
[image: image1.png]) University
of Worcester





Quality Standards for Flexible and Distributed Learning (including distance and e-learning)

The following quality standards relate to programmes of study (courses or modules) that are delivered primarily through delivery methods where the learner and teacher are physically separate during the teaching process, such that the taught element is delivered all or principally using printed and/or electronic materials and/or interaction.

These programmes may also include some element of face-to-face teaching/learning.   Given the nature of such programmes, the planning and validation processes require consideration of factors additional to those normally the focus of review, and some more standard issues require particular attention because of the nature of the delivery method.

The purpose of the standards is

· to state explicitly principles of good practice to ensure high quality  in learning and teaching delivered through FDL

· to embed the precepts of the QAA code of practice, section 2: Collaborative provision and flexible and distributed learning (including e-learning) in UW processes and practices

· to assist course teams in designing programmes where FDL as defined above is the principal means of delivery

· to provide benchmarks for validation panels in the approval and quality assurance of FDL programmes.

1
Planning, Validation and Quality Assurance Processes

1.1
Plans for programmes delivered principally through FDL methods, including plans to develop an existing course to be delivered via FDL, will be fully costed for planning approval purposes.  This includes consideration of resources for staff time to develop materials and learning activities, external peer review, production costs of materials, marketing and publicity, running costs, including administrative costs etc.

1.2 The validation panel will normally receive in addition to the Programme specification and course proposal document (see checklist at appendix 1), the following:

· an outline student handbook

· sample learning materials and activities to include those for at least the first semester

1.3 The teaching approach, including the learning materials and activities, whatever the mode of communication and delivery (print or electronic) will be subject to quality assurance processes.  These processes must include internal peer review, and normally external peer review, prior to consideration by the validation panel.  Comments on the learning and teaching approaches and the materials should be presented to the panel.  Proposals for ongoing quality assurance of the learning materials and activities, including provision for peer review must be detailed within the course proposal and agreed by the validation panel.

1.4 The University, through the AQU, will maintain an up-to-date and authoritative record of modules and programmes delivered principally through FDL.

The following quality standards are both a guide and checklist for course development teams and also a checklist for validation and review panels.

2
Programme design and delivery

2.1 The reliability of the delivery system for the programme will have been tested.  This would normally be the University’s VLE.  Where alternative delivery systems are utilised, there will be clear contingency plans to be activated in event of failure of the designed mode of delivery.

2.2 There will be secure and reliable means for the delivery of study materials and a means of confirming safe receipt.  This includes consideration of student access to appropriate facilities for receipt of materials.
2.3 Learning materials and learning experiences will be designed to facilitate active and interactive learning. 

2.4 Staff developing programmes delivered through FDL will have appropriate skills in the design and delivery of FDL programmes, and receive appropriate training and development to support effective practice in FDL.

2.5 There will be effective administrative procedures in place to support programmes delivered to students who are learning at a distance from the University.

2.6
There will be clear procedures in place for reviewing and updating the learning materials and learning experiences, and for approving materials scheduled for future production.

3
Information for students 

3.1 The relative responsibilities of the University, the student and any collaborative partner, eg in terms of access to or provision of computing facilities, (including technical specifications) requirements for residential and/or on-campus study, will be specified to students in advance of the commencement of the programme.

3.2 Students will be provided with clear information about the modules/units, learning outcomes and learning, teaching and assessment methods that make up the programme of study via a programme specification, module outline and student handbook.

3.3 Students will receive clear explanations of the realistic expectations placed upon them for elements of study and the nature of autonomous, directed, collaborative and supported learning.

3.4 Students will be provided with up-to-date information about the learning support available to them remotely.

3.5 Students will receive a schedule for:

· the delivery of study materials 

· any learner support through timetabled activities, web-based conferences etc. 

· completion of learning activities and

· submission of formative and summative assignments.

3.6 There will be clear guidance for students on action to take should they encounter technical support difficulties.

Note: much of the above might be provided in the form of a learning contract for students, a draft of which should be available to students before they enrol for the course.  Alternatively relevant parts may be provided in the form of pre-course information and the student handbook.

4
Student support

4.1 Students will receive appropriate training in the use of computing and media facilities (eg VLE, videoconferences, other ITC) as appropriate.

4.2 Students will have an identified contact (local or remote) together with clear arrangements for contact (via email, telephone, fax or post) to provide constructive feedback on academic performance and authoritative guidance on their academic progression.

4.3 There will be clear operating standards for the programme, eg assignment and query turn-around times.

4.4 There will be clear mechanisms to collect student feedback on the programme and other aspects of the student experience.

4.5 Students will normally be provided with opportunities for inter-learner discussions about the programme to:

· facilitate collaborative learning 

· participate in the quality assurance of the programme and 

· facilitate student feedback on their experience of the programme.

4.6 There will be clear arrangements for students studying at a distance from the campus, to access learner support, careers guidance and all other student support services

5
Assessment

5.1 Students will have opportunities for structured and timely formative assessment, and will receive constructive and timely feedback, in relation to learning outcomes and academic progress through the programme.

5.2 Students will be provided with clear information on the arrangements for formal assessment.  Such arrangements will take account of timezones, location of examination centres, supervision and security of assessments, as appropriate.

5.3 There will be arrangements in place to identify and deal effectively with fraud, plagiarism and impersonation in order to ensure that students assessed work can be properly attributed to them.
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ANNEX 1

CHECKLIST FOR THE DESIGN and DEVELOPMENT OF  

A FLEXIBLE OR DISTRIBUTED LEARNING PROGRAMME (including programmes delivered through ‘blended’ e-learning) 

The following is intended as an aide memoire in the design and preparation of a course to be delivered primarily through flexible or distributed learning (including e-learning).  While the principles of course design and development for FDL courses are the same as for any programme, the particular challenges of a delivery method which depends on information and communication technology and /or has students studying remotely from their tutors, means that a number of issues must be thought through carefully to ensure effective practice.  The checklist does not aim to be definitive.

1 
Intended market 

1.1
Target numbers over first 3 or 5 years if part-time

1.2
Student/employer demand 

1.3
Anticipated student characteristics: geography, age, previous qualifications, etc and implications for mode of delivery/course content etc. 

2 
Recruitment and Admissions 

2.1 
Publicity and promotion strategy for the Course (liaison with Marketing) 

2.2 
Admissions policy and entry requirements 

2.3 
Application and admissions procedures (liaison with Registry Services – Admissions)

2.4 
Post application communications and pre-entry information and enrolment arrangements 

2.5 
Fees 

3 Student Experience 

3.1 Course structure and delivery/study schedule by term/semester

3.2 Assessment schedule 

3.3 Nature of study materials 

3.4 Student requirements (eg for access to IT/computer facilities, attendance requirements at study days/blocks etc) and expectations (eg in relation to independent/ collaborative study etc) and responsibilities

3.5 Course induction arrangements

3.6 Administrative, and where appropriate, technical support arrangements

3.7 Academic and personal support arrangements for students (eg course manager/leader, course tutors, personal tutors etc.)  

3.8 Communication mechanisms, including protocols and standard response times where appropriate, identified contact, opportunities for inter-learner discussions 

3.9 Access to learning resources (remote and/or locally)

3.10 Access to student support services (remote and/or locally)

4 
Assessment 

4.1
Formative and summative assessment strategy

4.2
Assessment schedule and tasks 

4.3
Moderation of assignments and examinations 

4.4
Arrangements for submission of assignments (taking due account of security and reliability issues – see QAA Code precept B8) 

4.5 Arrangements for mitigating circumstances 

4.6       Anonymous marking and moderation of marking

4.7 Arrangements for return of assignments 

4.8 Conduct of examinations  

4.9 Communication of results 

4.10 Regulations (if not standard)

5
Programme Management and Quality Assurance 

5.1
Course Leader/Manager and Course Administrator and other responsibilities 

5.2 
Arrangements for Course Committee

5.3 
Arrangements for student representation 

5.4 
Arrangements for quality assurance of learning materials 

5.5 
Arrangements for student module/course evaluation 

5.6 
Annual monitoring and review 

6 
Staff development 

6.1
Technical competence of staff for delivery system

6.2
Pedagogic expertise of staff in FDL

7 
Development of learning materials

7.1
Project plan for development of materials (it is not necessary to have all learning materials developed before the programme commences, but it will be necessary to have a sample available for validation, and a schedule for the development of the complete programme)

7.2
Arrangements for the quality assurance of learning materials
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