Annual Monitoring – The Business School

Responsibilities

1 Module leaders are responsible for:

a) completing after each delivery a critical appraisal of the effectiveness of the delivery of each module allocated to them;

b) evaluating after each delivery the effectiveness of the delivery of each module allocated to them against the academic key performance indicators approved by the University Quality Committee;
c) if a module does not meet academic key performance indicator expectations, evaluating the possible reasons for this and developing a plan of action to address any identified shortcomings;

d) if academic key performance indicator expectations have been exceeded, reflecting on the reasons for this and developing a plan of action to ensure that any identified good practice is recorded for further dissemination;

e) preparing and submitting a report on the outcome of the critical appraisal and evaluation;

f) supporting programme leaders in the evaluation of the effectiveness of the delivery and management of programmes of study as appropriate;

g) supporting the subject group leader in the preparation of the subject summary report as appropriate;

h) ensuring that their module monitoring activities take full account of procedural guidance provided by their Faculty Quality Committee;

i) retaining a formal record of module monitoring activities which is sufficient to ensure that decisions reached are evidence-based. A module report form (Form QF RM1) is provided to assist module leaders in retaining such evidence (Appendix 1 to this procedure).
2 Programme leaders are responsible for:

a) completing after each delivery a critical appraisal of the effectiveness of the delivery of each programme of study allocated to them;

b) evaluating after each delivery the effectiveness of the delivery of each programme of study allocated to them against the academic key performance indicators approved by the University Quality Committee;
c) if a programme does not meet academic key performance indicator expectations, evaluating the possible reasons for this and developing a plan of action to address any identified shortcomings;

d) if academic key performance indicator expectations have been exceeded, reflecting on the reasons for this and developing a plan of action to ensure that any identified good practice is recorded for further dissemination;

e) preparing and submitting a report on the outcome of the critical appraisal and evaluation;

f) preparing and submitting a report on the outcome of the evaluation and critical appraisal;

g) supporting, advising and guiding module leaders within their subject group during their module monitoring activities as appropriate;

h) supporting the subject group leader in the preparation of the subject summary report as appropriate;

i) ensuring that their programme monitoring activities take full account of procedural guidance provided by their Faculty Quality Committee;

j) retaining a formal record of programme monitoring activities which is sufficient to ensure that decisions reached are evidence-based. A programme report form (Form QF RM2) is provided to assist programme leaders in retaining such evidence (Appendix 2 to this procedure).

3 Subject group leaders are responsible for:

a) promoting dialogue within their subject group on areas in which quality might be improved and to identify good practice which is worthy of dissemination to other subject areas;

b) reviewing all module and programme monitoring reports completed by module or programme leaders from their subject area to ensure that any modules or programmes which have not met or have exceeded academic key performance indicator expectations have been identified and that an appropriate plan of action has been included in the report;

c) providing their Head of School, through their School Quality Committee, with a summary report on the outcomes of all module and programme monitoring activities in their subject area;

d) supporting, advising and guiding module and programme leaders within their subject group during their monitoring activities;

e) liaising with the Convenor of the School Quality Committee to ensure that the outcome of all module and programme monitoring activities within their subject group are considered by the School Quality Committee;

f) ensuring that all monitoring activities undertaken within their subject group take full account of procedural guidance provided by their Faculty Quality Committee.

g) retaining a formal record of subject group monitoring activities which is sufficient to ensure that decisions reached are evidence-based. A subject group report form (Form QF RM3) is provided to assist subject group leaders in retaining such evidence (Appendix 3 to this procedure).

4 Heads of School are responsible for:

a) overseeing, managing and leading activities to monitor the effectiveness of module and programme delivery and management in all subject areas within their School;

b) promoting dialogue within their School on areas in which quality might be improved and to identify good practice which is worthy of dissemination to other Schools;

c) reviewing all subject group summary reports completed by their subject group leaders to provide their School Quality Committee with a summary report on the outcomes of all module and programme monitoring activities in their School;

d) ensuring that their Faculty Quality Committee is provided with regular reports on module and programme monitoring activities undertaken in their School;

e) ensuring that all monitoring activities undertaken within their School take full account of procedural guidance provided by their Faculty Quality Committee;

f) retaining a formal record of all monitoring activities which is sufficient to ensure that decisions reached are evidence-based. A School monitoring report form (Form QF RM4) is provided to assist Heads of Schools in retaining such evidence (Appendix 4 to this procedure).

5 Convenors of School Quality Committees are responsible for ensuring that the School Quality Committee:

a) supports the Head of School in overseeing, managing and leading activities to monitor the effectiveness of module and programme delivery and management in all subject areas within their School;

b) receives and considers summary reports from their subject group leaders on the outcomes of all module and programme monitoring activities in their subject area;

c) provides their subject group leaders with constructive feedback on the content of subject group summary reports prior to these being submitted to their Head of School;

d) receives and considers a summary report from their Head of School on the outcomes of all module and programme monitoring activities in their School;

e) provides their Head of School with constructive feedback on the content of the School summary report prior to this being submitted to their Faculty Quality Committee;

f) promotes dialogue within their School on areas in which quality might be improved and to identify good practice which is worthy of dissemination across all subject groups within the School or to other Schools;

g) ensures that all monitoring activities undertaken within their subject group take full account of procedural guidance provided by their Faculty Quality Committee;

h) ensures that a formal record is retained of the Committees’ consideration of all module and programme monitoring activities within their School and that this is sufficient to ensure that decisions reached during such activities are evidence-based. 
6 Convenors of Faculty Quality Committees are responsible for ensuring that the Faculty Quality Committee:

a) provides sufficient, accurate and complete information to enable subjects and Schools to undertake module and programme monitoring activities in accordance with the expectations of the University’s routine monitoring procedures;

b) empowers Heads of Schools to oversee, manage and lead activities to monitor the effectiveness of module and programme delivery and management;

c) provides advice and guidance to enable module and programme leaders to apply the academic key performance indicators approved by Quality Committee;

d) provides advice and guidance to enable module and programme leaders, subject group leaders, Heads of Schools and Convenors and Members of School Quality Committees to report on the outcome of monitoring activities in accordance with the timescale approved annually by Quality Committee;

e) receives from its School Quality Committees regular reports on the outcome of all module and programme monitoring activities undertaken by each subject;
f) analysing School Quality Committee reports to promote dialogue on areas in which quality might be improved and to identify good practice for dissemination and implementation within the Faculty and University-wide as appropriate;
g) ensures that rigorous mechanisms for the management of all module and programme monitoring activities are in place, and that an audit trail of evidence relating to such monitoring activities is available for future scrutiny should the need arise.
7 Quality Committee is responsible for:
a) ensuring that rigorous mechanisms for managing routine monitoring of modules and programmes of study are in place and consistently applied University-wide;

b) providing clear and appropriate academic key performance indicators to underpin the evaluation of module and programme delivery and management;

c) ensuring that Faculty Quality Committees provide annual reports on the outcome of all routine monitoring activities undertaken by their Schools;

d) analysing Faculty annual reports to promote dialogue on areas in which quality might be improved and to identify good practice for dissemination and implementation University-wide as appropriate.

	FORM QF/RM1
MODULE EVALUATION FORM
1. Module leader

2. Module number

3. Module title

4. Subject group

5. School

6. Programmes on which this module is offered

MODULE LEADER’S CRITICAL APPRAISAL
7. Module leaders are required to complete a critical appraisal of the effectiveness of the delivery of each module allocated to them as soon as possible after each delivery. The critical appraisal tests whether the module has achieved its aims and whether it has provided students with the opportunity to achieve the learning outcomes. The critical appraisal should take account of and comment on a wide variety of qualitative and quantitative data including:

a) student feedback from different groups of students particularly module questionnaire and student-staff liaison committee information;
b) student performance data;
c) teaching staff views on the pace and pattern of learning and the appropriateness and effectiveness of learning, teaching and assessment practices;
d) the most recent external examiner’s report;
e) the effectiveness of guidance and support arrangements for students with differing personal and learning needs;
f) a reflection on areas of good practice relating to academic or administrative management or operation of the module;
g) a reflection on areas where improvement should be introduced to improve the learning experience of future cohorts of students;
h) a plan of action to enable any proposed changes to be implemented before the next delivery of the module.



	EVALUATION AGAINST ACADEMIC KEY PERFORMANCE INDICATORS

This section of the form will be finalised once academic key performance indicators have been considered and agreed by Quality Committee.

8. Has this module met academic key performance indicator expectations (answer either a) or b) below)?

a) YES – no further action is required.

b) NO - in cases where a module either has not met or has exceeded academic key performance indicator expectations, provide an evaluation of the possible reasons for this. A plan of action which ensures that any identified good practice is recorded for further dissemination or addresses any identified shortcomings should also be included.




	FORM QF/RM2
PROGRAMME EVALUATION FORM
1. Programme leader

2. Programme number

3. Programme title

4. Subject group

5. School

6. Modules included within the programme structure

PROGRAMME LEADER’S CRITICAL APPRAISAL
7. Programme leaders are required to complete a critical appraisal of the effectiveness of the delivery of each programme allocated to them as soon as possible after each delivery. The critical appraisal tests whether the programme has achieved its aims and whether it has provided students with the opportunity to achieve the learning outcomes. The critical appraisal should take account of and comment on a wide variety of qualitative and quantitative data including:

a) module leaders’ feedback in the form of completed module critical appraisals;
b) student feedback from different groups of students particularly programme questionnaire and student-staff liaison committee information;
c) student performance data;
d) teaching staff views on the pace and pattern of learning and the appropriateness and effectiveness of learning, teaching and assessment practices;
e) the most recent external examiner’s report;
f) the effectiveness of guidance and support arrangements for students with differing personal and learning needs;
g) a reflection on areas of good practice relating to academic or administrative management or operation of the programme;
h) a reflection on areas where improvement should be introduced to improve the learning experience of future cohorts of students;
i) a plan of action to enable any proposed changes to be implemented before the next delivery of the programme.



	EVALUATION AGAINST ACADEMIC KEY PERFORMANCE INDICATORS

This section of the form will be finalised once academic key performance indicators have been considered and agreed by Quality Committee.

9. Has this programme of study met academic key performance indicator expectations (answer either a) or b) below)?

a) YES – no further action is required.

b) NO - in cases where a programme of study either has not met or has exceeded academic key performance indicator expectations, provide an evaluation of the possible reasons for this. A plan of action which ensures that any identified good practice is recorded for further dissemination or addresses any identified shortcomings should also be included.




	FORM QF/RM3
SUBJECT GROUP REPORT FORM
1. Subject group leader

2. Subject group

3. School

4. Number of modules considered by this report

5. Number of programmes of study considered by this report

SUBJECT GROUP LEADER’S CRITICAL APPRAISAL
6. Subject group leaders are required to complete a critical appraisal of the effectiveness of the delivery of all modules and programme within their subject area. The critical appraisal evaluates whether the subject group’s modules and programmes have achieved their aims and whether the subject group is providing students with the opportunity to achieve the learning outcomes. The critical appraisal should take account of and comment on the information provided by module and programme leaders and provide:

a) a summary of any modules or programmes which have not met academic key performance indicator expectations and the proposed plan of action to address any identified shortcomings;
b) a reflection on areas of good practice relating to academic or administrative management or operation within the subject area;
c) a reflection on areas where improvement should be introduced to improve the learning experience of future cohorts of students;
d) a plan of action to enable any proposed changes to be implemented before the next delivery of modules or programmes.



	FORM QF/RM4
SCHOOL MONITORING REPORT FORM
1. Head of School

2. School

3. Subject groups covered by this report

4. Number of modules covered by this report

5. Number of programmes of study covered by this report

HEAD OF SCHOOL’S SUMMARY REPORT
7. Heads of Schools are required to complete a summary report on the effectiveness of the delivery of all modules and programme within their School. The report reflects on whether the School’s modules and programmes have achieved their aims and whether the School is providing students with the opportunity to achieve the learning outcomes. The report should take account of and comment on the information provided by their subject group leaders and provide:

a) a summary of any modules or programmes which have not met academic key performance indicator expectations and the proposed plan of action to address any identified shortcomings;
b) a reflection on areas of good practice relating to academic or administrative management or operation within the School;
c) a reflection on areas where improvement should be introduced to improve the learning experience of future cohorts of students;
d) a plan of action to enable any proposed changes to be implemented before the next delivery of modules or programmes.
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