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ROLE OF THE BOLOGNA SECRETARIAT:  

TERMS OF REFERENCE 2010-2012
1.
BACKGROUND

When the Bologna Secretariat was first established following the Berlin meeting of Ministers responsible for higher education, the Bologna Follow-up Group (BFUG) discussed and agreed its role and function. The proposals for a Secretariat were agreed at the BFUG Meeting in Rome in November 2003 (for further information please see document BFUG1_3 from the meeting).

2.
PRIMARY FUNCTIONS

For the period 1st of July 2010 until 30th of June 2012 the role and function of the Bologna Secretariat will continue along the same lines as agreed previously at the BFUG meeting in Rome (November 2003) and confirmed by the BFUG meetings in Manchester (October 2005), Lisbon (October 2007) and Stockholm (September 2009). The primary function of the Secretariat will therefore be to provide neutral support to further the consolidation of the European Higher Education Area under the exclusive authority of the BFUG and its Chairs and Vice-Chairs.

More specifically, the functions include: 

· to provide administrative and operational support for the BFUG and its Board – including planning meetings, preparing background papers and minute-taking;
· to assist the BFUG and its Board in the follow-up work for the period July 2010 to June 2012 – including planning of activities and following up on BFUG decisions; supporting Bologna working groups/ networks and carrying out any special tasks concerning the implementation of the work programme of the European Higher Education Area;
· to maintain the European Higher Education Area permanent website and archives;
· to act as an external and internal contact point for the European Higher Education Area;
· to provide representation at external events, upon request of the organisers;
· to assist in the preparations of the Ministerial Conference in Bucharest (26-27th of April 2012).


3.
METHOD OF OPERATION

The Secretariat provides first draft agendas for BFUG meetings for decision by the BFUG Chairs on which items are to be included for discussion. It coordinates the drafting of the official documents within the Bologna Process and provides background discussion documents, liaising with relevant authors as appropriate. The Secretariat circulates the invitation, agenda and relevant papers for BFUG and WG meetings. It provides to the participants information on practical arrangements for meetings in consultation with the Chairs, and, during meetings can take responsibility for practical arrangements in cooperation with the hosts, if necessary. The Secretariat drafts the minutes of BFUG/ Board meetings for clearance by the Chairsand circulates them for comments and subsequent adoption by BFUG/Board at the next meeting.

The Secretariat provides assistance and support for each Bologna working group and carries out other specific tasks, as agreed by the working groups. It also monitors the follow up work, including following the progress by comparison against the work programme through ongoing liaison with appropriate parties responsible. In order to fulfil these tasks, the Secretariat can attend Bologna Seminars and other events, where and as appropriate. 
The Secretariat maintains the permanent European Higher Education Area website ensuring that up to date information is made available at all times for the BFUG and to the wider public.
The Secretariat supports the organising of the Ministerial Conference and Bologna Policy Forum in Bucharest on 26-27th of April 2012, by both preparing the background documents and assisting in the logistical preparations.

The Secretariat will carry on its activities in close communication with the BFUG through its official representatives (Chairs, Vice-Chairs, Chairs of the Working Groups/Networks) and will rest exclusively on their guidance and the mandate given by the BFUG for direction setting in the preparation work.
4.
The Composition of the Bologna Secretariat
Head of Secretariat: 

Ligia Deca 


ligia.deca@ehea.info 
Members of Secretariat:
Viorel Proteasa

viorel.proteasa@ehea.info 
Mario Ruse


mario.ruse@ehea.info
Vlad Petcu


vlad.petcu@ehea.info
Cezar Mihai Haj

cezar.haj@ehea.info
Alexandra Ciclov

alexandra.ciclov@ehea.info
Consultative experts:
Ionela Dabija


ionela.dabija@ehea.info
Augustin Mihalache

augustin.mihalache@ehea.info
Roxana Fratila

roxana.fratila@ehea.info 
Contact details:

e-mail: 

secretariat@ehea.info  

telephone:    

+40 (0)21 307 19 77
fax: 


+40 (0)21 30719 19

postal address:
UEFISCSU – Bologna Secretariat, 1 Schitu Magureanu Street, Sector 5, Cod 050025, Bucuresti, Romania 
Further information can be found on the Bologna Secretariat website at:  www.ehea.info  







