is 31 March 2009. We advise you to
start completing your questionnaire well before this deadline, to allow for any need to make changes

after your first submission.

If this deadline is met by a high enough percentage of BICs?, then we should be able to produce the

2010 Annul Observatory by the Annual Congress (Burgos) in the summer of 2010.

Benchmarking Statistics

These are available from the Quality Website. Data is given for a range of key performance
indicators. You will be able to access them whether or not you have completed your questionnaire.
The benchmarking statistics are based on the data from all the submitted questionnaires and will
continue to change until EBN blocks access to the questionnaire, effectively “closing” the evaluation

for the year 2009.

SWOT Analysis

Once your questionnaire has been validated, you will be able to see the SWOT analysis for your BIC.
Please read the introductory note from EBN. It contains important information about the SWOT.
Like the benchmarking statistics, the SWOT is based on the data from all the submitted

questionnaires and will continue to change until EBN blocks access to the questionnaire.

Radar Charts - Reminder

This tool was added to your benchmarking reports two years ago. We would like to encourage you to
use it. The chart shows the extent to which your BIC’s results are aligned with the average for the

network in certain key activities.

2 Minimum 80% but 90% preferred
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Further information

Giordano Dichter| Quality, Technical Assistance and Membership Manager

+322 761 1083

gdi@ebn.be

Gongalo Reis| Quality and Technical Assistance officer

+322 761 1082

gre@ebn.be

THANK YOU FOR YOUR ATTENTION!
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