FREQUENTLY ASKED QUESTIONS – ACADEMIC REVIEW
Why do we need internal academic reviews if we are reviewed by external bodies and organisations?

It is an expectation that each HEI will conduct its own internal academic reviews of its schools and discipline areas in addition to any external reviews that may take place.  The QAA code of practice on approval, monitoring and review expects institutions to periodically review all areas of provision at an institutional level.  
The findings of reviews are frequently used as a way in which external bodies can quickly gauge the health of programmes within a school or subject area, and can help any external auditors or assessors to quickly focus on areas for their review.  In its current round of institutional audits, the QAA use the academic review reports as a central focus through which to identify themes to consider when auditing institutions.
It also enables the UEL school to have a ‘dry run’ before the next visit of an external body, and it may help to identify areas to be worked on before their visit.
Finally, review demonstrates the robustness of internal procedures and our ability to identify and work on issues.
What is the school’s responsibility in the process?

The school or subject area is responsible for collating the material to be put into the panel’s room for the duration of the review.  Further details of exactly what is required can be found in the Quality Manual (Part 8; 6.4 and 6.5).  
The school/subject area need to produce their self-evaluation document (SED) in consultation with the servicing officer and, where possible, the Chair of the panel, and arrange to have the final version bound and sent to the servicing officer.  Guidance notes and model SEDs are available to help with the writing of the SED. 
The servicing officer will also need to receive the programme specifications for the programmes which form part of the review as well as the student handbooks at the time of submission of the final SED.  These can be provided to the servicing officer in either hard copy format or in electronic format.
The school/subject area is also responsible for approaching the external advisors for the panel and making sure that the nomination form is completed for them.  However, it is the Chair’s responsibility to approve these.
The school is also responsible for arranging for the relevant people to attend the meetings – staff, current and former students and employers.
It is also the school’s decision as to who is made responsible for the preparation of the SED and other aspects of the review from their end.
What is QAE’s responsibility?
The servicing officers from QAE will send out the packs of material for the review – incorporating in part the SED, programme specifications and student handbooks from the school.
The servicing officer will also arrange for the hotels and other arrangements for the external advisors, and the evening meal at the end of the first day.
The servicing officer will also be responsible for appointing the internal members of the panel, including the Chair, and for all of the room bookings and catering for the panel and the meetings.  The cost of catering for the panel during the day, and for any refreshments during meetings will be covered by Quality Assurance and Enhancement. (please see further information regarding the evening meal).
The servicing officer will also liaise with the Academic Services and Skills Manager in Library and Learning Services regarding the production and submission of the library report and will arrange a tour of the Library and Learning Services directly with the subject librarian. 

Access to UEL Plus for the modules under review will also be arranged by the servicing officer.  UEL Plus access will be provided to all members of the panel.
The officer is also the person who writes the report of the review based on the pro-formas completed by the panel and the outcomes of the meetings.
Where do the statistics in the SED originate from?

As part of the academic review preparation, the planning team provide statistics which need to be included within the SED. They are generally available from the autumn before your review is due, so please do not leave any queries regarding them until the last minute. These are taken from the MIS system, and provide various pieces of information.  As well as some general information regarding the profile of the student group under review in terms of age, ethnicity and gender etc, there is also some more detailed information pertaining to module completion rates, number of years it takes students to graduate, and their degree classification.  Your servicing officer can put you in touch with the planning team should there be any queries with the statistics provided.

The team will also have access to your Review and Enhancement Process (REP) reports should they need any further statistical information.       
Do I need to provide all of the documentation in the base room in hard copy format?

The panel do have quite a lot of documentation to look through during the 2 days of the review.  The provision of some documentation in hard copy format would greatly facilitate this process.  If you would prefer to provide some of the documentation electronically as opposed to in hard copy format however this would be acceptable.  One suggestion would be to provide the module boxes in hard copy format and then all other documentation electronically.  This can be discussed as part of the preparatory meeting and your servicing officer can advise on the best way of presenting electronic base room documentation.
The programme for the review includes a school presentation.  Who gives the presentation, what should this include and who should attend this?

Normally the presentation is given by either the Dean of School or Associate Dean of School.  The presentation is an opportunity for the Dean / Associate Dean to introduce the School to the panel, to highlight any key developments since the last review, to highlight areas of good practice and innovation in the subject area under review and to outline plans for the future.  Thirty minutes is scheduled for this part of the academic review and this will include an introduction to the panel, so it is suggested that the presentation be no longer than 20 minutes duration to allow any time for questions from the panel.
In terms of attendance at the school presentation, all staff involved in the subject area under review are invited to attend the presentation.  The size of the room allocated for the review however will put an upper limit on the numbers who can attend and this should be discussed with the servicing officer.  Normally QAE would aim to book a room to accommodate approximately 30 people. 
The panel will meet current and former students as part of the review.  How many students should they meet, and what sort of students should they be?

The panel will want to meet a range of current students and the students should represent a cross section of those in the school or discipline area in terms of programme of study, level of study, age, gender, home / international, part-time / full-time and ethnicity.  In order to make the current students meeting manageable, the maximum number of current students at the meeting should be 25.  
In terms of the former students meeting, as many former students as you can arrange to attend should meet the panel, but ideally there should be around 8 students.
It is not appropriate to use members of staff who are studying at UEL as part of either student group, as this will cause a conflict of interests.
Although the current student meeting will probably take place around lunchtime, please note that only tea and coffee will be provided.  Should the school wish to provide anything else for the students such as lunch, this would need to be paid for from their own budget.
Should attendees at the former students meeting wish to claim for their travel expenses, this would be paid for by Quality Assurance and Enhancement, although the school would be responsible for providing students with an expenses form for completion. 

How about the employers meeting?

The panel like to meet as many employers as you can arrange to attend up to about 8.  They are interested in employers of your graduates and those who may employ students on placements.  The panel will wish to ask the employers about the students’ skills, as well as any involvement they may have in curriculum design.  It is not appropriate to use staff members in this meeting, although it is understood that in some areas there are strong links between staff and student employment.  It is also not appropriate to use ‘random’ employers who have no idea about your students or programmes!
In situations where there are very few employers available for the meeting, it is possible to arrange for the panel to speak to the employer over the telephone.  In these cases, details of when the employer will be available to speak should be provided.  However, there is a strong preference for meeting employers whenever possible.

How does the morning of Day 2 work in practice?  What are the meetings about and who should attend?
On the morning of Day 2, there is a three hour block of time available to the panel in order to meet with staff to discuss any issues that have arisen during the first day.  In order to allow for more flexibility to discuss issues pertinent to each specific review, the nature or content of these meetings is not prescribed in advance of the review.  This will mean that the panel may wish to split into two groups and discuss different issues with different staff.  It may also mean that meetings could be as short as fifteen minutes or as long as two or three hours (though these extremes are unlikely).  There could be as many as six hour long meetings – in one review conducted, there were none.
The servicing officer and Chair will inform you of the details of the meetings that the panel would like to hold on the evening of the first day, including a list of staff ‘roles’ that they wish to meet.

What are the outcomes of the review?

The best outcome is that the panel approve the school/subject area to run its programmes for the next six years.  This approval may be given with conditions and recommendations.  Any conditions will need to be met by a deadline given by the panel.  The Quality and Standards Committee will also monitor an action plan drawn up from the outcomes of each review.

If the panel have concerns about the quality of the provision, they may decide to hold a second review.  This review could encompass all of the provision being reviewed, or just one programme.  The panel will decide the timescale for this review.  If, by the second review, there has not been adequate improvement, the panel can recommend that the programme(s) cease to recruit until adequate improvements have been made.  Once again, the panel will decide what constitutes a reasonable time to make the improvements.

The school will receive oral feedback at the end of the review.  The report will then be produced and forwarded to the school as the confirmed outcome of the review.  The oral feedback session is designed to give a quick overview of the findings of the review, and therefore the written report may cover areas not mentioned within the oral feedback.       

Who attends the evening meal?  And who pays for it?

The academic review programme includes an evening meal for the evening of the first day of the review.  Normally the Chair, servicing officer and panel attend the meal, as do key staff from the area being reviewed – it is up to the school who this constitutes.  The bill for the meal will however be settled by the School under review so it is up to the School to determine whether they wish to include an evening meal as part of the review and who they wish to invite to attend the meal.  
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