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These notes provide guidance to Review Panel members and to Departments/programme teams undergoing review on the objectives, processes and protocols for Internal Review of taught and research programmes.

1. THE EXTERNAL CONTEXT OF QAA INSTITUTIONAL AUDIT:

1.1
The process of Institutional Audit conducted by the Quality Assurance Agency (QAA) was originally carried out in 2002-05 as part of its transitional arrangements.  A revised method was introduced in 2006 and again will be introduced in 2011/12 when all HEIs will undergo an audit of their institution every six years. This process includes examination of "the effectiveness of an institution's internal quality assurance structures and mechanisms, in the light of the UK Academic Infrastructure and the European Higher Education Area (ESG) … and the way in which the quality of its educational provision and academic standards of its awards are regularly reviewed and resulting recommendations implemented." (Handbook for institutional audit: England and Northern Ireland, 2009)

1.1 The HEFCE Task Group led by Professor Ron Cooke concluded that the following information on quality and standards in higher education should be made available for internal use in each HEI: 

· "key outcomes of programme approval, and annual monitoring and review processes 

· periodic internal reports of major programme reviews 

· reports of periodic internal reviews by the institution of departments or faculties." (Information on quality and standards in higher education, HEFCE, 2003)

2.
THE INTERNAL CONTEXT 

2.1 Internal reviews provide a means by which Schools and Departments can, in collaboration with members of the wider College community, review and enhance the quality of their academic provision.  The process also enables the College to assess its policies for enhancing the student experience. 

2.2 The objectives of internal review are to:

· monitor academic standards and the quality of provision of programmes of study throughout the College and to ensure that appropriate actions are taken to remedy any identified shortcomings

· review programmes of study, and all related processes and arrangements, with a view to making recommendations to Departments, Schools, and the College concerning enhancement of the quality of provision

· assess the quality of the student learning experience on the programme(s) under review

· ensure that programmes remain current and valid in the light of developing knowledge and practice including reviewing the validity and relevance of programme aims and learning outcomes particularly in relation to the College’s Mission and strategies (including for Learning and Teaching), Common Awards Scheme and regulations, as well as to external reference points (e.g. Subject benchmark statements, the Framework for Higher Education Qualifications (FHEQ), the HE Credit Framework for England, the QAA’s Code of Practice (taking particular note of the specialized features of programmes such as Foundation degrees and those involved with collaborative provision and flexible and distributed learning (including distance and e-learning)), professional, statutory and regulatory body accreditation requirements)

· evaluate the continuing effectiveness of the curriculum and of assessment in relation to the intended learning outcomes

· monitor the standards of student progression and achievement including evaluating the extent to which the intended learning outcomes are being attained by students
· embed quality enhancement through disseminating issues raised through internal reviews to Departments, Schools and the College, using these to inform strategic discussion/developments at the committee level
· share the results of these processes across the College, for example, through an annual learning and teaching event for the discussion of pedagogy and the sharing of good practice.
2.3 Internal reviews of taught and research programmes (full-time, part-time, network and distance learning, including external programmes of the University of London of which Birkbeck is the Lead College) should normally be carried out once every four years.  Wherever possible an internal review should be scheduled as preparation for scrutiny by an external body such as a professional body accreditation visit.

2.4 Where programmes fall within the scope of a single subject area or Department the ‘Full Internal Review’ process should be used.  In a few cases programmes may fall outside the scope of a single subject area or Department or are held at the School/College level.  In such cases, where it is not possible to review these programmes as part of a single subject area or Department, or where only one programme is to be reviewed, the ‘Interdisciplinary/Individual Programme Review’ process may be utilised.

2.5 Review Panels report their recommendations to the College’s Teaching and Quality Enhancement Committee (TQEC) at the conclusion of the process through the TQEC receiving full internal review reports.  The Chair of the Panel (or another member) and a representative of the Department/programme team under review may be asked to attend a meeting of the TQEC to speak to the review report.  School Teaching and Quality Enhancement Committees are expected to give full consideration to review reports which fall under their remit.  
3.
REVIEW PANELS:

3.1 Internal Review Panels are convened on behalf of the TQEC.  They consist of at least three internal members, drawn from different Schools/Departments, plus an external subject specialist (see below, 3.7) all of whom must be independent of the Department/programme(s) under review.  One of the members will chair the Panel and the Secretary will be drawn from the Quality Enhancement and Validation section of Registry Services.  Wherever possible, there should be at least one person on each review panel, in addition to the external subject specialist, who has some familiarity with the subject area.  

3.2 Where a programme with specialized features is under review (e.g. a Foundation degree or one that is run through collaborative provision or by flexible and distributed learning (including distance and e-learning)) the external subject specialist would be expected to have knowledge and experience of these specialized features as well as of the discipline itself.  Where possible, at least one of the internal members of the panel should also have such specialized knowledge and experience.

3.3 The members of the Panel may include individuals who have varying experience of internal review and quality assurance/enhancement.  However, where a less experienced member is present they will be mentored by those on the Panel with more experience of these areas. 

3.4 The overall membership of each Panel should aim to represent a balance of age, gender, ethnicity, academic and professional expertise, background and review experience. 

3.5 A Department/programme contact should be nominated from the programme(s) of study under review to act as the key contact point between the Panel and the Department/programme team.

3.6 The Chair of each Panel should consider the involvement of the relevant Subject Librarian and ITS (IT Services) in the review.  This may include inviting them to attend the review itself or to submit a written report to the Panel on learning resources provision within the subject and liaison between the Subject Librarian/learning support staff and the Department/programme team.  In all cases, the relevant Subject Librarian should be kept informed about all forthcoming reviews.  The degree of involvement should be determined by the extent to which learning resources are to be discussed at the review.  For example, it may be appropriate to have greater involvement of learning support staff when programmes which are involved with collaborative provision and flexible and distributed learning (including distance and e-learning) are under review.  Involvement of the Subject Librarian and relevant ITS staff in the drafting of the self-evaluation is detailed below (see 5.1.8).
3.7 External Subject Specialists

3.7.1 The appointment of an external subject specialist is a requirement for all reviews.  

3.7.2 The host Department/programme team should contact the external they wish to nominate in the first instance, on an informal basis.  Once the individual in question has given their agreement in principle to act as the external the host Department/programme team should formally nominate them using the standard nomination form (http://www.bbk.ac.uk/qa/internal/externalsubjectspecialists).  External subject specialists should have experience of at least one of the following:

· Higher Education in the subject area and at the appropriate level;

· professional, statutory and/or regulatory bodies, where programmes involve such accreditation or recognition;

· practice in the relevant profession or area of specialism e.g. Foundation degrees, collaborative provision, flexible and distributed learning (including e-learning).

3.7.3 The Panel Chair should approve the nomination for the external subject specialist, in consultation with the Panel Secretary.  Once this has taken place, formal contact may be made with the external by the Panel Secretary.
3.7.4 The external subject specialist must be completely independent of the Department/programme(s) under review i.e. they must not be either current or recent (i.e. within the previous three years) external examiners at the College or staff of the College and should not have previously contributed to the design or delivery of the programme(s) under review or cognate programmes within the College and should not be from any Schools/Departments at another institution which run these programmes jointly with the College.  S/he must also not have acted as external subject specialist for the College within the previous five years.  The Assistant Dean/Head of Department confirms this through the process of signing the nomination form.  
3.7.5 External subject specialists acting at Birkbeck will receive a fee of £300 plus travel expenses for attendance on the day of the review itself with an additional £50 being paid for attendance at the meeting with students (see below, 6.2.2 and 6.3.1).  The £300 fee should include attendance by the external at the planning meeting (see below, 6.1.3), if possible, but this should not automatically be a requirement of their role.  External subject specialists will hold full membership of the Panel equivalent to that of each internal Panel member.  

3.7.6 Once the Panel has been formally constituted all contact with the external subject specialist must be carried out through the Panel Secretary in order to prevent any suggestion of lobbying by the Department/programme team.  

3.8 If a programme is under (re-)consideration for accreditation by a professional, statutory or regulatory body that body's Education or Accreditation Committee may wish to nominate an external subject specialist to the Panel.  The Panel will then be regarded as being jointly constituted.

3.9 Observers may be invited, with the prior agreement of the Department and Panel Chair, to attend review meetings for staff development purposes or for professional body reasons.  Observers may be invited to participate in the event.

3.10 The Panel Secretary should brief all members of the Panel and the Department/programme team about the review process and their roles during the event.  This should include circulation of these guidance notes.  The Panel Secretary should also provide further supporting documentation for the Panel when the review documentation is sent to them (see below, 5.3.1).

3.11 The Panel Secretary should be impartial and responsible both to the Panel and to the TQEC. 

4.
REMIT OF THE REVIEW PANEL:

4.1 The remit of the Review Panel is taken from the QAA procedure for Institutional Audit and is to:

· “ensure that the academic standards of [the College’s] awards and qualifications are maintained and securely managed 

· [ensure there are] effective means of providing learning opportunities of a quality that enables students, whether on taught or research programmes, to achieve those HE awards and qualifications
· enable students and other stakeholders to have confidence in the proper management of the quality of learning opportunities offered through the programmes of study that lead to those awards 

· check that effective arrangements are in place to maintain appropriate academic standards and enhance the quality of postgraduate research programmes 

· contribute… to the promotion and enhancement of quality in teaching, learning and assessment” (Handbook as above).
4.2 The Panel should use the key points of reference employed by the QAA during the process of Institutional Audit including relevant sections of the following:
· The Framework for higher education qualifications in England, Wales and Northern Ireland (Quality Assurance Agency for Higher Education, August 2008) http://www.qaa.ac.uk/academicinfrastructure/FHEQ/EWNI08/default.asp
· Code of practice for the assurance of academic quality and standards in higher education: Sections 1-10 (Quality Assurance Agency for Higher Education, 1999-2007) http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/default.asp
· Subject benchmark statements (Quality Assurance Agency for Higher Education, 2000-2009) http://www.qaa.ac.uk/academicinfrastructure/benchmark/default.asp
4.3 The Panel should ensure all programmes meet the requirements of the College’s Common Awards Scheme and associated policies (including appropriateness of level and progression) http://www.bbk.ac.uk/mybirkbeck/services/rules/casregs.doc.
5.
DOCUMENTATION

5.1 Documentation for Full Internal Review:
5.1.1
The key document should be the Self-Evaluation Document (SED) which should be well planned and structured and based on the template provided in Appendix 1 of these notes.  This core document should demonstrate that effective mechanisms are operating within Departments, with the emphasis being on fostering a culture of enhancement.  The SED should be clearly focused on self-evaluation and analysis.  It should provide useful information, not only, in terms of how the Department wishes to present itself in order to understand its provision and the difficulties which the panel might be able to assist with, but also, which could be used in an effective manner by review panels and external bodies. 
5.1.2
The Department should provide the Panel with six copies of the Self-Evaluation Document together with six copies of the following material, which should have been cumulatively produced through the annual review process for the previous four years.  This documentation may be submitted either in hard copy or electronically, for example via a CD or the web, at the discretion of the Chair of each Review Panel.
· for programmes run in collaboration with partner institutions, the Memorandum of Agreement that specifies the contribution to be made to the programme(s) by each party 
· documentation illustrating the procedures for inducting and monitoring the progress of research students including annual review and transfer from MPhil to PhD

· web links to the latest version of the undergraduate and postgraduate student handbooks
· programme specifications (updated versions of these documents should be provided, in hard copy or online, which incorporate changes made as a result of the introduction of the Common Awards Scheme)

· minutes of student-staff exchange committee meetings covering the review period

· minutes of key School/Department/programme committee meetings covering the review period and where appropriate to the programmes in question together with a brief flowchart detailing the overall committee structure (e.g. School Teaching and Quality Enhancement Committee, School/Department Research Committee, School/Department Research Students Sub-Committee, Department/Programme Team Meetings).  For programmes run in collaboration with partner institutions, this should include the minutes of the Joint Steering Committee or its equivalent
· statistical data for the programmes under review to inform section 8 of the SED (a standard set of data will be requested from Planning and Business Systems by the Quality Enhancement and Validation section of Registry Services sufficiently in advance to allow for completion of this section of the SED).
5.1.3 The following documentation, held in Registry Services, should be provided by the Panel Secretary to the Panel and Department/programme team under review:

· annual programme reports
· end-of-year surveys for undergraduate and postgraduate programmes plus the response to these from the Department/programme team

· National Student Survey (NSS) results plus the response to these from the Department/programme team 

· a summary of the matters raised within external examiners’ reports and the responses to these

Access to these documents should be made available, wherever possible, centrally in Registry through the College’s Quality Enhancement and Validation website and annual monitoring database:  http://www.bbk.ac.uk/qev which will allow the review panel to search for specific matters of interest to them.  This will place greater reliance on the SED and relieve the burden on Departments with much of the additional documentation required being made routinely available in Registry.
5.1.4 All additional documentation, currently required by Departments to inform the review process, not covered by the above list, should be made available via the Department websites.  Guidelines on the standard set of learning and teaching documentation which should be available on each Department website are attached as Appendix 2.  Part of the remit of each panel should therefore be to examine the Department/programme website(s) under review.  
5.1.5 The review documentation should cover the four-year review period since it is very helpful to track matters raised, for example, through the student-staff exchange committees (ssec) over this period.  The SED should provide the background details to such supporting documents, for example, by outlining the processes by which feedback is elicited from students, whether through the ssecs or through an alternative, approved mechanism, with the minutes themselves providing a greater level of detail concerning specific matters raised.

5.1.6 The documentation from the Department/programme team should be sent to the Panel Secretary for circulation to the Panel at least six weeks before the review meeting takes place.

5.1.7 A draft of the self-evaluation may be considered by the Panel or by the Quality Enhancement and Validation section of Registry Services prior to its formal submission to the Review Panel.  The Department/programme team should contact the Head of Quality Enhancement and Validation if they wish for the draft to be considered in this way.
5.1.8 The Department/programme team may also wish to ensure that a draft of the 'Learning Resources' section of the self-evaluation is sent to the relevant Subject Librarian and relevant ITS staff for their consideration prior to its submission to the Panel.

5.1.9 SEDs must reflect the evaluation of provision not only by the subject teams but other stakeholders, especially students and, where appropriate, employers, professional, statutory or regulatory bodies etc.  Students should participate in the construction and critique of SEDs.  Given the time constraints placed upon mature, part-time students this may be best achieved through the student representatives on the student-staff exchange committees and/or the Students’ Union.
5.1.10 QAA Auditors will need to be satisfied that all staff are actively engaged in the internal review process.  Questions posed at the end of the SED template regarding the process by which the SED was compiled, i.e. in consultation with staff and students, should help to resolve this matter.

5.2 Documentation for Interdisciplinary/Individual Programme Review:

5.2.1
The requirements for documentation for Interdisciplinary/Individual Programme Reviews are as detailed in sections 5.1.2 and 5.1.3 above.  A Self-Evaluation Document is not required for this process however, Programme Teams may wish to provide a short summary giving an overview of the programme and setting the context for the supporting documentation.  As part of the review meetings a brief outline of one example of enhancement should be presented and details of this should be given with the review documentation i.e. an aspect of learning and teaching where changes in pedagogy have produced improvements in student learning (see below, 6.3.4).
5.2.2
The documentation from the programme team should be sent to the Panel Secretary for circulation to the Panel at least six weeks before the review meeting takes place.

5.3 Briefing Documentation for all Panels:

5.3.1
The Panel Secretary should provide relevant extracts from the following documentation to the Panel at least three weeks before the review meeting takes place either in hard copy or through reference to web links:
QAA Documentation:
· The Framework for higher education qualifications in England, Wales and Northern Ireland (Quality Assurance Agency for Higher Education, 2008) http://www.qaa.ac.uk/academicinfrastructure/FHEQ/EWNI08/default.asp
· Code of practice for the assurance of academic quality and standards in higher education: Sections 1-10 (Quality Assurance Agency for Higher Education, 1999-2007) http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/default.asp
· Subject benchmark statements (Quality Assurance Agency for Higher Education, 2000-2009) http://www.qaa.ac.uk/academicinfrastructure/benchmark/default.asp
Birkbeck Documentation:
· the College's Quality Assurance/Enhancement Code of Practice
 (http://www.bbk.ac.uk/qev/strategies/collegeqaecodeofpractice)

· Postgraduate Training and Research for the MPhil and PhD Degrees College Code of Practice (http://www.bbk.ac.uk/mybirkbeck/services/rules/pg_code)
· the College's Learning and Teaching Strategy (http://www.bbk.ac.uk/lts/)

· the report of the last internal review of the School/Department/programme(s) under review and the response

· professional, statutory or regulatory body accreditation reports, where appropriate (see: http://www.bbk.ac.uk/qev/external/professionalaccreditation).

6.
MEETINGS:

6.1 All Reviews - Planning for the Review

6.1.1 The emphasis of each review should be on a constructive dialogue and exchange of ideas rather than a critical or negative approach.

6.1.2 The Panel Secretary should contact staff in the Department/programme team under review to ask them for a range of possible dates for when the review may be held, with the student meeting taking place the evening before, where possible (see below, 6.2.2 and 6.3.1).  

6.1.3 The process of review should be initiated by a planning meeting attended by all members of the Panel at which the items to be raised for discussion should be identified from the documentation presented.  This should be held in the time between the documentation being sent to the Panel and the review meeting itself, wherever possible, a month in advance.  The external subject specialist should be asked to attend this meeting, but whilst extremely helpful, this should not be a requirement of their role.  However, at a minimum they should be expected to submit their initial comments on the review documentation to the Panel Secretary in time to be fed into this meeting.  

6.1.4 The context for the review, timetable, full agenda and any further documentation required should be established at the planning meeting.  The focus of the review should be on quality enhancement.  As such, the Panel should identify any quality assurance queries or concerns arising from the documentation at the planning meeting to be raised with the Department/programme team for a response.  The responses received should then be considered by the panel in advance of the review itself.  These matters should usually be dealt with by correspondence but, in some cases and time permitting, at a meeting between the Panel Chair, Panel Secretary and the member of staff from the Department/programme team coordinating the review.  Any outstanding assurance matters may be discussed at the review itself, if required.    
6.1.5 A full agenda of quality enhancement matters for discussion should also be compiled at the planning meeting and through correspondence with any members of the Panel who are unable to attend.  In drafting the agenda, matters to be raised should not be attributed to individuals but rather grouped by issue under the agenda headings.  The final agenda and timetable should be passed to the Department/programme team prior to the review itself (usually within two working days in advance of the event) in order to assist their preparations.
6.1.6 A successful review should be characterised by constructive dialogue which is supportive of the goals of the Department/programme team as detailed in the review documentation.  It is important that the discussion should focus on achieving the following:

· an understanding of the context in which the Department/programme team operates

· an understanding and appreciation of its goals and the strengths of the provision

· the identification of areas where enhancements have and can be made in the future and recommendations for how these might be achieved.

6.1.7 In seeking to achieve the above, the Panel may ask the Department/programme team to explain their understanding of what they do.  They may therefore ask the Department/programme team to:

· explain elements of the Self-Evaluation Document and supporting review documentation

· provide an explanation of data and what use is made of this

· explain how the assurance and enhancement of quality and standards are achieved (e.g. how student feedback is elicited and what use is made of this)

· identify the reasons for particular decisions having been made (e.g. with reference to external reference points such as Subject benchmark statements or to address areas of concern)

· provide evidence in support of what is said (e.g. by reference to external examiners' reports, School Teaching and Quality Enhancement Committee minutes)

6.2 Meetings for Full Internal Review - The Review Event

6.2.1 As noted above, the focus of the review should be developmental, enabling the Panel to explore strategies and examples of quality enhancement in operation.  
6.2.2 The review should normally be held over one day and should be based upon the ‘Example of an Internal Review Timetable’ (see Appendix 3 of these guidance notes) and the ‘Indicative Agenda Items for an Internal Review’ (see Appendix 4).  The timetable is indicative only to be used for reviews involving a wide range of programmes and should focus as much as possible on enhancement rather than detailed quality assurance matters.  The afternoon session should include the presentation of an example of enhancement (see below, 6.2.7).  The review timetable may be streamlined where a small number of programmes is being considered.  The length of the review event and timetable should be agreed at the planning meeting by the Panel.  
6.2.3 The review should involve a range of meetings between the Panel and the Department/programme team and a meeting with a representative group of students from different years of the programmes under review (see Appendix 5 ‘Agenda for Meeting with Students’). 

6.2.4 Where practical, the meeting between the students and the Panel should be held on the evening before the review in order for the external subject specialist to be able to attend and for any issues raised by the students to be clarified with the Department/programme team. 

6.2.5 The Department/programme team should determine which members of staff should attend the review meetings.  This may include all members of staff who contribute to the programme(s) under review but, at a minimum should include the Department/programme contact, Programme Directors for all programmes covered by the review, those responsible for student support, the research degrees co-ordinator, relevant key administrative staff such as the Assistant School Manager and School Manager as appropriate, and the relevant Head(s) of Department.

6.2.6 One internal member of the Panel should take the lead in asking the Department/programme team to respond to issues under each of the review headings with the other members contributing to the discussion as appropriate.

6.2.7 As part of the review meetings the Department/programme team should be asked to present one example of enhancement i.e. an aspect of learning and teaching where changes in pedagogy have produced improvements in student learning.  A brief outline of this should be presented in section 9iii of the SED to provide the panel with an introduction to such. 

6.3 Meetings for Interdisciplinary/Individual Programme Review - The Review Event

6.3.1 The review should normally be held over half a day and should be a streamlined version of the ‘Example of an Internal Review Timetable’ (see Appendix 3 of these guidance notes) and should be based on the ‘Indicative Agenda Items for an Internal Review’ (see Appendix 4).  The review should involve a meeting of the Panel with members of the programme team and a meeting with a representative group of students from different years of the programmes under review (see Appendix 5 ‘Agenda for Meeting with Students’).  
6.3.2 Where practical, the meeting between the students and the Panel should be held on the evening before the review in order for the external subject specialist to be able to attend and for any issues raised by the students to be clarified with the programme team.

6.3.3 One internal member of the Panel should take the lead in asking the programme team to respond to issues under each of the review headings with the other members of the Panel contributing to the discussion as appropriate.

6.3.4 As part of the review meetings the programme team should be asked to present one example of enhancement i.e. an aspect of learning and teaching where changes in pedagogy have produced improvements in student learning.  A brief outline of this should be presented with the review documentation to provide the panel with an introduction to such. 

6.4 All Reviews - Conclusion of the Review

6.4.1 A private meeting of the Panel should follow the main meetings with the Department/programme team.  This should ensure that the Panel members are able to remain impartial in their final discussions during which preliminary recommendations for action may be set and commendable features of the Department/programme(s) recorded.  Any issues to be addressed at the College level may be referred for action to College level user fora and committees such as the Library User Forum or the Student Experience and Widening Participation Committee.
6.4.2 The draft outcomes of the final closed discussion should be reported back orally to the Department/programme team in a brief meeting at the end of the review.  Any feedback given at this stage will only be preliminary with the full recommendations and commendations made by the panel to be developed more fully in the review report.
6.4.3 The full review report should be presented to a meeting of the TQEC where the Committee should ratify any follow up action recommended by the Panel.  At the same time, the School Teaching and Quality Enhancement Committee should give full consideration to the report at the School level.
6.4.4 The Department/programme team should be asked to provide a written response and action plan within the timescale to the recommendations for action set by the Panel.  This should be submitted to the Chair of the Panel for formal consideration and TQEC for information and any further action that may be required should be requested.  

6.4.5 After each year's schedule of reviews has been concluded, the views of the Panel members and the Department/programme teams should be sought by the Quality Enhancement and Validation section of Registry Services on the benefits they may have experienced as a result of their involvement in the review process using the standard feedback form provided (see web address below).  Their views should also be sought on how the procedure for internal review might be improved and if there are any criticisms of the way that the process has been carried out.  The views of the external subject specialist should also be sought on conclusion of each event using the standard feedback form provided (http://www.bbk.ac.uk/qa/internal/meetingsconclusion).

7.
REVIEW REPORT:

7.1
The report should be approved by the Panel members prior to circulation to the Department/programme team for comments on factual inaccuracies only.  The report of a review meeting is an interpretative account of the discussions, not a set of minutes.  

7.2
Staff and students from the Department/programme(s) under review should not be quoted by name.  The report should present a continuous prose structured around the agenda followed in the meeting.  The standard format for the report may be guided by the following which is not intended to be an exhaustive list:

· Introductory section: this section should detail the type of review undertaken (full internal review or interdisciplinary/individual programme review), the Panel members including the external subject specialist and the range of provision reviewed. 

· General comments:  an overview of the main characteristics of the Department/programmes covered by the review should be given here and general comments on the review process including the objectives and conduct of the review and the evidence base.

· Meeting with undergraduate, postgraduate and research students (as applicable):  this section should provide a summary of the meeting with students.

· Conclusions on innovation and good practice: examples of innovative and good practice taking place within the Department/programme(s) under review should be highlighted here.  
· Comments on practice at Department/programme level:  this section should detail the Panel's overall conclusions in line with the objectives of internal review (see above, 2.2).  This should also include: the Panel’s conclusions on whether the programme(s) remain current and valid in the light of developing knowledge in the discipline, practice in its application and developments in learning and teaching; the Panel’s confidence in the academic standards set and achieved for the programmes and in the quality of learning opportunities that support students in achieving the learning outcomes of the awards; the Panel's recommendations for action to remedy any identified shortcomings, and for further enhancement of quality and standards under the aspects of review contained within the agenda.  This section should also include details of the example of enhancement presented by the Department/programme team to the panel.
Alison Wood - Head of Quality Enhancement and Validation
September 2010
APPENDIX 1

TEMPLATE FOR THE SELF-EVALUATION DOCUMENT (SED) FOR FULL INTERNAL REVIEW OF TAUGHT AND RESEARCH PROGRAMMES

The Self-Evaluation Document (SED) should provide a strategic review of the programme(s) under review (taught and research), to assess whether their objectives are being achieved and whether current practice can be improved and enhanced. The SED should identify both strengths and weaknesses of the provision and should be based on previous annual programme reports (produced since the last internal review). You should also place your Department’s practices in a wider College context, by referring to key College documents: Common Awards Scheme, College’s Learning and Teaching Strategy, College's Quality Assurance/Enhancement Code of Practice and Postgraduate Training and Research for the MPhil and PhD Degrees College Code of Practice. In certain sections of the SED you should also relate your provision to relevant QAA Subject benchmark statements (where available).

Please ensure that the completed SED focuses on self-evaluation and analysis, as well as highlighting any difficulties that the panel might be able to assist with. 

1. Introduction to the Department:

Provide a descriptive summary statement of the Department; include any information that you feel the internal panel and external reviewers will need in order to understand your learning and teaching provision. 

2. Provision:

2.1 Programmes of Study.

List all programmes covered in this review (including both taught and research programmes):

2.2 Educational Aims of the Provision.

List below the overall aims of the subject provision and how these relate to the aims of the College’s Mission Statement and to those of the subject (using the QAA’s Subject Benchmark Statements where applicable) and to any relevant professional, statutory or regulatory body requirements. How do your programmes of study meet these aims?

2.3 New Developments.

Please detail the following and briefly explain the rationale behind their introduction:

i) New programmes.

ii) New developments with respect to student recruitment.

iii) New developments with respect to improving student retention.

iv) New developments related to research initiatives.

3. Curricula: 

In completing this section you should take account of Section 1 (Part 1, Part 2 and Part 3) and Section 2 of the College's Quality Assurance/Enhancement Code of Practice. 

i) Describe the overall structure and content of the curricula including how this meets the College’s Common Awards Scheme and briefly provide the rationale behind this and give an evaluation of its effectiveness.
ii) Detail any significant changes to undergraduate and taught postgraduate curricula: briefly explain the rationale behind any changes and give an evaluation of their effectiveness.

4. Quality of Learning Opportunities: In completing this section you should take account of section 3, section 5 (part 1, part 2 and part 3), section 6 (part 1 and part 2), section 11, section 12 and section 14 of the College's Quality Assurance/Enhancement Code of Practice. 

4.1 Learning and Teaching:

i) Describe the learning and teaching strategy employed by the programme(s). This should include consideration of the use of innovative or new technologies; the learning materials provided; distribution of student workloads; strategies for staff development to enhance teaching performance including engagement with pedagogical innovation in the subject area such as involvement with the relevant Higher Education Academy (HEA) Subject Centre and Department/School/College learning and teaching days; the induction and mentoring of new or sessional staff. 

ii) Briefly evaluate the rationale for the learning and teaching strategy, detailed in 4.1(i) above, and assess its effectiveness.  Explain how the learning opportunities support the achievement of the intended learning outcomes and maintain academic standards.

iii) Detail any significant changes to the learning and teaching strategy. Briefly explain the rationale behind any changes and give an evaluation of their effectiveness.

4.2 Student Admission and Progression: 
i) Describe and evaluate the policies and procedures governing the admission of students; this should cover the recruitment, selection, induction of students on undergraduate and taught postgraduate programmes and relevant staff training. Also identify and describe support given for special learning needs e.g. study skills sessions and provision for disadvantaged groups (low-income; low linguistic/numeric skills; students with disabilities); feedback to students on their progress; overall academic guidance, supervision and tutorial support (including pastoral support).
ii) Describe and evaluate the policies and procedures governing the progression of students. Identify and describe support given for special learning needs (see above); feedback to students on their progress; overall academic guidance, supervision and tutorial support (including pastoral support).
iii) Detail any significant changes to student admission and progression policies and procedures: briefly explain the rationale behind any changes and give an evaluation of their effectiveness.

4.3 Learning Resources: You should consult your subject librarian and ITS in completing this section.
i) Describe and evaluate the learning resources and the learning environment (e.g. the set up of a teaching room) available to students on undergraduate programmes and postgraduate taught programmes. Refer specifically to academic staffing, administrative support, library provision, IT facilities including ICT and the BLE (Birkbeck Learning Environment), teaching accommodation, special collections, etc. 
ii) Detail any significant changes to the learning resources. Briefly explain the rationale behind any changes and give an evaluation of their effectiveness.

5. Assessment: In completing this section you should take account of section 4 of the College's Quality Assurance/Enhancement Code of Practice. 
i) 
Describe and explain the assessment strategy as it applies to undergraduate and postgraduate taught provision.  Include in this an account of the assessment methods used.

ii) Briefly evaluate the rationale and effectiveness of the assessment strategy in relation to the aims and intended learning outcomes of the provision.

iii) Detail any significant change to the assessment strategies for undergraduate and taught postgraduate curricula; briefly explain the rationale for this and give an evaluation of its effectiveness.

6. Collaborative provision and flexible and distributed learning (including distance and e-learning).  In completing this section you should take account of section 10 (part 1 and part 2) of the College's Quality Assurance/Enhancement Code of Practice. 

i) Describe any collaborative provision and / or flexible and distributed learning (including distance and e-learning) programmes. 
ii) Describe how the quality of this collaborative provision or flexible and distributed learning is maintained to a standard at least equivalent to that of other programmes at the same level of award not run through these means. 

iii) Detail any significant change to collaborative provision and /or flexible and distributed learning; briefly explain the rationale behind this and give an evaluation of its effectiveness.

7. Research Degrees: In completing this section you should take account of the College’s Postgraduate Training and Research for the MPhil and PhD Degrees College Code of Practice. 
i) Describe the policies and procedures for admission of research students
ii) Describe and explain the policies and procedures for supporting research students (including supervisory arrangements; facilities and training provided; opportunities for the presentation of research and the fostering of a research environment.  How are postgraduate research students made aware of these procedures and policies?
iii) Describe the progression monitoring of postgraduate research students, including details of the procedures for upgrading students from MPhil to PhD and the annual review of their progress. How are postgraduate research students made aware of these provisions and policies?

iv) Evaluate the success of the provision and policies in sections 7 (i), (ii) and (iii) above, including take up of opportunities offered by the College Research School and Bloomsbury Skills Network.

v) Detail any significant changes to research degree programmes; briefly explain the rationale behind this and give an evaluation of its effectiveness.

8. Student Profile.

Using the analysis provided by Planning and Business Systems, provide an evaluation of enrolment, progression, completion and withdrawal trends relating to the programmes under review.

9. Assurance and Enhancement of standards and quality.

i) Describe the mechanisms for quality assurance and enhancement on the programmes.  See section 3, section 7, section 8, section 9 (annual programme reports and internal reviews) and section 13 of the  College's Quality Assurance/Enhancement Code of Practice for examples of these (e.g. annual programme reports; student feedback mechanisms; external examiners' reports; staff committees; student-staff exchange committees; previous internal reviews; professional, statutory or regulatory body accreditation visits; staff development strategies and plans).
ii) Evaluate the success of these mechanisms in enabling you to maintain the quality of your provision.

iii) Provide a brief outline here of one example of enhancement that the Department wishes to present to the panel on the day of the review itself i.e. an aspect of learning and teaching where changes in pedagogy have produced improvements in student learning.  This should include an explanation of how the quality assurance mechanisms in place have facilitated this enhancement.
10. Finally, describe the drafting and consultation process followed in producing this SED: 

For example, how have staff, full-time, part-time and sessional, and relevant Library and ITS staff been included in the preparation of the SED? At what stage was a draft circulated to student representatives or made available to the student body by some other means? Provide concrete examples of where comments and suggestions for revision have been incorporated.
APPENDIX 2
STANDARD LEARNING AND TEACHING DOCUMENTATION TO BE PROVIDED ON DEPARTMENT WEBSITES

The following is a list of information we would expect to find on Department web sites. This has been derived from the list of documentation currently required to conduct internal reviews, as well as the indicative agenda items for an internal review, the agenda for the meeting with students, and key College-wide and external documents such as the QAA’s academic infrastructure.

The purpose of the list is for Departments to provide the minimum information required for internal reviews to facilitate the process and dramatically reduce the amount of documentation they would normally be required to present to internal review panels.

The Self-Evaluation Document will continue to be the key document for internal reviews with the other additional documentation, not provided via the Department websites, largely being made available centrally in Registry Services through a searchable database (such as Access).  These documents are detailed below:

· annual programme reports

· end-of-year surveys for undergraduate and postgraduate programmes plus the response to these from the Department/programme team

· National Student Survey (NSS) results plus the response to these from the Department/programme team 

· a summary of the matters raised within External Examiners’ reports and the responses to these 

Many Departments will already have most or all of this information available, but where a considerable amount of work is required, it may be possible for support to be obtained from the Web team in ITS or from Registry Services.

Departments should use the list as a suggested exemplar whilst also being free to post any additional information they wish to have on their websites.  Departments may wish to restrict access to certain documents to password protected sections of the Department website or to the Department BLE.  These documents might be, for example, minutes of committee meetings or teaching/assessment materials.  Internal review panels should be granted temporary access to these pages.  

In maintaining this information the following should be taken into account:

· Departments should check their links to the documents listed on a regular basis to ensure they are up-to-date.

· Department maintainers should not change URLs without thinking about how to ensure individuals may still get to the information, that is, by setting up redirects to the new web pages where up-to-date information can be found.

· As is current practice, redirects on central College web pages (such as prospectus pages) will continue to be set up in order to cover the majority of users.

· If Departments become aware of an old or broken URL, they should email the web maintainer of that site to alert them to this fact.

Information for students/visitors

· Home page: 

· About us: the history, past and present achievements, and focus of the Department (e.g. http://www.dcs.bbk.ac.uk/about/) 

· Contact us: address of the Department, plus directions to the Department (e.g. http://www.bbk.ac.uk/bcs/contact)

· Information about staff: academic, administrative, research, technical staff profiles and contact details (e.g. http://www.bbk.ac.uk/geog/about)

· Prospective student information: the purpose of this section should be to provide Department-specific information, including:

· information on programmes on offer including programme specifications, with links to relevant prospectus entries

· information on specific modules 

(this could be listed under information for ‘current students’ and linked to from prospective students’ area

· reasons to study at Birkbeck

· Department resources 

· information on Department-specific Open Days and evenings

· timetable information if possible

PLUS links to:  

· Open evening registration page (http://www.bbk.ac.uk/openeve)

· relevant application procedures (held on prospective students’ site)

· financial support information (http://www.bbk.ac.uk/mybirkbeck/services/facilities/studentfinance)

· term dates

· tuition fees

· Information for current students: induction for new/continuing students

· Programme specifications and module outlines with reading lists

· current timetables

· facilities

· library/learning resources information (e.g. ITS; labs)

· study skills information (e.g. http://www.bbk.ac.uk/geog/current/study_skills) with links to www.clpd.bbk.ac.uk 

· programme handbooks

· learning and teaching methods including the BLE
· fieldwork

· health and safety information

· past exam papers

· assessment requirements and deadlines

· procedures for the submission of assessed work 

· feedback arrangements

· academic guidance, tutorial and supervisory support

· personal tutoring mechanisms

· student clubs/societies

· student feedback mechanisms including email, noticeboards, evaluation questionnaires, student-staff exchange committees

· career information

· Information for past students/alumni:

· profiles of past students/alumni

· activities of past students/alumni including their achievements

PLUS links to 

· financial support information (http://www.bbk.ac.uk/mybirkbeck/services/facilities/studentfinance)

· disability support (http://www.bbk.ac.uk/mybirkbeck/services/facilities/disability)

· English language provision (www.clpd.bbk.ac.uk)

· procedures for dealing with plagiarism 
(http://www.bbk.ac.uk/reg/assessment/current_students/taught_postgrad/plagiarism)

· Students’ Union information including welfare and counselling service (http://www.bbk.ac.uk/su/)

· E-learning/distance learning: 

· mechanisms for communication with staff and students (e.g. BLE, ICT)

· teaching, learning and assessment methods

· dates when teaching, learning and assessment materials are to be released

· support mechanisms for autonomous learning including responsibilities of students and staff

· academic, tutorial and technical support

· procedures for the safe submission and return of assessed work

· Collaborative arrangements: details of arrangements for programmes run in collaboration with another institution/professional organisation
· Research: research centres; research activities and publications of staff including research grants; research seminars

· MPhil/PhD students: application procedures; induction arrangements; College Research School; Bloomsbury Skills Network; facilities; library; ITS; labs; procedures for monitoring, and review including upgrade from MPhil to PhD; allocation and roles of first and second supervisors; teaching opportunities/training; research seminars, workshops, conferences [This section should also be linked to the ‘Prospective Student Information’ section]

· International students: application procedures; induction arrangements; support mechanisms  [This section should also be linked to the ‘Prospective Student Information’ section] 

Information for staff

· Minutes of key School/Department/programme committees: e.g. School Teaching and Quality Enhancement Committee, School/Department Research Committee, School/Department Research Students Sub-Committee, Department/Programme Team Meetings.  For programmes run in collaboration with partner institutions, minutes of the Joint Steering Committee or its equivalent.

· Brief staff CVs or a summary of the overall staff profile: research and teaching areas of interest; relevant professional qualifications (e.g. professional body membership, HEA membership); responsibilities at Department, School, and College level

· Notes or reports of liaison with external subject specialists e.g. on curricular development, where applicable (e.g. Industrial Liaison Panels)
· Teaching forms and documents: recruitment and admissions procedures; assignment coversheets; marking and moderation practices; supervisory procedures for dissertations/projects; feedback arrangements; procedures for dealing with plagiarism; Department/School committee structures; safety codes of practice; Bloomsbury Learning Environment (BLE) details

· Staff development and enhancement activities: induction and mentoring of new academic staff (full-time, part-time and sessional); peer observation training and activities; attendance at conferences and on courses; engagement with pedagogical innovation such as involvement with the relevant Higher Education Academy (HEA) Subject Centre; staff discussions; relevant committee activity; learning and teaching groups and Department/School/College learning and teaching days; team and joint teaching; appraisal; training in recruitment and admissions procedures for students; external examining responsibilities at other institutions; identifying and disseminating good practice

· Links to the following College documents/websites:

· Postgraduate Training and Research for the MPhil and PhD Degrees College Code of Practice (http://www.bbk.ac.uk/mybirkbeck/services/rules/pg_code)
· College's Learning and Teaching Strategy (http://www.bbk.ac.uk/lts/)
· Quality Enhancement and Validation website for the College’s Quality Assurance/Enhancement Code of Practice; Quality Strategy; internal review process; annual programme reports; peer observation of teaching; student feedback mechanisms; professional, statutory or regulatory body accreditation 
· Registry Services website for details of enrolment; student records; assessment including information for external examiners; student finance; regulations; disability support
· Link to the Quality Assurance Agency documents: Framework for higher education qualifications; Code of practice; Subject benchmark statements 

Jane Van de Ban – Web Editor/Alison Wood - Head of Quality Enhancement and Validation
September 2010
APPENDIX 3
EXAMPLE OF AN INTERNAL REVIEW TIMETABLE

Note:  The following timetable is an indicative one to be used for reviews involving a wide range of programmes.  This may be streamlined where a small number of programmes is being considered.  The length of the review event and timetable should be agreed at the planning meeting by the Panel.
TQEC PANEL INTERNAL REVIEW OF LAW

 22nd & 23rd April 2010
Panel Members are:

Dr Serafina Cuomo – Department of History, Classics and Archaeology

Ms Alison Diduck – University College London (External Subject Specialist)

Dr Jim Pitts – Department of Biological Sciences (Chair)

Professor John Shepherd – Department of Geography, Environment and Development Studies
Thursday 22nd April 2010 (Room G02, 12 Gower Street)

	Time
	Area for Review
	Lead Panel Questioner

	18.00 – 19.30
	Meeting with undergraduate, Masters degree and research students 
	All panel members


Friday 23rd April 2010 (Room G02, 12 Gower Street)

	Time
	Area for Review
	Lead Panel Questioner

	10.00 – 10.30
	Panel members arrive for private discussion (as required)
	

	10.30 – 12.15

	Main discussion between the panel and Department covering areas of enhancement identified in any or all of the following categories.  

· Aims of the Provision/Curricula

· Learning and Teaching
· Student Admission and Progression/Student Profile
· Learning Resources
· Assessment
· Collaborative Provision and Flexible and Distributed Learning
· Research Degrees

· Assurance and Enhancement
	All panel members with lead questioners for possible exploration of individual aspects of the provision.



	12.15 – 13.00
	Lunch and private discussion


	All panel members

	13.00 – 14.00

	· Department presentation of one example of enhancement to the Panel – Induction and Skills Programme
	

	14.00 – 14.30
	Panel meeting to consider review feedback
	

	14.30 – 15.00
	Oral feedback to the Department

	


APPENDIX 4
INDICATIVE AGENDA ITEMS FOR AN INTERNAL REVIEW
[Quality Assurance matters for consideration prior to the review

Quality Enhancement matters for consideration at the review]
GENERAL COMMENTS 
To commend: general matters such as the nature of the review documentation.

To emphasise the developmental nature of the review in which the Panel will advise and guide the Department/programme team in enhancing their practices by highlighting the strengths of the subject area as well as any possible areas for further development.

To include commendations under the headings given below.

1. AIMS OF THE PROVISION 
1.1 Aims of the provision including their context in relation to the College’s mission and the subject (using the QAA’s Subject benchmark statements where applicable) and any relevant professional, statutory or regulatory body requirements
1.2 How the programmes of study meet the overall aims of the provision

1.3 Measures in place to ensure that staff and students understand the aims and intended learning outcomes of the programmes including mapping of the learning outcomes to modules
1.4 Rationale for offering a diverse range of programmes and awards rather than pathways, opportunities for transfer and progression between programmes
1.5 Programmes run in conjunction with other Departments/Schools – how do joint or interdisciplinary programmes operate from a procedural point of view and who takes the lead?  Which modules are provided solely in-house and which are serviced out?
1.6 Provision of transferable, practical and vocational skills and training 
2. CURRICULA 
2.1 How the structure and content of the curricula support achievement of the aims and intended learning outcomes and meet the requirements of the College’s Common Awards Scheme and associated policies (including appropriateness of level and progression)
2.2 Rationale behind the overall strategy for the organisation of the curricula and its effectiveness
2.3 Currency of the curriculum e.g. inclusion of recent developments in the subject and how this is informed by scholarly research 

3. LEARNING AND TEACHING 
3.2 Effectiveness of the learning and teaching strategy e.g. range and appropriateness of learning and teaching methods including use of innovative or new technologies and learning materials provided and the rationale behind this
3.3 How the learning opportunities support achievement of the intended learning outcomes and maintain academic standards

3.4 Use made of sessional lecturers including practitioners

3.5 Induction and mentoring of new or sessional staff

3.6 Role and use made of Graduate Teaching Assistants

3.7 Supervision processes for dissertations/projects

3.8 Organisation of laboratory or fieldwork

3.9 Distribution of student workloads

3.10 Strategies for staff development to enhance teaching performance 
4. STUDENT ADMISSION & PROGRESSION/STUDENT PROFILE 

4.1 Recruitment, selection, admission and induction of students and training for staff in these processes
4.2 Monitoring and support of student progression from intake to completion including identification of and support given for any special learning needs e.g. study skills sessions and provision for disadvantaged groups (low-income; low linguistic/numeric skills; students with disabilities)
4.3 Feedback and advice to students on their progress
4.4 Overall academic guidance, supervision and tutorial support (including pastoral support)
4.5 Evaluation of enrolment, progression, completion and withdrawal trends
5.
LEARNING RESOURCES
5.1
Effectiveness of the learning resources and learning environment (e.g. the set up of a teaching room) including academic staffing, administrative support, library provision, IT facilities including websites, ICT and BLE, teaching accommodation, special collections
5.2
Liaison between Departments and providers of learning resources including the Subject Librarian and ITS
6.
ASSESSMENT
6.1 Rationale and effectiveness of the assessment strategy in relation to the aims and intended learning outcomes
6.2 Appropriateness and variety of assessment methods used and the balance between these

6.3 Promotion of student learning especially through formative assessment, enabling students to demonstrate achievement

6.4 Assessment requirements and criteria and how these are communicated to students

6.5 Marking and moderation practices 

6.6 Procedures for submission of work and College procedures for dealing with mitigating circumstances and late submission

6.7 Feedback arrangements and procedures for dealing with plagiarism

7.
COLLABORATIVE PROVISION AND FLEXIBLE AND DISTRIBUTED LEARNING 

7.1
Evaluation of the special features of these programmes to demonstrate that the quality of the programmes is at least equivalent to that of other programmes at the same level of award not run through these means

7.2
Mechanisms for student communication (such as BLE and ICT) and information including: 
· the mode and nature of delivery by the host Department and partners
· admissions and induction arrangements
· explicit intended learning outcomes
· teaching, learning and assessment methods
· timetabling of sessions
· when teaching and assessment materials are to be released, clear guidance on deadlines for submission and return of graded assessments

7.3
Relative contributions of independent, supported and collaborative study

7.4
Support for, and promotion of, autonomous learning including the responsibilities of the learner and the institution

7.5
Academic and technical support

7.6
Facilities for collaborative learning and discussions between students

7.7
Student feedback arrangements

7.8
Appropriate, secure and reliable delivery systems and alternatives in the event of failure

7.9
Currency of the Memoranda of Agreement that specify the contribution to be made to the programme by each partner for collaborative programmes
7.10
Appropriateness of committee structures including the existence of Joint Steering Committees or their equivalent for collaborative programmes
8
RESEARCH DEGREES
8.1 Research environment including facilities to undertake research, opportunities for students to present research, participate in seminars, workshops, conferences, the fostering of a research environment
8.2 How research students are made aware of the Department/School and College procedures and policies

8.3 Admissions and induction procedures 

8.4 Provision of both discipline-specific and generic research training

8.5 Awareness of the College Research School (CRS) and Bloomsbury Skills Network and take up of opportunities offered by both such as generic skills workshops, the Research Resources Room, student representation on the CRS Steering Committee

8.6 Supervisory arrangements including allocation of principal and second supervisors (or a supervisory team)

8.7 Instances of principal supervisors who are on probation or who have not been a member of a previously successful supervisory team 

8.8 Procedures for monitoring students’ progress including annual review of their progress and transfer from MPhil to PhD

8.9 School/Department committees with responsibility for overseeing admission, monitoring and progression of research students

8.10 Training available to research students wishing to become involved in teaching
8.11 Equity of provision for full-time and part-time research students

9.         ASSURANCE AND ENHANCEMENT 

9.1
Adherence to College codes/regulations and links to overall College strategies
9.2
Effectiveness of procedures at programme, Department, School, and College level for maintaining and enhancing the quality of provision and the security of academic standards including:
· student communication and feedback mechanisms including student-staff exchange committees, student evaluation questionnaires, email, websites, noticeboards etc
· external examiners' reports
· annual programme reporting
· previous internal or external reviews
· professional, statutory and regulatory body accreditation visits
· Department/School committee structures and the reporting lines between each committee

· staff development strategies and plans to enhance teaching performance

· peer review processes
· appraisal
· staff development strategies and plans
· mechanisms for identifying and disseminating good practice

APPENDIX 5
AGENDA FOR MEETING WITH STUDENTS

Much of the following agenda is taken from Annex J of the Handbook for academic review: England, 2000).

Introduction 

· Meetings with students should enable reviewers to establish student views on the issues being considered. These meetings should provide an opportunity not only to hear the direct views of those present, but also to establish more generally whether there are effective arrangements for student feedback and representation. 

· The meeting should normally be chaired by the Review Panel Chair, who should introduce the members of the Panel and provide a brief summary of the review method. The Panel Chair should outline the purpose of the meeting and emphasise the importance of transparency of the review process. 

The following is a suggested list of questions that the Panel may wish to ask students but throughout the meeting students should be given the opportunity to raise points not covered by the agenda. 


General matters in relation to quality and standards 

· How are student views sought? 

· Are students represented on the student-staff exchange committees? If so, what is their role? Do they attend?  Is the level of representation appropriate?  Is this an effective means of seeking student views on their programme/Department/School?
· Are there opportunities for students on programmes involved with collaborative provision and flexible and distributed learning (including distance and e-learning) to make their views known?

· Are student views influential? Can they provide examples? 

· Did students make a contribution to the self-evaluation? 

· Do students feel central to and involved in the activities of the School/Department/programme?


The curriculum and intended learning outcomes 

· Are students made aware of the intended learning outcomes by programme specifications, programme handbooks, websites or other means? 
· What is the match between the expectations of students, the intended learning outcomes and the curriculum? 

· Does the curriculum encourage the development of knowledge and skills and what is its relevance to further study and prospective employment? 

· Are timetables and workloads appropriate? 

· What opportunities are there for practical and vocational experience, where appropriate? 


Assessment and achievement 

· Do students understand the overall assessment strategy including the criteria for assessment and the methods employed? 
· Is the assessment appropriate including for students on programmes involved with collaborative provision and flexible and distributed learning?
· Are students provided with clear guidance in advance of assessment such as dates and times?
· Is the assessment procedure secure particularly for programmes involved with collaborative provision and flexible and distributed learning?
· Is assessment formative as well as summative? 

· What feedback is there? Is it prompt and effective? 

· In their experience, have the intended learning outcomes been achieved? 

· Do academic staff discuss student achievement with students? 

· Are further study and career aspirations likely to be satisfied? 

Learning and Teaching 

· Do students understand the overall learning and teaching strategy?  Is the range of learning and teaching methods appropriate for delivering the curriculum including programmes involved with collaborative provision and flexible and distributed learning? 

· Are delivery systems appropriate and reliable e.g. are there alternatives available in the event of failure of ICT and BLE systems?

· How do students perceive the quality of the teaching?  What are the positive aspects of such or possible areas for enhancement? 

· Is there effective support and guidance for independent study? 


Student progression and support 

· What admission and induction procedures are in operation?  

· Is there effective/adequate preparation for transition to different levels of study?

· What are the arrangements for academic and pastoral support including for those on programmes involved with collaborative provision and flexible and distributed learning?  Are these effective?

· Where part-time staff are used are they accessible?

· Is e-mail communication used to help address the particular situation of working adults? 


Learning resources and their deployment 

· How good are the library services in terms of opening hours, access, user support, availability of books and journals? 
· What IT support is there? Are opening hours, access, user support and availability of work stations and software appropriate? 

· Are there suitable programme-specific materials? 

· Are the accommodation and equipment adequate? 

· Are the learning resources appropriate for programmes involved with collaborative provision and flexible and distributed learning e.g. is use made of ICT and BLE systems?

Research students

· Is there a suitable research environment, facilities to undertake the research, opportunities for students to participate in seminars, workshops, conferences?
· Is there a Department/School Sub-Committee with responsibility for overseeing admission and progression of research students?
· Is the decision to admit taken by two or more suitably experienced or trained academic staff, constituted for this purpose, after interview?
· What is the provision of both discipline-specific and generic research training?
· Are students aware of the College Research School (CRS) and the Bloomsbury Skills Network and do they take up the opportunities offered by both such as generic skills workshops, the CRS Research Resources Room, student representation on the CRS Steering Committee?
· Is each student assigned a principal and second supervisor (or supervisory team)?
· Are there any instances of principal supervisors who are on probation or who have not been a member of a previously successful supervisory team?
· What are the procedures for monitoring students’ progress and for transfer from MPhil to PhD?
· Is there training available to research students wishing to become involved in teaching?
APPENDIX 6
GLOSSARY OF TERMS AND ABBREVIATIONS
ABExCo



Academic Board Executive Committee

BETA



Birkbeck Excellence in Teaching

BLE




Bloomsbury Learning Environment

BR




Business Relations

BSIS




Birkbeck Student Information System

BSN



Bloomsbury Skills Network

C&IT



Communications and Information Technology

CAS



Common Awards Scheme

CCP



Central and Collaborative Provision

CLPD



Centre for Learning and Professional Development

CMS



Content Management System

CPC



College Programmes Committee

CRS




College Research School

EAP




English for Academic Purposes

eLAG



eLearning Advisory Group

FHEQ



Framework for Higher Education Qualifications

HEA



Higher Education Academy

HEIS



Higher Education Introductory Studies

ITS




Information Technology Services

NSS




National Student Survey

PDR



Progress and Development Review

PSRB



Professional, Statutory and Regulatory Bodies

QE




Quality Enhancement

QEV



Quality Enhancement and Validation

RDP



Research Degree Programmes

SED




Self Evaluation Document

SEWP



Student Experience and Widening Participation

SICS



Specialist Institutions’ Careers Service

SPC




Strategic Planning Committee

SSEC



Student-Staff Exchange Committee

STQEC
School Teaching and Quality Enhancement Committee

TQEC
Teaching and Quality Enhancement Committee (College)
VLE




Virtual Learning Environment

WebCT



Web Course Tools
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