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1 Executive summary 
Quality Assurance and Risk Management Plan main scope is to deliver a single point of reference on the 

management procedures that will be followed during the entire project progress of the EQUAL-IST project in 

order to secure a high quality level of the project deliverables and outcomes.  

In particular, this deliverable presents in details the project partners’ roles and responsibilities and the 

overall project management procedures with emphasis on the quality control actions that will be carried out.  

The plan presents how the project will perform its day-to-day activities from a quality perspective and pays 

particular attention at defining the roles of partners at coordination, implementation and decision making 

level.  

Moreover, it defines all the required quality assurance procedures focusing on (i) the project’ s performance 

management (indicators to measure the project’s progress; continuous monitoring and reporting) (ii) 

documents and deliverables management (development and review of deliverables), (iii) it defines a plan for 

identifying and managing potential risks that may influence the project progress and outcomes. The 

communication management (coordination and interaction among partners and the EC) is described at D6.1 

Communication Plan, which is submitted to the EC along with this document. 

To sum up, this Quality Assurance and Risk Management Plan will be used as tool to help partners in 

procedures related to management and quality control. Therefore, all partners should refer to it especially 

when a deliverable is to be prepared, a meeting to be organised, a problem to be solved, etc. 
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2 Introduction 
This report is very important because it aims to secure project quality and to identify potential risks. It 

presents the management strategy which includes the procedures to guarantee that quality aspects of the 

project are met and regularly monitored, as well as the procedures to identify and mitigate risks of project 

deviations.  

2.1 Indented audience 
The Quality Assurance and Risk Management Plan should be used as a reference by: 

• the Project Coordinator and the Quality and Risk Manager of EQUAL-IST 

• all Consortium Partners of EQUAL-IST 

• the external evaluator 

• the advisory board members 

2.2 Document Structure 
The next chapter begins with the description of the overall project management approach, including the 

strategy and key responsibilities. Then, Chapter 4 describes two out of the three the key elements of the 

quality assurance procedures: (a) performance management and (b) documents management.  The (c) 

communication management, is presented in D6.1. It is followed by Chapter 5 which introduces the risk 

management approach adopted by the project to identify and control all the potential project risks that may 

influence the project results.  
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3 Project management approach   

3.1 Management strategy 
Overall, the project management activities (technical, financial and administrative co-ordination as well as 

the supervision of various activities within the project) target is to ensure its smooth implementation and 

high quality outputs generation. To manage a project of the size and complexity of EQUAL-IST, a 

professional, flexible and transparent management is vital.   

The project management approach in EQUAL-IST is based on the Technical Annex I of the project which is 

part of the contract with the European Commission. All activities end with the communication of decisions, 

changes and actions to consortium members, the coordinator and the European Commission.  

The project management plan defines in brief the main project management elements which are closely 

related to the quality management aspects of the project and in section 4 and 5 provides a more detailed 

overview of the quality assurance and risk management procedures that will be implemented. 

 

Figure 1: EQUAL-IST management structure 

The EQUAL-IST hierarchical organization positioned above is comprised of the:  

 Project Coordinator (PC) 

 Project Management Board (PMB), consisted of the Project Coordinator (PC) and one 

representative from each partner 

 Project Steering Board (PSB) consisted of the PC, the Work Package Leaders (WPL), the Scientific 

and GEP Manager (STM), the Risk and Quality manager (RQM) and supported by the 

Responsible Research and Innovation manager (RRI) 

 Project advisory board (AB), consisted of key experts 
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3.2 Roles and Responsibilities 

At Project coordination level: The Project Coordinator (VILABS) will be responsible for the overall 

management and coordination of the project. VILABS establishes a Project Coordination Team to 

manage the EQUAL-IST project led by Vasiliki Moumtzi, project coordinator and supported by Sofia 

Kantsiou, financial manager. Apostolos Vontas, the director of VILABS will maintain the overall view of 

the project. During the project lifetime other VILABS staff members will be involved depending on their 

expertise. The Project Coordination Team will be specifically responsible for the following coordination 

tasks: 

Technical coordination: 

 Chairs project meetings and proposes decisions to be made based on the input from WP leaders 

regarding strategic orientations of the project, allocation of resources and consortium 

management 

 Monitors WP leadership and the achievement of project’s overall objectives 

 Sets up a schedule of monthly calls with partners (GoToMeeting platform) to track progress 

 Liaises with the EC on legal and contractual matters 

 Prepares a Consortium agreement setting out the reporting, payment and knowledge 

management modalities of the project 

 Signs the grant agreement on behalf of the Consortium and ensure all partners accede to the 

grant agreement within the timeframe specified by the EC 

 

Financial issues: 

 Acts as the financial coordinator of the project, receiving the EC contribution to the budget and 

distributing this contribution according to the Grant and the Consortium Agreement 

 Provides appropriate reporting and monitoring tools to the project and follows up with the 

partners to ensure accurate and timely financial reporting in line with the forecast budget of the 

project 

 Prepares the required periodic activity and management reports for the EC summarizing 

progress on project tasks and deliverables and reporting any deviations and correction actions 

put in place 

 

Finally, the Project Coordinator retains the responsibility to intervene at any point of the management 

structure at any time when the cohesion of the project is threatened. More specifically, in case of:  



D6.2 Quality Assurance, Risk Management Plan 

 9 | 27 

 

 Decisions which have broader project implications and/or involve communication with the 

Project Officer (PO) and contradict the DoA 

 Delays, costs overruns or lack of project progress against the objectives described in the DoA 

 Conflicts which the WPLs are unable to resolve or whose resolution remains elusive for an 

extended period of time and that are threatening overall project progress 

 

At decision-making level: The Project Management Board (PMB), is the main decision making body of 

the project, and on which each partner has one seat, and is chaired by the Project Coordinator. Its main 

task will be project governance. It will take the overall responsibility for all financial, legal and 

administrative issues of the project. It will monitor and assess the actual progress and direction of the 

project and the accomplishment of project objectives. It will also be responsible for the resources used 

and the costs incurred. Recommendations for amendments to the work plan, major technical, financial 

and resource allocation decisions along with periodic and final reports will be submitted to the PMB for 

ratification, including without limitation, decisions regarding: (a) wider communication direction of the 

project, (b) amendments to the description of work and effort allocation, (c) specific contractual issues 

with the EC, (d) financial planning and control and other administrative arrangements (eg: inclusion of a 

new Partner, substitution or exclusion of an existing Partner, resolution of conflicts). 

The members of the PMB will monitor project execution and the evolution towards its objectives. On 

this ground they will make decisions on the project strategic orientations and future activities including 

both scientific and technical issues.  These decisions will be informed by input from the consortium 

meetings and the Advisory Board who will meet with the PMB at least once per year and in between via 

conference call.  

Project Management Board (PMB) 

Partner 

organisation 

Name Email Position 

VILABS 

(Coordinator) 

Ms Vasiliki Moumtzi mova@vilabs.eu Co-founder and Executive 

manager 

UNIVE Prof. Agostino Cortesi cortesi@unive.it  Full professor Software 

Engineering - Program Analysis 

Software Engineering - Program 

Analysis 

WWU Dr. Armin Stein Armin.Stein@ercis.uni-

muenster.de  

Managing Director of the 

European Research Center for 

Information Systems (ERCIS) 

UNILI Dr. Sonia Lippe-Dada, sonia.lippe@uni.li Dr. Sonia Lippe-Dada, MScIS 

mailto:mova@vilabs.eu
mailto:cortesi@unive.it
mailto:Armin.Stein@ercis.uni-muenster.de
mailto:Armin.Stein@ercis.uni-muenster.de


D6.2 Quality Assurance, Risk Management Plan 

 10 | 27 

 

MScIS 

UTU Prof. Reima Suomi reima.suomi@utu.fi Professor of Information Systems 

Science at University of Turku, 

Department of Management and 

Entrepreneurship 

KTU Prof. Daina Gudoniene Daina.gudoniene@ktu.lt The Head of Distance Learning 

Technologies Research Laboratory 

UNIMORE Dr. Claudia CANALI claudia.canali@unimore.it  Researcher at the University of 

Modena and Reggio Emilia 

UMINHO Prof. Marisa Jesus   marisa.jesus@eng.uminho.pt  Algoritmi Research Centre 

KHNUE Prof. Iryna Zolotaryova iryna.zolotaryova@hneu.net Professor of Information Systems 

Department 

 

Table 1: Project Management Board (PMB) 

At project implementation level: The Project Steering Board (PSB), is a high-level management body, 

chaired by the PC and composed of two additional members, the WP leaders (not including WP6 led by 

the PC). Its mission is to assess overall project progress and to propose corrections to the PMB, if 

needed, according to the project strategy. It will be responsible for the planning, execution and control 

of the project, as regards issues of both a scientific and technical nature. It shall take charge of project 

progress and will decide upon all relevant technical and administrative issues, such as: the refocusing of 

work in a WP, major transfer of resources across WPs or Partners, changes in time plans, the resolution 

of conflict between different WPs. In this respect Work Package Leaders (WPLs) will oversee the co-

ordination of the individual WPs, with a clear role to ensure that WPs are running successfully. They are 

responsible for planning and implementing the contents and timely consignment of the deliverables of 

their WPs, monitoring their performance and guaranteeing the accomplishment of the project 

objectives. They will provide regular reports, control the quality and the schedule of the work, and 

actively participate in meetings. Every WP will be formed by experts/executives from each partner, with 

complementary expertise, according to the task allocation. There is a working group that is led by the 

WP Leaders: 

Work Package Leaders 

Work Package Lead 

organization 

Name email 

mailto:Daina.gudoniene@ktu.lt
mailto:claudia.canali@unimore.it
mailto:marisa.jesus@eng.uminho.pt
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WP1 Ethics requirements VILABS Mr. Apostolos Vontas avontas@vilabs.eu 

WP2 Gender Audits at the 

involved RPOs 

UNIVE Dr.  Maria Sangiuliano maria.sangiuliano@smart-

venice.it 

WP3 Development and 

implementation of tailored 

GEPs 

WWU Dr. Elena Gorbacheva elena.gorbacheva@ercis.uni-

muenster.de 

WP4 GEPs Assessment and 

Refinement 

WWU Dr. Elena Gorbacheva elena.gorbacheva@ercis.uni-

muenster.de  

WP5 Sustainability and 

dissemination 

VILABS Ms Vasiliki Moumtzi mova@vilabs.eu 

WP6 Project Management VILABS Ms Vasiliki Moumtzi mova@vilabs.eu 

 

Table 2: Work Package Leaders 

Three members of the PSB are assigned an additional main role:  

 Scientific/GEP Manager (SGM) who will work closely with the PC, and will be responsible for the 

overall project scientific implementation. The SGM will ensure the scientific cohesion and excellence 

of the project; will collaborate with the GEP Working Groups, oversee their activities and progress, 

supervises the quality of scientific deliverables produced by the WPs. This role will be assigned to Dr. 

Gorbacheva Elena (WWU). 

 Responsible Research and innovation Manager (RRIM), the role of whom will be to guarantee that the 

project is proceeding in a responsible and ethically acceptable manner according to the 

recommended Responsible Research and Innovation aspects. This role will be assigned to Dr 

Agostino CORTESI (UNIVE). 

 Risk and Quality Manager (RQM), the role of whom will be the early identification, assessment, and - 

along with the support of the PC– the management of administrative and technical risks, as well as 

the development of the Quality Plan, the implementation of the quality procedures and the 

verification of the project results. This role will be assigned to Ms Vasiliki Moumtzi (VILABS). 

At Advisory Level:  An Advisory Board (AB) plays a key role in the quality management process, ensuring 

peer review and that the deliverables of the project properly consider the current state of art /prior relevant 

initiatives in this area. The advisory board contributions are coordinated by VILABS. The Consortium may 

decide to invite further members taking into account the recommendations of the evaluators, the EC or 

other AB recommendations. The experts below have already confirmed their participation in the AB, through 

a signed letter of endorsement uploaded in annex 3 of the proposal: 



D6.2 Quality Assurance, Risk Management Plan 

 12 | 27 

 

 Dr. Lut Mergaert: Research director at Yelow Window, with significant expertise in GEPs 

implementation, development of training to integrate gender aspects into research, knowledge of 

monitoring practices towards gender equality. 

 Nicola Marsden: Professor for social and media psychology and initiator of Gender-UseIT, a network 

for integrating a gender perspective in researching human-computer interaction.  

 Patricia Zanoni: Professor in organisation studies (Hasselt University) and internationally recognised 

expert in gender and diversity in organisations.  

 Reyyan Ayfer: Founding Member of ACM-W Europe aiming to inspire people about the opportunities 

in computer science and clear the pathways for women in computing. 

 Eileen Trauth: Professor of IST, with expertise on gender participation in the IT field (The 

Pennsylvania State University).  

 Sara De Clerk: coordinator for the implementation of the Gender Equality Plan in the Hasselt 

University 

 Ann Peters: Director in the research coordination office of the Hasselt University, responsible for the 

implementation of the objectives of the UHasselt Gender Plan. 

And we are investigating for more, e.g. Dr. Jenine Beekhuyzen, founder of the Tech Girls Movement 

(http://www.techgirlsmovement.org/). 

All the above members will be officially invited by the project Coordinator to participate in the project. This 

invitation will include the actions that AB members will be requested to carry out. In the meantime, the 

project consortium foresee that different actions will be requested by each AB member, based on his/her 

experience and expertise. Therefore, the invitation is comprised by two parts, a) the general content which is 

common for all AB members (see Annex 1 below) and b) the actions, which are different for each AB 

member and are depicted in the draft schedule below. 

Advisory Board action initial schedule: 

The table below includes the list of activities which will be requested by the AB members, in chronological 

order. Each row represents an action. The first column includes the expected date, the second column 

includes a short description of the action to be done, and the third column includes the type of activity 

(reporting review, participation in online meeting, participation in physical meeting). These actions will be 

distributed among the AB members.  

Date Action Type 

October 2016 Provide feedback to the project report "State of the art" 

(D2.1) 

Review report 

November 2016 Provide feedback to the project report "EQUA-IST Gender 

Audit methodology for ICT Research institutions v1" (D2.3) 

Review report 

End of November 2016 - 

Early December 2016 

Participation at the 1st Project meeting 

Date: 30/11/2016 

Location: Venice, Italy 

Physical meeting 

http://www.techgirlsmovement.org/
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Participation at 1st Capacity Building Session 

Date: 01-02/12/2016 

Location: Venice, Italy 

February 2017 Provide feedback to the project report "Crowdsourcing 

platform for the Development of GEPs" (D3.1) 

Review report 

March 2017 Provide feedback to the project report " Gender Equality 

Assesment report" (D2.5) 

Review report 

April 2017 to July 2017 Provide feedback on the EQUAL-IST Crowdsourcing 

Platform 

Review report 

June 2017 Provide feedback to the project report " Assesment 

methodology indicators" (D4.1) 

Review report 

July 2017 Participation at the 2nd Project meeting 

Date: to be defined, combined with 2nd Capacity Building 

Session 

Location: to be defined 

Physical meeting 

Participation at 2nd Capacity Building Session 

Date: to be defined, combined with the 2nd project 

meeting 

Location: to be defined 

April 2018 Provide feedback to the project report "External 

Assesment" (D4.3) 

Review report 

May 2018 Provide feedback to the project report "Assessment 

methodology and indicators " (D4.4) 

Review report 

Participate in the Online meeting to review the assessment 

methodology and indicators 

Type: online 

Online meeting 

Provide feedback to the project report "Toolkit for 

designing and implementing GEPs in ICT-IST research 

institutions" (D3.5) 

Review report 

February 2019 Provide feedback to the project report "Sustainability and Review report 
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replication report" (D5.4) 

March 2019 Participation at the final conference 

Date: to be defined, combined with the 2nd project 

meeting 

Location: to be defined 

Physical meeting 

April 2019 Online meeting to review and discuss recommendations for 

dynamic and sustainable (institutional) change 

management in terms of gender equality plans 

Online meeting 

Provide feedback to the project report "External 

assessment" (D4.6) 

Review report 

 

Table 3: Schedule of actions for the Advisory Board 

 

Administrative details regarding AB members travel expenses reimbursement 

The travel expenses of experts/Advisory Board members participating in Project meetings and 

Conferences/events will be reimbursed to the experts according to the receipts/invoices received for each 

trip not exceeding the fixed maximum rates. In particular: 

1. Each expert shall sign the letter of agreement (Annex B) before each trip accepting that he/she will 

be reimbursed all the expenses according to the travel expense report that he/will submit to VILABS 

along with electronic copies of all expenses declared. 

2. All receipts and invoices will be invoiced directly to the Advisory Board members/experts (Annex C) 

3. The Advisory Board members/experts will submit to VILABS the travel expense report along with the 

electronic copies of all expenses declared and details about their bank account details 

4. VILABS will transfer to the bank account of the expert/Advisory Board member the amount declared 

in the travel expense report 
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4 Quality Management 
Quality management procedures are a substantial part of project management, because they deliver the 

solid ground for successful, timely and quality implementation of the project activities. In this report we 

define the quality management procedures, processes and guidelines to be applied and followed throughout 

the entire project duration in order to ensure high quality standards of the project outcomes. The quality 

management procedures defined in this document focus on:  

 Assessing the progress of the work on a regular basis (Performance management- constant 

monitoring and reporting)  

 Defining how and when the documentation and the deliverables have to be exchanged by the 

partners and submitted to the European Commission (Deliverables management) 

The Communication management, which address the interaction management between partners during the 

work execution is also part of quality management procedures and it is described within D6.1 

Communication Plan. 

EQUAL-IST quality management requires all consortium partners to have a key responsibility and deliver high 

quality reports and project results. The Risk and Quality Manager (QRM) will ensure the project’s quality 

aspect being responsible to:  

 Maintain the quality assurance procedures with the support of a representative from each partner.  

 Act as a focal point for quality issues and liaise with partners to ensure that an appropriate level of 

quality is maintained for each element of the project. 

 Ensure that activities and reports are completed to an adequate quality and in a timely manner. 

 Review contractual deliverables before submission.  

 Monitor and audit the project activities for conformance with the project plans, in particular 

performing milestone reviews of contractual deliverables.  

 Support the project coordinator during the EC audits and initiate actions resulting in complete 

solutions to them.  

 Initiate action to prevent the occurrence of any non-conformity.  

In the meantime, all Work Package leaders should support the Risk and Quality Manager (QRM) and shall 

therefore ensure:  

 To adhere to the quality assurance procedures adequately, and  

 To immediately inform the QRM of any problems related to quality assurance. 

4.1 Performance management 
Following the above, the first one of the core elements of the quality assurance procedures is the 

management of partner’s performance in relation to the project milestones and objectives. In particular, we 

have defined specific indicators will be used as the key tools to measure both the project progress and how 

performance is deviating from the plan. Most of the project performance indicators have already been 

identified at a proposal level. However, during the project execution, the project’s indicators will be 

continuously evaluated and updated in accordance to the projects scope, cost and schedule. The control and 
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review of these indicators is a non-stop process that may lead to changes and adaptations if needed. In 

overall, the project will be measured against its main indicators at a number of stages: (a) within annual 

internal quality reviews coordinated by the QRM and (b) on M18, M36 when the project reviews are 

scheduled to take place. The results of performance measurement and evaluation (indicators and their 

values) will be part of the progress reporting to the European Commission. 

The table below presents the main project’s indicators for meeting the specific objectives of the project as 

they have been developed so far. Additional monitoring indicators will be developed in task 4.1 Monitoring 

indicators and assessment methodology in order to monitor the RPOs in their self-assessment and internal 

reporting of GEP implementation. 

Objective Indicator Target 

value 

Milestone 

O1: To set the scene for the 

implementation of structural 

changes in the involved IST 

institutions (RPOs) towards the 

promotion of gender equality in 

research at a departmental level 

adopting a focused approach on 

IST research and education 

Establishment of GEP Working Groups 1 per RPO  

(Total 7) 

MS1 

Organisation of capacity building 

sessions to guide the GEP Working 

Groups about how to conduct the 

internal assessment 

2 MS2 

Identification of best practices of 

gender equality in research organisation 

min 15 MS2, MS3 

Interviews with experts and 

representatives of RPOs that 

successfully implemented gender 

equality measures 

min 15 MS2, MS3 

O2: To enhance gender equality at 

the involved RPOs through the 

development and implementation 

of tailored GEPs containing specific 

measures to address gender 

imbalance 

Participation of different stakeholder 

categories (like staff unions, student 

groups, gender committees of the 

universities, management 

representatives etc.) in the co-design 

process through the crowdsourcing 

platform 

min 10 

categories 

MS3, MS8 

Organisation of online and offline 

consultations (webinars) with key 

experts 

4 MS5, MS8 

O3: To monitor and assess the 

results of GEPs implementation, 

refining the gender equality 

measures and ensuring their 

effectiveness, efficiency and 

On-site visits by the external evaluator 

in each RPO 

3 per RPO 

(Total 21) 

MS5, MS6 

Monitoring sessions within partner’s 

meetings 

min 6 MS6 
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sustainability 

O4: To boost gender equality in 

research organisations at a 

national and international level 

Organisation of awareness raising 

events targeted at a wider institutional 

level, aiming to influence more than 5 

faculties in each RPO involved in the 

consortium 

1 per RPO 

(Total 7) 

MS8, MS4, 

MS5, MS6 

Organisation of meetings with higher 

management levels of different 

faculties in each RPO involved in the 

project 

min 10 MS1, MS3, 

MS4 

Creation of Special Interest Groups of 

“Twin Research Institutions” engaged in 

mutual learning on line 

meetings/webinars 

min 10 MS7, MS8 

 

Table 4: Project indicators 

Our main priority is to ensure the early identification of deviations from the planned project targets including 

delays or early finishes and their implications on the overall progress. For this reason, we are going to 

implement a precise reporting and follow a monitoring schedule. The monitoring results will be 

communicated to the QRM and to the Work Package Leaders so that corrective actions can be taken in a 

timely manner in order to achieve optimum performance.  

Internal performance reports (every 6 months, between the periodic progress reports) will be prepared for 

internal purposes and two main Project Periodic Reports (M18, M36) will be submitted to the Commission, 

where detailed reporting and the progress achieved during project execution will be presented. 

In relation to the Periodic Progress Reports, they will be produced within 30 days of the end of each 

reporting period and will include Technical and Administrative Issues: 

 Progress of WP activities 

 Deliverables and milestones; 

 Publications (Authors, title, publication, date); 

 Conferences and presentations (Date, location, participants, subject, outcome). 

 Efforts on each Work package (PMs per WPs and months); 

 Meetings (Date, location, subject, attendees); 

 Travelling (Date, location, reason to travel, name of the traveller etc.). 

Progress reports will also include the following information: 
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 A management-level overview of the activities carried out; 

 A description of progress toward the scientific and technological objectives; 

 A description of progress toward the milestones and deliverables foreseen; 

 Problems encountered during the project and actions taken to correct them. 

VILABS will be in charge of preparing these reports and will ask each partner for any additional contributions. 

The interim management reports will be unofficial and for internal use. They will be issued every 6 months, 

between the periodic progress reports. They will include brief information about: 

 The key results achieved by the project during the considered period (expected contribution by 

Work Package Leaders); 

 The activity performed by partners (expected contribution by all partners); 

 Financial figures summarizing the main expenses: travels, equipment, etc. 

 Efforts (a table presenting the used manpower). 

 Project risk summary table (table to be updated continuously by each partner and WP Leader).  

4.2 Deliverables management 
The EQUAL-IST Description of Action (DoA) included all the project deliverables to be produced within the 

project lifetime. Each one has to be submitted to the EC, and preliminary approval should be obtained from 

the Project Officer. Final acceptance of deliverables can only happen in official review meetings. Deliverables 

are essential for the Commission’s assessment on how the project is evolving, since they present and analyse 

the results produced during the project. Therefore, the high quality of deliverables is a key priority for the 

EQUAL-IST project.  

To ensure the quality of all deliverables a specific development and review process is defined. In particular, 

for each deliverable there is a Lead Author who coordinates the production of the document, interacting as 

necessary with the other partners involved. The Lead Author is normally a person working for the 

consortium partner who is responsible for the deliverable and is already identified in the DoA. As a starting 

point, the Lead Author defines the document structure and the contributions expected from each partner. 

When needed, the Lead Author proposes a plan and a calendar for conference calls or meetings he/she may 

consider necessary for the development of the deliverable.  

Then the deliverable will be produced and the Lead Author will merge all contributions into a single 

document. To ensure the quality of the deliverable three different control levels are established: 

 1st control level: Each deliverable should be circulated to all partners 3 weeks before the submission 

deadline. Partners should have one week to review it and send their comments. (1st control level: all 

partners) 
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 2nd control level: The Lead Author will then prepare a second draft, which will be sent to the WP 

leader for review. The formal approval of the deliverable (final content and changes) will take place 

in this level. (2nd control level: WP leader). In case the Lead Author is the same person with the WP 

leader then the second control level can be directly with the project coordinator or with a partner 

having the relevant expertise. 

 3rd control level: The Lead Author will then release a final version and send it to the Quality Manager 

at least one week before the contractual date for the final check. The Quality Manager will not 

normally enter into the technical merits of the deliverable, but will essentially ensure that it is of 

sufficient quality to be sent to the Commission. (3rd control level: Quality Manager).  

Finally, the Project Coordinator will submit the deliverable to the EC. This timeline might change depending 

on the deliverables complexity but this should be agreed in advance with all the partners. After the 

Deliverable submission to the EC, in case of updates in the work the Deliverable will be updated as well and 

the new version will be resubmitted to the EC. In case of such event, the Coordinator will notify the Project 

Officer via email. 
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5 Risk Management  
Due to the fact that EQUAL-IST is a project with dynamic nature, size and complexity with similar 

organisations from different countries as partners and an ambitious program of activities to be implemented 

within a relatively short timeframe, the risk management and contingency planning is important to ensure 

the project strategy, operations, outcomes and budget remain on track. Therefore, the objective of the risk 

management is to provide the process and techniques for the evaluation and control of potential project 

risks, focusing on their precautionary diagnosis and handling. 

5.1 Risk management approach 
The project risk management will take place through four different steps: risk identification, analysis, 

management, and monitoring. More specifically, this involves the identification of a risk, the assessment of 

its importance and the evaluation of whether the risk level/impact is higher than the risk that could be 

accepted for the project. In case that a risk exceeds the acceptable levels, a risk analysis activity will be 

instantiated that will define the required actions in order to set the risk within acceptable levels. In addition, 

the management of risks involves the planning of contingency actions, the redistribution of resources, the 

evaluation of the results, as well as ensuring the stability of the new status. 

5.2 Risk management Roles and Responsibilities 
In EQUAL-IST, the PC in cooperation with the QRM will be mainly responsible to handle internal and external 

risks and inform all partners when necessary. The WP leaders (WPL) will also play a key role in risk 

identification. WPL are expected on the monthly “all partners” conference calls to present an assessment of 

progress in their WPs. They should also present an assessment of risks that may hinder progress and propose 

contingency plans where necessary to address any specific identified risks.  

In particular, the types of risks that may emerge in a project like EQUAL-IST include:  

 Operational risks: The WPLs with PC will work together to identify as early as possible any barriers to 

be overcome in order to meet WP objectives, the activities required to overcome these barriers, the 

personnel allocations which will provide the right competencies to perform the tasks and the time / 

budget allocation rules which allow to reach the intermediate objectives; 

 Time risks: The WPLs with the PC should identify in advance any schedule change or delay in 

producing the expected deliverables and the impact of such a delay on the overall progress of the 

project; the organisational and budget changes which may be necessary to catch up on delays. 

 Competence risks: Partners should identify as early as possible the required personnel to perform 

the tasks as well as the possible conflicting demands for the required personnel within each 

organization. 

 Budget risks: in the event that a contingency plan is implemented to overcome any identified risks, 

the PC should assess the impact on the WP budget and overall project budget and a solution among 

partners should be agreed; 
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 Any risk related to the production of deliverable (including risks relating to content, deadlines or 

quality levels) should be identified by the WP leaders and the PC. 

5.3 Risk management process  
The project consortium will keep a Risk Log File to incorporate all identified risks. Any risk will be duly 

characterized by: 

 Risk number  

 Responsible partner (the partner responsible for its resolution and follow-up) 

 Description (textual),  

 Impact/risk level (high, medium, low) 

 Likeliness (unlikely, likely, very likely), 

 Situation (pending, solved), 

 Proactive measures  

 Action (adopted countermeasures or remedial actions). 

All partners will have access to this Risk Log File. All risks will not be deleted but will be maintained as 

permanent registers in order to provide a complete, accurate and updated view of all the incurred risks of 

the project (irrespectively on whether or not they have already been solved). The initial indicative list of risks 

has already been identified at a proposal preparation stage is included in the table below. As the project 

progresses, in case the consortium identifies a new risk, this list will be further extended. 

Nr. Responsible  WP Description of risk Impact 

level  

Likeliness  Situation   Proactive 

measures 

1 VILABS 6 Financial risk 

(Technical 

challenges and any 

uncertainty 

associated with the 

project’ s  evolution 

can pose a 

significant impact on 

project costs.) 

Medium Unlikely   Inactivate Administrative/ 

financial 

management will 

not be limited to 

reporting but it 

will also include a 

close financial 

monitoring 

process so as to 

constantly assess 

financial progress 

and be able to 

identify early 

signs of concern. 

2 VILABS 6 Changes in the 

project team  

Medium Likely Inactivate Identify these 

changes the 

soonest possible. 

Partners should 

include in their 
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teams substitutes 

with equivalent 

qualifications and 

experience. 

3 UNIVE 2 Difficulties in 

engagement; 

(Low participation in 

the codesign 

process) 

High  Unlikely  Inactive Trust building 

measures in 

order to motivate 

experts and RPOs 

staff to 

participate.  

Contact key 

experts and other 

RPOs through 

pre-existing 

channels and 

networks. 

Establishment of 

synergies with 

the EURAXESS 

Network 

4 WWU 3 Resistance to 

institutional change 

(Implementation of 

structural changes 

at any institution 

always bears the 

risk of reluctance 

from the people 

involved, mainly due 

to the fear of 

uncertainty towards 

what might happen 

after the changes 

are implemented. 

Medium Likely Inactive (a) Co design and 

participatory 

approach for the 

design of GEPs 

(T3.2), (b) 

Training sessions 

and workshops to 

ensure a mutual 

learning process 

and resolve any 

specific obstacle 

(T3.4), (c) 

motivation 

through constant 

communication 

of the project‟s 

goals and 

awareness raising 

towards the 

gender equality 

challenge, the 

benefits of 
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overcoming it as 

well as discussion 

of the project 

during workshops 

and discussions 

(WP5), (d) 

Support from 

higher 

management 

levels 

5 WWU 4 Difficulty of the 

subcontracting 

evaluator to visit the 

RPOs for fieldwork. 

The external 

evaluator is 

expected to do 

onsite visits and 

have personal 

meeting with the 

involved RPOs to 

facilitate the 

evaluation activities. 

These meetings are 

crucial for the 

project course and 

cannot be 

substituted by 

virtual means. 

Medium Unlikely   Inactivate The dates of visits 

will be agreed 

with the GEP 

WGs and the 

external 

evaluator 

beforehand, but 

still there is a risk 

that a person 

might e.g. get sick 

during that 

period. 

Therefore, some 

flexibility in 

meetings 

rescheduling is 

possible, which 

will be foreseen 

in the Consortium 

Agreement. 

6 VILABS 6 Ongoing 

dissemination may 

take more effort& 

Resources 

Medium Likely Inactive (a) Continuous 

on‐line liaison 

between the 

Partners on their 

use of resources, 

(b) shared 

dissemination 

opportunities 

with other related 

projects, and (c) 

previous relevant 

experience of the 
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Partners, will 

ensure that this 

does not occur. 

 

Table 5: Potential Risks 
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6 Annex A: Advisory board invitation letter 
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7 Annex B: Letter of agreement 
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8 Annex C: Travel expense report 
 

 


