The Annual Evaluation Process
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Introduction, aims and key principles
1. The preparation and subsequent discussion of Annual Evaluation (AE) Reports enables course teams, Institutes and the University to evaluate effectiveness, identify good practice, strengthen accountability and take action on the basis of informed review and analysis.  
2. In this respect the process supports the ongoing quality enhancement of course provision and the student experience, and meets the overarching precepts of the QAA Code of Practice:
· to ensure that programmes remain current and valid in light of developing knowledge in the discipline, and practice in its application;
· to evaluate the extent to which the intended learning outcomes are being attained by students;
· to evaluate the continuing effectiveness of the curriculum and of assessment in relation to the intended learning outcomes;
· to ensure that recommendations for appropriate actions are followed up to remedy any identified shortcomings. (QAA CoP Section 7, Precept 7).
3. More generally, AE Reports provide the University with the evidence it requires to enable it to discharge its responsibility for the standard of each award made in its name, and to be assured that the quality of education provided for students is at least satisfactory or better. The process identifies issues requiring attention and a mechanism for ensuring that they are addressed, and highlights examples of good practice which should make a significant contribution to enhancing the quality of provision across the University.  
Aims
4. The process aims to:

· ensure genuine critical reflection and evaluation on all aspects of the delivery of the curriculum and support for student learning;
· secure continued systematic improvement in the overall quality of provision and the student experience;
· develop live Action Plans which can be effectively implemented and progress mapped throughout the academic year.
Key Principles
5. The process therefore is based on the following key principles:

· Self-critical reflective consideration of evidence
 

· Accountability at all levels throughout the University
· Evaluation for forward action planning
· Dissemination of good practice

6. As an integral part of the system, it is expected that good practice is shared amongst staff, and that feedback is given to staff, students, and external examiners on issues raised in reports at all stages in the system.  For instance, it is expected that Heads of Institute and IQC Chairs report back to staff, staff communicate with students via course committees, notice boards and the web,, In addition, the minutes of course committees are made available for students and a copy of the Course AE Report is sent to the external examiner, normally following the IQC meeting at which such reports are discussed.
7. The process is designed to complement Internal Periodic Review.  This occurs in two key ways:  Review Panels will consider AE Reports through consideration at internal periodic review and will thereby gain insight into the provision as well as form a view on the extent to which reflective and evaluative practice is in evidence.  In addition, outcomes from Internal Periodic Review inform the Course AE Report and key recommendations should be followed up in this manner.
Collaborative Provision

8. AE Reports are produced for every course that results in a UW award, including those offered by partner institutions to their students, and, normally, for every accredited module run by a partner institution.  However, by negotiation
 partners are able to submit reports to the format normally used by that institution provided that required elements of the AE process are present.  (This will normally be the action plan, link tutor reports and the response to the external examiner report(s)). In such cases, additional information pertaining to the AE process should be made available to Institutes alongside submission of the annual report.
     
9. For provision taught at more than one site, a report should be produced for each site.  An Overview report will then be compiled in the same manner as a Course AE Report, drawing together the key themes from each individual submission.  This Overview report will be taken, with individual Course Reports, by the Institute Quality Committee and will, as appropriate, be referenced in the Institute AE Report.  

10. All Course AE reports should include a list of award titles covered by the report.

Professional, Statutory and Regulatory Bodies
11. IQCs are primarily responsible for considering and endorsing Course AE Reports relating to provision subject to external (PSRB) requirements.  Where an issue has been raised by a PSRB which relates to academic standards or quality, the action being taken to address such an issue must be included explicitly within the action plan of the Institute AE Report.

Process

12. The process takes an evidence-based approach with outcomes clearly based on evaluation and enhancement.  

13. The value of this process lies in all participants taking an honest, reflective and evaluative approach.  Issues are highlighted without apportioning blame and the focus is always on how to address issues and identify action that will result in quality enhancement.

14. The following key points therefore apply:

· The action plan should clearly be derived from evidence sources (see below).
· This leads to more focussed actions that are easier to address, whether these aim to rectify issues or progress opportunities – actions have an anticipated date of completion (or milestones) and demonstrable criteria for success (ie. when it is clear that they have been achieved).
15. The action plan therefore covers the following areas:

· Action

· Evidence Source

· Rationale for the priority of action

· Key responsibility

· Anticipated date of completion (and milestones, as relevant)

· Criteria for success

· Progress to date
16. Action Plans are considered to be “live” documents which are kept under review and updated on a regular basis (eg. via course committees), including for provision delivered through collaborative arrangements.  Indeed, the Link Tutor’s report template makes reference to progress made against the action plan [update to LT report template needed as well as clarification that shared with HE Manager and/or Course Leader at partner.]
17. Annual briefing events will be held by AQU to promote the principles and process of the AE process.

Course AE Reports
18. Course leaders use the following evidence base as the primary source for compiling the AE Report:

· Statistical data (see Appendix 1 for full list of data normally provided)
· Link Tutor report(s)

· External Examiner Reports and Responses
 

· Student Feedback including the National Student Survey

· Course Committee minutes or equivalent

· Professional and Statutory Regulatory Body Reports

· Internal/external Review Reports (eg Periodic Review)

· Employer/stakeholder feedback

19. AQU will issue, annually, a course database of current provision.  Institute Quality Committees will be responsible for ensuring that reports for all awards within the Institute have been received.  Institutes will determine, through consultation with AQU as necessary, whether Course AE Reports can appropriately cover multiple awards.   

20. Course AE Reports should therefore be produced:

· For each course or group of related courses leading to a UW award.

· For every course or accredited module, or group of modules, run by a partner institution.

21. Following discussion and agreement by IQC, course leaders are responsible for ensuring that a copy of the full Course Report, including the response to external examiner reports, is sent to external examiner(s).  These reports should also be discussed with student representatives at the course committee (or equivalent). 

22. Course AE Reports will comprise the following:

· Action Plan from the previous year, with report on progress and commentary as appropriate

· Action Plan for current year 

· Commentary on the evidence informing the action plan 

· Areas of particular interest (ie. particular concerns or specific planned developments)
· Response to external examiner reports
23. The following are also appended:

· External examiner reports

· PSRB report(s) as applicable

· Link Tutor report (in cases of collaborative provision)

· Partner Overview Report (see paragraph 9)

24. As deemed appropriate, Course AE Reports may also include key information required in relation to key priorities of University strategy (eg. to gather evidence on external engagement, student success, etc).

Institute AE Reports
25. Institutes use the following evidence base as the primary source for compiling the AE Report:

· Institute-level statistical data (see Appendix 1)
· Institute-level student feedback, including NSS outcomes

· Course AE Reports (including external examiner reports and responses) & Link Tutor reports
26. It is not expected that reference to each and every Course AE Report is made in the Institute Report.  Supported by AQU and, typically via IQC, Institutes themselves determine how best to ensure that key issues arising from Course Reports are identified through IQC.

27. The report therefore comprises the following:

· Brief contextual statement, including outline of the process used to analyse Course AE Reports (and Link Tutor reports) to determine priorities for the Institute Action Plan/report.
· Action Plan from previous year, with report on progress and commentary as appropriate

· Action Plan for current year

· Commentary on the effectiveness the process, including confirmation that risk management approaches have been followed and that all anticipated Course Reports and Link Tutor reports were received.
· Good practice to be disseminated more widely

· Specific arrangements for additional support of higher risk provision.

· Issues to be referred beyond the Institute

28. As deemed appropriate, Institute AE Reports may also include key information required in relation to key priorities of University strategy (eg. to gather evidence on external engagement, student success, etc).

Indicative Schedule

29. Institutes are advised to utilise (adapting as appropriate) the following indicative schedule for the process:

	Early September
	Link Tutor report submitted to UW Course Leader for inclusion with AE Report*

	Late September
	Course AE Reports finalised

	Late October
	Course AE Reports submitted for Institute Quality Committee attention

	Mid November
	IQC meetings to discuss reports and agree Institute AE Report

	23 November 2011
	Institute reports submitted to AQU for Audit and Review Committee

	14 December 2011
	Audit and Review Committee considers Institute reports

	11 January 2012
	ASQEC agrees Institutional annual report on quality and standards

	25 January 2012
	Academic Board receives report from ASQEC

	29 February 2012
	Audit and Review Committee samples Course AE Reports


* The Link Tutor report should also be sent to the HE Manager (where appropriate, the Course Leader (or equivalent) at the partner organisation and the Head of Institute.
Roles and responsibilities
Academic Standards and Quality Enhancement Committee
30. The Academic Standards and Quality Enhancement Committee (ASQEC) retains responsibility for reporting annually to Academic Board on the academic health of the University’s portfolio of taught programmes and the quality of the student experience (ASQEC Terms of Reference).

Audit and Review Committee

31. Audit and Review Committee will formally inform the University about the quality of awards granted through consideration of Institute AE Reports (and IQC minutes) and sampling of Course AE Reports.   Additionally, A&RC will highlight areas of good practice and ensure that these are disseminated appropriately across the University.
32. A&RC will also ensure that the Academic Standards and Quality Enhancement Committee is informed of key information regarding standards and quality of provision.  Actions taken through the exercises noted above thereby inform an overarching review of quality and standards compiled by ASQEC and presented to the Academic Board.  

33. Additionally, A&RC is responsible for following up actions beyond Institute level and reporting outcomes back to Institutes. 

34. A&RC also samples Course AE Reports and feeds back on relevant findings to Institutes and to ASQEC (A&RC Terms of Reference).
Institute Quality Committees

35. IQCs are responsible for the production of the Institute AE Report.  This is normally authored by the Chair of IQC.  

36. IQCs are also responsible for ensuring the effectiveness of the process at course level, and for maintaining an overview of quality and standards across Institute provision (including collaborative programmes).  In addition they are responsible for supporting the continuous improvement of quality and standards through quality enhancement activity. 
37. Institutes are empowered to manage the Course AE process in whatever way is deemed most appropriate, provided that AE reports are reviewed to ensure that they are complete (ie. all anticipated reports are received and all evidence is available), evaluative and contain a clear action plan with a sound evidence base.

38. In keeping with an approach that supports a lighter touch for lower risk awards, good practice would suggest that action plans are continually reflected through course committees with IQC requiring a formal response on a risk-assessed basis (ie. any awards deemed to be of high risk might be asked to provide an interim report on progress to IQC).  In terms of efficiency, it is suggested that IQC forms a subgroup to consider Course AE reports which then feeds into the Institute report.  Alternatively, where Institutes would prefer all reports to be reviewed by all members of IQC, a ‘critical friend’ approach may be appropriate. 

39. Therefore, in relation to the course AE process, IQCs:

· Ensure: 

· that a complete and appropriate set of reports (including Link Tutor reports) for all applicable provision within the Institute has been submitted;
· that all reports provide a full and appropriate response to external examiner(s)

· Discuss:

· the academic health of courses managed by the Institute;
· specifically, the academic health of courses delivered by partner organisations;
· generic issues arising from the AE process (these might be matters of process/procedure or issues about courses/student experience – including recruitment, retention, achievement, etc).
· Determine:

· those courses that may require specific attention in the current reporting year and the action to be taken to manage any risk or enable any identified opportunities;
· matters for the Institute (or Centre/division in the case of Education and Health) to address in relation to quality and/or standards issues;
· issues to be referred outside of the Institute for a response.
· Review progress on actions from previous year.
· Agree a set of actions/priorities for the Institute to enhance the quality of courses and the student experience over the next academic year (these will normally focus on actions within the Institute but may include recommendations to other committees/groups across the University.
Link Tutor

40. The Link Tutor has a dual role: providing assistance and support to staff in the partner institution, and providing assurance to UW that the partnership is operating appropriately.  During the year the Link Tutor might make a number of visits to a partner organisation, in accordance with the guidance on the ‘role of the link tutor’.  They are requested to produce a short annual report (normally no longer than two pages) on these visits.  These reports are an important feature of the Course AE Report and should be a part of the evidence base for the action plan.  A template for the Link Tutor report can be accessed via the AQU website. 

Appendix 1
Standard Evidence Base
Normally, the following statistical data is provided by for the purposes of the AE process:

· Applications and Admissions

· Student characteristics

· Graduate destinations data

· Retention and completion data

· Progression and achievement data 
This data is provided initially at Institute level to enable comparison with other awards as well as identification of trends over a number of years.  It will be available in mid-August (following the examination board process).  

Once initial consideration has been carried out, any data deemed relevant can be explored further through the use of Link
 to gain a fuller understanding of its significance.  
In addition, authors of AE reports are expected to draw upon evidence from the following in arriving at their action plan.    
· External examiner reports

· Internal review reports and responses

· NSS outcomes

· Course Management Committee and/or Staff/Student Liaison Committee minutes

· Student module feedback and evaluation
· Link Tutor reports (in the case of collaborative provision)

· External review reports (eg PSRB)

· Module results summaries (as presented at Institute exam boards), supplemented by:

· Exam Board minutes

· Post-module moderation notes
Staff are also encouraged to consider, when deriving the action plan, award-specific evidence such as:

· Employer (and other stakeholder) feedback
· Informal student feedback

· National subject development
Appendix 2
Guide to writing the Course AE Report

1. The following points provide a step-by-step guide through the process of gathering and evaluating evidence to inform the action plan.  The nature of the questions to be asked of the evidence will be both subjective and course specific.  Therefore, this guidance aims to be neither exhaustive nor prescriptive.  

2. Gather information to create evidence base.  The following will be available within this folder: O:\All Staff Documents\AQU\Annual Evaluation\2011\[Institute Name]\
· Statistical data (this will be available in mid-August).
· External examiner report(s)
· Internal review reports and responses

· NSS outcomes 

3. Other information will be available within your Institute.  If you are unsure how to access these items, your Institute Quality Committee Secretary will be able to guide you.  

· Course Management Committee and/or Staff/Student Liaison Committee minutes

· Student module feedback and evaluation

· External review reports (eg PSRB monitoring reports) 
· Module results summaries (as presented at Institute exam boards), supplemented by:

· Exam Board minutes

· Post-module moderation notes
4. You should also collect any other relevant information, which might include:

· Link Tutor reports (in the case of collaborative provision; provided by the UW Link Tutor
)

· Employer (and/or other stakeholder) feedback

· Informal student feedback

· National subject development

Following the collation of evidence:

5. Explore the statistical data – guidance on interpreting the data will be made available to coincide with publication in mid-August.
6. Review external examiner reports, highlighting key issues and good practice.  The report asks you to make a summary response to the external examiner(s).  In addition, where issues are raised, these should be entered into the action plan.  Please bear in mind that upon completion of the AE report and approval by IQC, the full report is sent to the external examiner and part of the role of IQC is to ensure that there is a full and appropriate response.  
7. Note progress made in response to any internal and/or external review reports – are there any changes to the current plans?  If external (PSRB) reports require action, these MUST form part of the action plan.
8. Review course committee/SSLC minutes – are there common themes relating to student expectation/satisfaction – should any action be taken?  Does this relate also to NSS outcomes, student module feedback, module results, external examiner’s report, etc?

9. Do link tutor reports raise any issues that require action – either in the form of potential developments or the mitigation of risk?

10. Do exam board minutes raise any issues regarding assessment, parity of module results across the range?  Does an exploration of these minutes relate to matters arising elsewhere (eg. external examiner’s report, Course Management Committee minutes/NSS/module feedback)?  If there are common themes what action might be taken to rectify issues or to enhance current practice?

11. Is there other information, arising from stakeholder groups, sector-wide subject development, etc which might necessitate action?  

12. Bearing in mind that these reports need to inform the Institute Quality Committee, and ultimately Academic Board, complete the Course AE Report template, ensuring that all actions noted can be clearly related to the evidence base, have realistic milestones/completion dates and clearly identify the individual with lead responsibility.  Completion dates do not have to be within an academic year, although for longer term plans it is expected that at least annual milestones are put in place in order to track progress.

13. With regard to progress against previous plans, where actions are not completed it may be appropriate to either amend milestones/completion or amend the action itself in the light of new evidence.  In such cases, the changes made should be apparent in order to provide oversight of progress.    

14. Submit the completed report to the Institute Quality Committee Secretary.  IQCs will clarify the expected submission date prior to the start of each academic year.
IQC Secretaries (as at June 2011)
	Institute
	IQC Chair & Secretary

	Institute of Education
	Ann Jordan – Jenny Lewis

	Institute of Health and Society
	Jan Quallington – Debbie Hancock

	Institute of Humanities and Creative Arts
	Maggie Andrews – Allie Hardwick

	Institute of Science and the Environment
	Lorraine Weaver – Lisa Hopkins

	Institute of Sport and Exercise Science
	Will Bowen-Jones – April Smith

	Worcester Business School
	Pete Moody – Claire Edgerley 


























� This can be termed as ‘academic risk management’, upon which principles this process is based.    


� Such negotiation normally entails the submission of a report or report template to AQU prior to use within the process.  AQU will then liaise with partner organisations with regard to any additional requirements.  


� This policy also applies in cases where action plans are required by external bodies, normally Ofsted.


� Where issues have been raised by external examiners, an explicit response should be appended.


� Good practice typically includes innovative or specifically ‘fit for purpose’ approaches to learning and teaching (in the broadest sense) which would be of benefit to other subject areas or partners.  This might include particular methods of delivery, forms of advice/guidance for students or even internal systems/processes for enhancing the student experience.


� Training on Link software will be provided by the Data Management Unit 


� Details of the role of the Link Tutor with regard to the AE Process can be found in paragraph 40 of the AE Process document.  A Link Tutor report template is available on the AQU Annual Evaluation webpages.
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