A guide to preparing a Review and Enhancement Process report (non-collaborative)
1.  
INTRODUCTION
This document is designed to help you complete your REP reports as efficiently and effectively as possible.  Please read this document carefully and try to produce a report which not only provides the required evidence but engages with the true purpose of REP which is to enhance the quality of the student experience via the programmes/modules you are providing.  
2.  
AIMS OF THE REVIEW & ENHANCEMENT PROCESS REPORT
REP reports should focus on both review and enhancement:

Review: the review of the evidence is discussed in the commentary and analysis section. This discussion should identify successes and problems. An evaluation of the evidence will assist you in identifying ways in which you can move the programme forward, and associated actions to enhance the student experience. 

Enhancement: provide a focus for quality improvement of your programme, be proactive in moving your programme forward and keeping it current via innovation and change in content, delivery and assessment. The action plan has a key role here and it is therefore essential that you identify actions at the end of each section which are then combined into a final action plan. 
3.
WHAT EVIDENCE DO I NEED?
It is suggested that you collect the evidence that you need to help you write the report throughout the preceding academic year. The evidence provides the essential focus that will enable you to write the report. You should have the following evidence to hand when writing the report:

Programme REP

· data on student characteristics on entry (eg: age, gender, qualifications);

· data on student performance (eg: retention and achievement, degree classifications, student destinations).

· programme Committee minutes;

· notes on developments and changes made to the programme during the year;

· placement reports (if applicable);

· employer/professional body feedback(if applicable);

Programme specification – writing the REP provides a good opportunity to ensure that your programme specification is up to date. If changes are required, please attach an updated version to your REP (using tracked changes so that changes are identifiable) for approval by the School Quality Standing Committee.

Field REP

· external examiners' reports;

· written responses to external examiners;

· statistical data by module*.

· a brief report on each module, including module improvement plans where appropriate;

· field committee minutes;

· student feedback at module level;

· details of staff development undertaken during the year;
· notes on or evidence of other changes and developments in the field, and in teaching, learning and assessment.

*Notes:

Statistical data by module: the data provided is from the same dataset as that used for field boards, but the REP dataset is likely to vary slightly since it represents actual outcomes following field boards, and is updated; field board reports are fixed at a single point in time.
Franchised modules or modules offered at more than one location: where modules are delivered in more than one location (eg franchised) a comparative analysis of module achievement should be completed. Normally this would be in the UEL Field REP. Modular comparison should be based on average marks, standard deviation and pass rates for the module, and should cover all occurrences of the module.
4.
 COMPLETING THE REPORT TEMPLATE
Each School has designed its own template format, and you should receive an electronic version of the report template. Please complete all of the sections of the report.  Remember that the form is designed primarily to be a working document for your programme committee. 

To enable you to complete the action plan, you are advised to identify any actions arising in each of the sections of the report and the end of each section. These can then be combined these into an action plan at the end.  For the action plan to be useful you need to ensure that any actions you specify are clear and realistically achievable, that you allocate responsibility for ensuring their completion, that you set a realistic timeframe for completion and that you identify criteria by which their success can be judged.

Statistical data is available for most programmes and modules via the UEL Management information system (Jasper reports). The attached guide will help you think about analysis of the data and action planning.

You may decide that it is appropriate to combine programmes into one REP report. This is an acceptable approach as long as the issues relating to each programme can be separately identified. 

If you have any questions or concerns about completing the form please contact your field or quality leader in the first instance. 

Please ensure that your report is submitted by the due deadline.

5.
 SOME THOUGHTS ON WRITING THE REPORT
Review and enhancement is about celebrating successes as well as identifying issues that need to be resolved to enhance the student experience in future years. 

· Celebrate your successes
· Promote areas of good practice

· Be evaluative rather than merely descriptive

· Evaluate changes and trends in quantitative data 

· Try to avoid superficial statements and where appropriate use specific examples to illustrate the points you are making
· Identify solutions you have tried to problems reported

· Suggest solutions to problems and identify associated actions

· Ensure it contains a clear SMART action plan with realistic timescales and outcomes
6. NOTES FOR PROFESSIONAL DOCTORATE PROGRAMME REPS

For professional doctorates, as well as commenting on student performance for the taught modules the REP report should offer a commentary on cohort performance in terms of retention and completion.  That is, the REP should not report how many students on the programme gained an award in any one academic year but should relate those awards to the student’s year of intake.  To simplify this process REP authors are advised to report on performance for the intake cohort who would be expected to complete in the year under review.  This intake cohort can be derived from the normal length of the programme estimate supplied in the programme specification.  REP authors are reminded that HEFCE counts any student taking longer than 7 years to gain their award from date of first enrolment on a postgraduate research programme as a failure.  Periods of intermission do not extend this 7 year period.

 

For the cohort analysis REP authors should comment on patterns and trends regarding:

 

· Number of those leaving the programme

· When students leave the programme in terms of years since first enrolment

· Number of those yet to complete the programme

Where appropriate REP authors should include an action plan to address issues identified.

7.
ACTION PLANS

The action plan should identify the locus of responsibility for actions. Those actions that need to be carried forward to School level should be clearly identified so that they can be picked up in the overview REP. A sample action plan is shown below:

	Item no
	Issue
	Action proposed – SMART actions- and intended outcomes
	Responsibility 
	Timescale

	1
	Feedback on assessments given by tutors was not consistent 
	A Standard feedback form to be designed and used with all assignments

Staff development to support introduction of new form


	Field leader

Field leader and all teaching staff 
	January 2011

	2
	External examiner identifies over- assessment  
	Review assessment tasks against assessment tariff 

Staff development in formative assessment methods
	Module leaders

School LiLT and field leader


	Jan 2011

Nov 2010 and April  2011

	3
	Insufficient student recruitment
	Revise publicity material

Update website


	Programme leader
	Nov 2010

	4
	Insufficient student recruitment
	Review promotional campaign and implement


	Programme leader
	Review completed Dec 2010 and implement from Feb 2011


8.
WHAT HAPPENS TO YOUR REP REPORT?
· Once you report has been produced it is ESSENTIAL that you present it to your programme committee.  This may be electronically if necessary. Amendments can be made if required by your committee.  Be aware that this means that anything you write will be open to scrutiny by your students.
· Your report will come to the School Quality Standing Committee, which will arrange an auditing process.  The auditor is charged with ensuring that your report comes up to the required standard, supplies the required information, shows evidence that actions identified in last years action plan have been dealt with and that this years action plan appropriately addresses issues which have been raised in the documentation submitted.


The auditor will also look for areas of good practice which are worthy of dissemination within the School.  If the auditor is unhappy with any aspect of your report they will come back to you and ask you to make changes/ submit any missing information etc.  You must comply with any request made by the auditor, however if you feel the request is unreasonable you can discuss this with the auditor or the quality leader.

The auditor has only a short period to complete the audit process at the end of which the auditor will report to the School Quality Standing Committee either approving or rejecting your report.

· Your REP report will be read by the School Quality Leader who is charged with producing a School Overview REP report. This report:
· is considered by School Board and any actions identified at School level will be picked up here

· is considered by the Quality and Standards committee which will pick up any actions required at University level

· Your report will also form a major document in any audit process involving your programme/field and as such it will be closely scrutinised by external auditors. For this reason it is important to ensure that your report presents a balanced view and that you use the opportunity of the REP report to report on your successes as well as your problems.
· The action plan from your REP needs to be considered a ‘live’ item. Recommended practice is to bring the action plan from your REP report AS A STANDING ITEM at all meetings of your programme/field committee and that any actions should continue to be brought to the committee until such time as they have been successfully completed and approved. 
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