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All documents supporting Internal Review (including this Review handbook) are available on the University Website at http://northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/ (or follow links to Academic Registry A-Z, Reviewing Taught Programmes, Internal Review). The website will contain the most recent versions of documentation. This version of the Handbook is dated February 2012.
For advice or further information on review processes, please contact Liz Morrow, Principal Administrator (Quality Support) , extension 4290 (liz.morrow@northumbria.ac.uk).
1. Introduction
1.1
Northumbria internal review processes are informed by the QAA Quality Code, chapter B8: Programme Monitoring and Review
 and are regularly reviewed by the Review Sub-Committee (RSC). This Review Handbook incorporates approved changes to module, programme and periodic review methods.
1.2
Module review (section 2) takes place at the end of the delivery of the module. It involves an initial ‘light touch’ review which triggers a fuller review if warranted by issues raised. A standard University template is used
.
1.3
Annual programme monitoring (section 3) is the ongoing review of the effectiveness of achieving stated programme aims and the success of students attaining intended learning outcomes, drawing on relevant data and feedback. The process is managed by the School Programme Review Committee (SPRC). A standard University template is used (Review Handbook, appendix 2). 
1.4
Periodic review (section 4) is a peer review process to assure the quality and standards of programmes within a discipline. Relevant documentation, including a schedule of reviews for the period 2008 -14, is available from the Internal Review web-page2. Summary periodic review reports are published on the Northumbria web-site
.
1.5
Requirements for the collection and use of student feedback questionnaires are detailed in section 5.

1.6
Many Northumbria programmes are accredited by a Professional or Statutory Regulatory Body (PSRB), which normally entails periodic external review of the provision by the accrediting organisation. For more information, see the external review web-page
.

2. Module review 

2.1
Module review is a long-established process at Northumbria which underpins most other forms of academic review. All modules are reviewed at the end of the semester in which they run, or at the end of the year in the case of year-long modules. The aims of module review are to:

· ensure that module learning outcomes are current and being achieved

· monitor student achievement on the module

· ensure that student feedback on the module is collected and responded to

· promote the continual enhancement of the module.

2.2
In light of these aims, it is not expected that action to develop or deal with problems on the module will wait until module review. Action, including module revision via the approvals process, should be taken as required and monitored via module review. It should be noted that changes to modules which have a structural impact (eg on programme constituents, delivery patterns etc) must be made by the April deadline specified in the key dates schedule to ensure timetabling requirements can be met.

2.3 Responsibility for module review rests initially with the Module Tutor. A module review template
, should be completed as soon as possible after the end of the module based on the following: 

· data on student performance from SITS, including analysis of student performance by programme and delivery

· student feedback on the module, normally obtained from:

· comments from student representatives at staff/student liaison and programme committees

· the module feedback questionnaire (see section 5.3)

· staff feedback on the module, especially relevant where the module is taught by multiple staff

· verbal or written comments from external examiners
· feedback from other external sources (PSRBs, employers forums, subject bodies etc relating to currency of module content and learning outcomes etc).

2.4
Module reviews will be considered by a committee, operating at School or Subject/Divisional level as appropriate to the School, which will consider whether a fuller review is required. This will be determined relative to overall performance in the subject area and not a fixed benchmark. Fuller reviews might be requested to draw out and share good practice as well as for modules where possible problems have been identified. It is the responsibility of the School Student Learning and Experience Committee (SSLE) Chair or Chair of the module review committee to ensure that action from a fuller review is followed up.
2.5
Where a fuller review is required this should be completed, where possible, before the next delivery of the module. If review is triggered by an issue/s, the fuller review might require any or all of the following:

· fuller review of student performance and production of action plan

· fuller review of student feedback data (including that from questionnaires, programme and liaison committees) and production of action plan

· action plan for response to external examiner or other external comment

· review of learning and teaching materials for next delivery, including module handbook, eLP site as appropriate.

2.6
Completed module review templates are forwarded to leaders of all programmes which include the module, to inform annual programme monitoring. They should be advised if a fuller review has taken place, and of the outcome.

2.7
It is the responsibility of Module Tutors to ensure that students are made aware of actions taken as a result of student feedback. This can be done for example via eLP or, to the next cohort of students, via the module handbook.

3.
Annual programme monitoring 

3.1
Annual programme monitoring (APM) is the ongoing review and development of programmes. It is expected to enhance the student experience of Northumbria programmes and to ensure that they meet external expectations by:

· monitoring actions taken by programme teams to address any issues raised by programme statistics and from programme feedback

· recording good practice and actions taken by programme teams to develop and enhance programmes.

3.2
APM reports are approved by the School Programme Review Committee (SPRC) and are made available to relevant programme committees, to periodic review panels and potentially for external review by the QAA and professional accrediting/regulatory bodies. Any APM template which includes collaborative provision will also be considered as part of the re-approval process and in the preparation of University-wide reports.

3.3
Management of annual programme monitoring

3.3.1
The School Programme Review Committee (SPRC) will put in place suitable arrangements for oversight of the annual programme monitoring process to:

· ensure that it is carried out in a timely way for all taught programmes owned by the School
· ensure that all required reports have been completed to a satisfactory standard

· ensure that required actions have been taken or are in hand

· summarise significant enhancement activity

· identify issues that need to be taken forward

· identify and monitor any School specific themes to be explored.  

3.3.2
The terms of reference of this committee are given in appendix 1. Its functions may be carried out by the School Student Learning and Experience Committee (SSLE) provided that the specified terms of reference can be met.
3.3.3
SPRC will provide an annual report to the March meeting of the Review Sub-committee which relates to all APM reports completed at any stage in the preceding year. The reporting template is given in appendix 2.

3.3.4
APM can be of individual programmes or usually (particularly if large numbers of modules are shared between programmes) of clusters of related programmes. Decisions on how programmes should be grouped for review must be approved and monitored by SPRC. Where programmes are clustered, all included programmes must be listed on the front page of the APM template with an identifying key which should be used throughout the template to attribute any programme specific comments.

3.3.5
The standard APM template should be used for all collaborative provision, including validated programmes. Where programmes are delivered collaboratively, feedback on operation of the programme/s must be obtained from the partner organisation and this retained in the evidence base (see section 3.6). Wherever possible, franchised provision should be reviewed as part of a cluster of programmes that includes corresponding home-based provision.

3.3.6
Any APM template which includes collaborative programme/s must be forwarded to Quality Support by the end of February for the preparation of University-wide reports which are considered by the Student Learning and Experience Committee and Academic Board.

3.4
Completion of annual programme monitoring template
3.4.1
The process entails completion of the annual programme monitoring template
 with reference to documentation gathered in the programme evidence base (see section 3.6). The template includes sections on programme statistics, programme feedback (from external examiners, students and module review) and enhancement activity. The template is updated at the beginning of each academic year. Section 4 of the template can be used to explore particular School-specific issues if required by SPRC.

3.4.2
To enable any actions to be carried out promptly, the template should be used to record actions at critical times of the academic cycle when new information becomes available, rather than leaving it all until the cycle is completed. For example, enrolment data should be reviewed at the beginning of the academic cycle so that actions can be effected before the next intake. A schedule of APM data and other inputs, indicating timing and source, is given in appendix 3. 
3.4.3
The APM template must be retained (paper or electronic), together with the associated evidence base, for three years and be available to SPRC, periodic review panels and potentially to external reviewers such as the QAA and professional accrediting/regulatory bodies. 

3.5
Annual programme monitoring statistics
3.5.1
Part 1 of the template is completed with reference to relevant APM statistics. This information is accessed from Northumbria World (student/programme monitoring) which is maintained by the Finance Management Information section. This data is taken from various internal and external sources and is updated at the beginning of each month. The date of data extraction should be recorded in relevant sections of the APM template.  

3.5.2
Some data sets are flagged against set performance indicators which have been agreed by the University Executive. Where statistics are outside the expected range, action to be taken should be recorded on the template. If the data is considered to be inaccurate the reasons should be recorded and followed up by the School APM data champion. Brief details of the statistical tables provided on Northumbria World, and performance indicators used, are given in appendix 4.

3.5.3
The School APM data champion will ensure that relevant School staff are able to access Northumbria World APM data and that data issues identified in APM reports are followed up and resolved. Training and support in this role will be provided by Quality Support and Finance.

3.5.4
Comment on data within (or better than) the expected range is not required, but may be given, particularly where the data demonstrates good practice.

3.6
Evidence base

3.6.1
Schools must maintain an evidence base of documentation which informs annual programme monitoring. Documents should be retained for three years
. The evidence base should comprise:

· external examiner reports, together with responses to them

· programme specifications

· annual programme monitoring template (and related data reports which can be accessed directly from Northumbria World)
· programme approval/ revision documentation, including operations manual where appropriate
· programme handbooks, together with programme specific assessment criteria  
· summaries of student feedback on programme/s

· details of responses at programme level submitted to students on student feedback

· minutes of programme/ staff student liaison committee meetings   

· any relevant PSRB accreditation reports, together with responses to them 

· module handbooks/ guides, together with assessment details and any module specific assessment criteria or marking guides  

· module reviews, including summaries of student feedback on modules  

· communication from partner institutions for collaborative programmes  

· other documentation, eg School learning, teaching and student experience plan, programme/ framework contextual information.
3.6.2
Schools should determine their own systems for storage (electronic or paper) of APM reports and the associated evidence base. Arrangements for retrieval of documents should be clearly documented. The evidence base must be kept up-to-date and be available to SPRC, to periodic review panels and potentially for scrutiny by the QAA and professional accrediting/regulatory bodies.
4.
Periodic review 

4.1
Introduction

4.1.1
The aim of periodic review is to assure the quality and standards of the programmes within the Discipline and to promote enhancement of learning and teaching and of the student experience on those programmes.
4.1.2
It is a peer review process designed to:

· assure the currency of the programmes, their alignment with relevant external reference points (including Subject Benchmarks and Professional, Statutory and Regulatory Body [PSRB] requirements) and with employer expectations
· review the implementation of Learning, Teaching and Student Experience Plans and other strategies concerned with enhancing the student experience
· involve students and the Students’ Union in the quality assurance process

· align with the QAA code of practice for internal quality assurance processes, including the involvement of independent external scrutiny; produce evidence to support sampling trails as part of QAA Institutional Audit
· make full use of available management information to inform the quality assurance process

· produce a publishable summary of the periodic review, as required for HEFCE’s teaching quality information
· be clearly differentiated from programme approval/re-approval processes and PSRB accreditation, but to draw on these where appropriate

· avoid excessive paperwork or time burdens on Schools or reviewers.
4.1.3
Note that:

· periodic review is not a process of validation or re-validation; Northumbria programmes (excluding collaborative programmes) are re-validated when required and not on a fixed cycle

· it should be clear to Disciplines under review, as well as to review panels, that the aims of periodic review are developmental and not judgemental.

4.1.4
The periodic review schedule operates on a 6-yearly cycle. The first full cycle of periodic review covered the period 2002-2008. The current method of review was introduced in 2008/09 for the second cycle of review. A schedule of periodic reviews for the period 2008-2014, together with relevant documentation, is available from the Internal Review web-page
.
4.2
Scope of periodic review

4.2.1
The Discipline

Periodic review is of the ‘Discipline’:

· Disciplines for periodic review are defined by Schools, subject to the approval of Review Sub-Committee. It is the responsibility of the School Student Learning and Experience Committee (SSLE) Chair to ensure that all programmes fall within a Discipline for periodic review.
· Where the discipline contains large numbers of programmes, it may be agreed between the panel and the discipline team that the review should focus in detail on a sample set of programmes; however, all programmes will remain in scope. The sample should reflect the range of provision and capture a significant proportion of students. 
4.2.2
Collaborative provision
As collaborative programmes are approved for a fixed period of time and subject to regular re-approval, the primary form of periodic review of these programmes is in their re-approval, and it is there that the detailed scrutiny of the data for these programmes will take place. However, in many cases, the collaborative provision is closely integrated with the home provision so that discussion of aspects of the collaborative programmes may be entirely appropriate as part of the review.
4.2.3
Teaching in and teaching out

Consideration is necessary if there are sets of modules, clearly part of the  academic area under review but taught on programmes outside the Discipline (modules taught-out), and/or modules clearly from outside the Discipline which contribute to the Discipline’s programmes (modules taught-in). The scope of the Discipline will be agreed at a preparatory meeting but the focus of review is primarily on the programmes within the Discipline and the student experience of these and so taught-in modules are likely to be included, particularly within the review data sets.

4.2.4
New and phasing-out programmes. Recently approved programmes which have not yet recruited will be included in the review from the point of view of illustrating subject development and currency of curriculum. Clearly there will not be management information relating to such programmes but approval reports etc may be included as evidence. Programmes which have closed and which no longer have enrolled students need not be included. Programmes which are due to close but which do still have enrolled students should be included, since good practice is relevant even in (perhaps particularly in) these circumstances.
4.3
Periodic review process 

4.3.1
Formal preparation for periodic review will start approximately 6 months before the scheduled review although the process of ensuring that the evidence is in place and documentation up to date should be ongoing. A preparatory meeting between Quality Support, the SSLE Chair and representatives of the Discipline will agree on the programmes to be covered in the review (a Discipline Programme Information template should be completed; download from the Internal Review web-page), size of panel, dates for submission of documentation and dates of the review. This meeting should take place approximately 6 months before the review event. This meeting should also determine how students are to be enabled to provide a written submission (see appendix 5)

4.3.2
A digest of information on key performance indicators derived from relevant APM data sets showing trends over the last 2/3 years will be provided by Financial Management Information approximately 4 months before the date of the review; key sections of the SED will reflect upon this data. On the basis of this data and the Discipline programme information template, the panel chair will agree with Discipline staff and Quality Support whether the review should focus on a sample of programmes.
4.3.3
A Discipline self-evaluation document (SED) will be submitted 6 weeks before the review, using the SED template which is available from the Internal Review web-page. Participation in the production of the SED should extend to all staff in the Discipline, and as far as possible, students or their representatives. Note that the SED should cover all programmes in the discipline, even if it has been decided that the review will focus on a sample.
4.3.4
A student written submission (SWS; see appendix 5 for the process of producing this) should be submitted with the SED. The meeting to produce the SWS should be open to all students in the Discipline and it should be made available to them all, not only those who are likely to be meeting with review panel members. The relevant template and associated guidance for students is available from the Internal Review web-page.
4.3.5
Other documentation to be available to the members of the review panel at this stage will include:

· The completed Discipline programme information template 
· Programme specifications for the major programmes covered (this will be the sample programmes, if it has been decided that sampling is necessary), together with web links to the  online programme specifications for all programmes
· The digest of information on key performance indicators

· Annual programme monitoring (APM) reports for the last three years (for the sample of programmes, where sampling has been agreed); approval reports for any new programmes included that don’t yet have APM reports
· External examiners' reports for the last three years (for the sample of programmes, where sampling has been agreed).
· Learning, Teaching and Student Experience Plans.

· A short guide to the academic structure of the University and other contextual information.

· The panel will also have access by request to other documentation maintained in the evidence base for annual programme monitoring (see 3.6 above). The panel might reasonably expect this information to be available on demand, but will try to give the Discipline reasonable notice of specific information requirements. Where sampling has been agreed, documentation can still be requested for programmes outside of the sample.
4.3.6
The Chair of the review panel will convene a panel meeting (involving externals by email) on receipt of the documentation to agree on allocation of tasks and on the meetings that will be required.

4.3.7
Periodic review will normally take place over two days. A typical agenda is available form the Internal Review web-page but can be varied as agreed by panel and discipline staff. The following meetings are normally involved:

· A tour of the teaching and learning facilities (where appropriate)
· Meeting with staff to cover educational aims, curricula, subject development, academic standards. 

· Meeting with staff to cover quality of learning opportunities (management information, student admission, support and progression, learning resources).

· Meeting with staff (and students, if appropriate) to cover enhancement activities, implementation of university and school learning, teaching and student experience plans and to provide a showcase of good practice
· Meeting with students (normally student reps; from the sampled programmes, where sampling has been agreed)
· Meeting with recent graduates, employers and/or PSRB representatives.

· Final clarification meeting with staff to identify and discuss any outstanding issues.
The panel can vary this pattern according to the nature of the provision. The panel chair will agree with the Discipline team which staff should attend which meeting (staff from outside of the Discipline may be included where relevant). The panel Chair will agree with the SSLE Chair and the Discipline team which meetings senior staff should attend. The PVC (Learning and Teaching) will be invited to attend the first and last meetings.

4.3.8
A Review will not involve any observation of teaching. However, a review panel will wish to assure itself that peer support is in place in accordance with the agreed University Scheme
.
4.3.9
Panel chairs and panel members are asked not to overlap with external examiners in the judgements of standards achieved. Reviewers should be satisfied that an effective process of external moderation has taken place; they are not asked to confirm the academic judgment of external examiners. Student work will not normally be seen, except where this illustrates some enhancement activty.

4.3.10
The panel will want to conduct the review with reference to the template on which it is asked to report, available from the internal review web-page. This maps closely to the required structure for the SED. The report template includes a summary section for publication.

4.3.11
The panel will draw up a preliminary report within 3 weeks of the review. The Discipline team will have an opportunity to respond to this report before it is finalised. The final review report will be completed within 8 weeks of the review.  

4.3.12
The review report will be submitted to the Review Sub-committee (RSC) which will determine follow-up action with reference to the panel’s recommendations. The Discipline will then provide an action plan to address issues raised in the report for approval by SSLE and then RSC. An update will be provided to SSLE/RSC one year after the review event.
4.3.13
The Discipline will be required to provide a staff development session on an exemplary enhancement activity (as selected by the review panel in negotiation with the Discipline).

4.3.14
In the case of a review highlighting significant shortcomings in the provision, RSC can order a further review (of all or part of the provision) within a limited time period.

4.4
The review panel
4.4.1
The review panel will be approved by RSC. The minimum composition will be:

· Chair, from an independent School
· Two internal members from outside of the Discipline group being reviewed, but at least one with some related subject knowledge
· An external subject specialist
· A Students’ Union nominee (normally president or a vice-president), who has not been a student in the School which owns the discipline being reviewed.
Administrative support will be provided by Quality Support.
4.4.2
The internal panel member with some subject knowledge will usually be from the same School as the Discipline under review, and his or her knowledge of the Discipline and its practices will facilitate the workings of the panel. 

4.4.3
The size of the panel may be increased based on decision at the time of the preparatory meeting. If the provision is large and/or complex a second external specialist may be added. PSRB representatives may be added to the team if appropriate
4.4.4
Internal panel members will be drawn from a register of staff approved by RSC. Schools make nominations to this register to include:

· Experience of internal or external review, validation or approval. 

· Experience of PSRB, Ofsted or professional association activity.

· External examining experience.

· Involvement with HEA work.

4.4.5
External panel members will be nominated by the SSLE and be subject to approval by RSC. They will not normally have been external examiners, for the provision being reviewed, within the last five years.
4.4.6 The Students’ Union nominee is included as a full panel member to provide a student voice in the review process. The Students’ Union will indicate at the start of the year which of its sabbatical officers will undertake this responsibility and Quality Support will provide training. 
4.4.7 Internal and external reviewer nomination forms can be found on the Internal Review web-page.

4.5
Timetable and responsibilities for periodic review

	Date 
	Activity
	Responsibility

	Approx 6 months before review
	School provides completed discipline programme information template 

Preparatory meeting between QS, SSLE chair and discipline staff to determine scope of review.
	School Registrar or SSLE secretary

QS, SSLE chair, Subject Head/ Programme Director

	Approx 4 months before review
	External panel member/s nominated by School and approved by RSC
Internal panel members appointed from Register. Students’ Union panel member agreed.
Digest of information on key performance indicators to inform SED provided by Financial Management Information

Meeting of Panel chair, QS and discipline staff to agree on any sampling of programmes
	SSLE chair, RSC
QS, RSC, SU
Finance Dept.
QS

	Approx 3 months before review
	School to organise SWS; meeting to be facilitated by SU/QS.
	School Registrar or SSLE secretary/ QS/SU

	6 weeks before review
	SED submitted and distributed to panel with SWS and other documentation.
	SSLE chair/QS

	Period between submission of SED and review
	Panel chair agrees distribution of workload with panel. Panel agree on any departures from standard pattern of meetings for review

Meetings scheduled - employers and students invited etc

Panel members call for additional information from School, as required
	Panel chair
School Registrar/SSLE secretary/ Discipline staff
QS to support

	Review (normally 2 days)
	Meetings held with discipline staff, students, employers etc

Panel meet to agree preliminary findings
	Review panel, QS to support

	3 weeks after review
	Preliminary report using template sent to discipline staff for response
	Panel chair

	5 weeks after review
	Response from discipline staff returned to panel
	Discipline staff/School Dean/SSLE chair

	8 weeks after review
	Final report sent to RSC
	Panel chair

	Approx 14 weeks after review
	Discipline action plan submitted to SSLE then RSC 

	Discipline team/SSLE

	Up to 1 year after Review
	Chosen exemplary practice disseminated 
Actions from review monitored by SSLE/RSC. RSC final sign off of action plan after one year
	SSLE chair/RSC chair
Discipline team


5.
Student feedback questionnaires 

5.1
Student feedback questionnaires are used to obtain module and programme feedback from students. It is expected that student feedback will be collected and responded to promptly. This will be monitored by annual programme monitoring and at periodic review.

5.2
Programme Feedback 

5.2.1
Final year undergraduate students (on a programme longer than one year) are externally surveyed by Ipsos MORI for the National Student Survey (NSS). The survey is carried out early in the calendar year and results published in the following August on the Unistats website at http://unistats.direct.gov.uk. In addition, satisfaction scores (by category of question) are incorporated in APM statistics (see section 3.5). 
5.2.2
In 2010/11 an on-line student satisfaction survey (replicating the NSS) was administered to all student cohorts not included in the NSS between 28 February and 8 April 2011. Students were able to access the survey via the eLearning Portal (eLP) and MyNorthumbria. Survey results were extracted to the Data Warehouse and disseminated via Northumbria World. Satisfaction scores, by category of question, are also incorporated in APM statistics (see section 3.5). 
5.2.3
An on-line student satisfaction survey will also be carried out in 2011/12 (5 - 30 March 2012), using the same methodology. Some changes to the questionnaire have been approved by the Review Sub-committee, including additional fields for ‘open ended’ feedback for each category of question.

5.2.4
Schools may have local arrangements in place for collecting more detailed student evaluation to meet programme specific requirements and delivery patterns.

5.3
Module feedback questionnaire

5.3.1
This questionnaire should be administered towards the end of each module delivery. It is the responsibility of the Module Tutor to ensure that adequate feedback from students is collected for the module.
5.3.2
The Module Tutor has flexibility over design of the module questionnaire, within School guidelines, but it should include the question ‘Overall, I am satisfied with the quality of this module’ ranked from 5 (definitely agree) through to 1 (definitely disagree). 
5.3.3
Standard long and short questionnaires are available, if required, through the eLearning Portal. For instructions on setting up an eLP survey and access to the files containing the questionnaires, go to:

https://elp.northumbria.ac.uk/bbcswebdav/orgs/ORG1/Help/add_module_questionnaire.htm.
5.3.4
Alternatively, the long questionnaire can be administered using the optical character reading facility in Academic Registry (OMR), via the relevant School administrator or contact d.munroe@northumbria.ac.uk or ben.ferry@northumbria.ac.uk. This questionnaire is provided in standard format which cannot be adapted. 
5.3.5
Results of the compulsory question and response to any issues raised should be reported in the module review template and results retained by the Module Tutor.

5.4
Teaching feedback questionnaire

5.4.1
This questionnaire is used by staff for their own information for teaching enhancement purposes. Results from it are confidential to the lecturer concerned and will not feed into the review process. To avoid excessive 'questionnaire fatigue' amongst students, lecturers will normally use this questionnaire only once per year, perhaps to provide evidence for use in their appraisal. The questionnaire is administered using the optical character reading facility in Academic Registry (OMR).

6.
Glossary of terms

	APM
	Annual programme monitoring

	AR
	Academic Registry 

	Discipline
	The area of academic study for periodic review (see section 4.2.1)

	eLP
	eLearning Portal 

	HEA
	Higher Education Academy 

	HEFCE
	Higher Education Funding Council for England

	NSS
	National Student Survey

	OMR
	Optical Mark Reader 

	QAA
	Quality Assurance Agency

	QS
	Quality Support (section of Academic Registry)

	PSRB
	Professional/Statutory Regulatory Body

	RSC
	Review Sub-committee

	SED
	Self Evaluation Document

	SITS
	Student Records System

	SLE
	Student Learning and Experience Committee  

	SPRC
	School Programme Review Committee

	SSLE
	School Student Learning and Experience Committee

	SWS
	Student Written Submission

	SU
	Students’ Union
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Appendix 1
Terms of reference for School Programme Review Committee 
Frequency of meetings:

At least 1 per annum 

Secretary:
A member of the School administrative staff appointed by the School Registrar 

Reporting relationships: 
A sub-committee of the School Student Learning and Experience Committee. 

Quorum:

50% +1

Composition 

Ex officio members
· Chair: School Student Learning and Experience Committee Chair or nominee 

· The School Registrar or nominee.

Nominated members

· Appropriate staff involved with programme delivery, to be determined by the School Student Learning and Experience Committee.

· A School Student Representative.

Terms of reference

1. To monitor annual programme monitoring (APM) in the School.

2. To ensure that timely APM has been carried out for all taught programmes in the School.

3. To put arrangements in place to:

· monitor that APM reports are completed to a satisfactory standard

· monitor that APM reports are shared with programme committees

· monitor rationale for clustering programmes   

· identify issues to be raised at School/University level

· identify significant enhancement activity

· identify any APM data issues and actions taken

· provide feedback on the process, including recommendations for improvement.

4. To ensure that the RSC reporting template is completed for SSLE approval.
Northumbria University Review Handbook 

Appendix 2
	Report to the Review Sub-Committee on Annual Programme Monitoring

	The School Programme Review Committee (SPRC) is responsible for ensuring that annual programme monitoring (APM) is carried out in a timely way for all taught programmes owned by the School and that APM templates have been completed to a satisfactory standard. The procedure is described in section 3 of the Review Handbook
.
SPRC is required to provide an annual summary report of this process to RSC, using this template. The report will relate to all APM reports completed at any stage in the preceding year and should be submitted to Quality Support by the end of February, for consideration by RSC in March. 

	School
	

	Date/s SPRC meetings held
	


	Please list any programmes that have not been covered in an APM report in the year under consideration and how this is to be addressed? Add extra rows by pressing the key tab from the bottom right cell.

	Programme title
	SPRC action

	
	


	Are arrangements for clustering of programmes considered to be satisfactory?
	Yes
	
	No
	

	If not, what changes will be made for the next cycle of annual programme monitoring?

	


	Summarise any School issues raised by APM.

	


	Briefly summarise significant enhancement activity identified by APM.

	


	Any University issues (non data) raised by APM for consideration by RSC.

	


	Any University data issues (ie which cannot be addressed by the School) for consideration by RSC. 

	


	Briefly summarise arrangements for sharing APM reports with Programme Committees.

	


	Any additional feedback on APM process and recommendation/s to RSC for improvement.

	


	Name of SPRC Chair
	
	Date
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Appendix 3
	Schedule of inputs to annual programme monitoring for programmes starting in September 









	Date 
	Activity (refers to APM template)
	Comments

	Oct-Nov 
	Enrolment statistics (part 1a) 
	Northumbria World (APM tables 1-4): enrolment data for programmes with different start dates is made available early in the academic cycle (data is updated on 1st day of each month).

	Nov-Feb
	Student feedback (part 2b)
	Normally one programme or staff/student liaison committee per semester.

	
	Semester 1 module review (part 2c)
	Module tutor responsibility (should be forwarded to leaders of all programmes which include the module).

	May-Jun
	Student feedback statistics (part 2b)
(note, this survey took place in 2010/11 but not in 2009/10)
	Northumbria World (APM table 10): for full student satisfaction survey quantitative results, see NW programme feedback. 
Internal student satisfaction survey qualitative feedback provided directly to Schools. 

	July-Sep
	Semester 2 module review (part 2c)
	Module tutor responsibility (should be forwarded to leaders of all programmes which include the module).

	
	External examiner feedback (part 2a)
	External examiners required to submit annual report by the end of July.

	
	Student feedback statistics (part 1d) 
	Northumbria World (APM table 10): satisfaction scores, by category of question, from NSS and internal student satisfaction survey (where available). 

	
	Student feedback (part 2b)
	Full NSS results published at http://unistats.direct.gov.uk. 

NSS results at lower publication threshold and qualitative feedback provided directly to Schools. 

	
	Employment statistics (part 1c)
	Northumbria World (APM table 9): relates to DLHE survey, where available (previous final year cohort surveyed 6 months after graduation).

	Oct-Nov
	Progression & Award statistics (part 1b)
	Northumbria World (APM tables 6-8): available after completion of academic cycle including referral PABs. 

	Dec-Feb
	School review of APM process 
	School Programme Review Committee (SPRC) ensures that APM (completed at any stage in preceding 12 months) carried out to satisfactory standard for all taught programmes.

	End Feb
	SPRC submits overview report to RSC  
	Using reporting template in Review Handbook, appendix 2 (Quality Support prepares overview).

	
	Reports for collaborative programmes
	APM reports (completed at any stage in preceding 12 months) forwarded to Quality Support by end February for preparation of University-wide reports for SLE/Academic Board.
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Appendix 4
	Northumbria World APM statistical tables and traffic lights

	The following APM statistical tables are available from Northumbria World. They are grouped into reports relating to Application, Enrolment, Progression, Awards and Employment/Feedback. Further details can be accessed from the information icon at the top right hand corner of each report.

	APM Table
	Content
	Traffic Light

	APM1 Applications
	Shows pre-clearing applications for current and previous year (accepts, declines, rejects, others) and number/percentage of acceptances gained through clearing.
	Measures students accepted through clearing % movement between years.

	APM2 Applications to Enrolments
	Shows the number of applicants who enrol on stage 1 of the programme and other stage 1 enrols (eg repeating or transferring students). Total enrolments to stage 1 are then shown against target. 

The first ratio shows total applications to enrolments, the second shows total applications to target.
	Measures application to enrolment ratio % movement between years.

	APM3     Entry Points
	Table 1 shows average actual and target tariff points for the programme.

Table 2 compares NU to subject sector average.
	Measures average tariff point % movement between years. 

	APM4 Enrolments to Target
	Enrolments and targets are shown for each stage split into Home/EU and International students. 
	Measures variance between total enrolment and target.

	APM 5 Widening participation
	Widening access funding: students from low-participation neighbourhoods, defined by postcode.

Improving Retention funding: students with low entry qualifications or studying PT for 1st degree.
	No traffic light. 

	APM6 Progression
	Number of students progressing by status, stage and year. Left column shows number enrolling at the start of year, right column shows progression status at year end.
	Measures % of enrolled students who completed, progressed or transferred internally for the selected year. 

	APM7      Pass Rates
	Table 1 shows number of passes, fails, and non-completions in the final year of programme. 
Table 2 shows number/percentage gaining intended/higher award, lower award or no award.
	Measures % of students who have passed. 

	APM8 Classification
	Table 1 shows the number/percentage of award classifications and sector average in subject. Table 2/3 shows classification for Foundation degree and Postgraduate awards. Both tables show Home/EU and International split.
	Measures difference between NU and Sector in good degrees (ie 1st and 2:1).

	APM9 Employment
	Destinations of students completing DLHE survey 6 months after graduation, where available.

Table 1 shows proportion of graduating students in employment, studying, or other. Table 2 gives sector comparison for subject.
	Measures difference in total employed between NU and Sector.

 

	APM10 Student Feedback
	Shows satisfaction rates, by category of question, from NU student feedback survey (table 1) and from the NSS (table 2). NSS results are compared to the sector by subject.
	Measures difference between NU and Sector on ‘Overall Satisfaction’ question. 
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Appendix 5
Student written submission (SWS) for periodic review
A student written submission (SWS) is one of the inputs into the periodic review process. It is prepared independently of staff of the Discipline, at an open meeting with students from programmes included in the review. 
It should not be assumed that the submission will be formally representative of the student body as a whole; the report will constitute a student voice, not the student voice, and the review process will necessarily seek to corroborate, with reference to other sources of evidence, comments made in the SWS. 

The review panel, and the Discipline, will be expected to value critical comments made in a constructive spirit, and to acknowledge the contribution that such comments can make to the developmental aspects of the review process. 

(i) An SWS meeting will be arranged by the School, in consultation with the Students’ Union and Quality Support, and will be fully publicised by the School.
(ii) The meeting will be chaired by the Students’ Union representative on the review panel, supported by a member of staff from Quality Support, and attended by as many students from programmes covered by the review as is practicable. Notes of the meeting will be taken by a member of staff from Quality Support. 

(iii) The agenda for this meeting is provided by the SWS template (available from the Internal Review web-page) which has been prepared by the University in consultation with the Students’ Union. Students will be advised that the SWS should not include personal grievances, or any discussion of the competence of individual members of staff. They will also be advised that the SWS will not name or allow the identification of individual students.
(iv) To conclude the meeting, the chair of the meeting will make an oral summary of a draft SWS as it emerges from the meeting, and attempt to secure the agreement of the students present. 

(v) A draft of the submission will be produced by Quality Support and agreed by the meeting chair. This will then be circulated to the students who attended the meeting. Any student disagreeing with the report will have the opportunity to submit additional comments to be appended (anonymously) to it.

(vi) The SWS will then be forwarded to the Discipline staff team which will be given the opportunity to add its own comments on factual and contextual matters in advance of the SWS being sent to the review panel.

(vii) It is expected that submissions will be open documents, shared with both staff and students of the Discipline, in order that they can be used in periodic review.
� available at � HYPERLINK "http://www.qaa.ac.uk/Publications/InformationAndGuidance/Pages/quality-code-B8.aspx" �http://www.qaa.ac.uk/Publications/InformationAndGuidance/Pages/quality-code-B8.aspx�


� available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/" �http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/�


� see �HYPERLINK "http://northumbria.ac.uk/sd/central/ar/qualitysupport/tqinf/prreports/"��http://northumbria.ac.uk/sd/central/ar/qualitysupport/tqinf/prreports/� 


� at �HYPERLINK "http://northumbria.ac.uk/sd/central/ar/qualitysupport/review/external/"��http://northumbria.ac.uk/sd/central/ar/qualitysupport/review/external/� 


� available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/" �http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/�.





� available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/" �http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/�.





�see Records Retention Schedule at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/uso/Recman/RRS/?view=Standard" �http://www.northumbria.ac.uk/sd/central/uso/Recman/RRS/?view=Standard�.





� see � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/" �http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/�


� see � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/lteia/staffdev/peersupport/?view=Standard" �http://www.northumbria.ac.uk/sd/central/ar/lteia/staffdev/peersupport/?view=Standard�





� available at � HYPERLINK "http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/" �http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/�.





� Timing of activities in shaded rows will vary for programmes with other start dates; those in un-shaded rows are tied to the standard academic calendar.
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