Academic Review

Guidance for panel members

What is the purpose of the Academic Review process?

· Academic Review evaluates the programmes offered by a school/subject area and confirms that they continue to meet our University's Quality Criteria.

· The review process is designed to help the school and University to assure the quality of the total student experience.  Academic Review aims to review all aspects of the student experience and capture those which are outside the immediate confines of the programmes which have an impact on the quality of that experience.

· Academic Review helps the school and University to evaluate the extent to which the school/subject area has been successful in achieving its stated aims and objectives within the overall context of the UEL vision.  This will assist in reaching strategic decisions (both within at School and University level) concerning resource allocation and staff development.

· Finally, Academic Review helps UEL prepare for Institutional Audit by the Quality Assurance Agency for Higher Education (QAA).

Brief description of the Academic Review process

· The School/subject area produces a Self-Evaluation Document (SED) and a programme specification and student programme handbook for every programme that is offered.  The self-evaluation is based on the guidance provided by Quality Assurance and Enhancement. 
· Evidence to support the claims made in the self-evaluation document is placed in the base room for the academic review.  The base room is the ‘home’ of the academic review panel for the duration of the event.
· An academic review panel is convened to evaluate the school against the statements made in the self-evaluation document, the programme specifications and the student programme handbooks.

· Each panel member is allocated one area of provision to consider in detail with another panel member.  The areas of provision are:

Evidence of academic standards

Quality of the student experience
Activities to ensure and enhance standards and quality

· The role of the panel member is to look for evidence in the base room to support the statements made in the self-evaluation document and in the programme specification.  This evidence will be supported by discussions with:

Members of the school under evaluation

Students, past and present

Representatives of services

Employers

· On the basis of the documentation and any online material in the base room and discussions with different groups, each panel member prepares a report evaluating the area of provision for which they are responsible.  A standard pro-forma is provided for each area of provision to help panel members ensure that they cover all relevant issues.  The completed pro-forma forms the basis of the final written report of the event.

· The findings of each panel member are shared with other panel members during meetings/feedback sessions of the whole panel in the base room on several occasions through out the process.

· At the end of the academic review the panel members pool their findings to produce an overall evaluation of the school/subject area.

· There is an oral feedback session to the school at the end of the academic review.

· The completed pro-formas are used by the Quality Assurance and Enhancement team to produce a written report of the academic review panel, which is checked with all panel members prior to confirmation.

Completing the pro-forma

As an academic review panel member you will have already been informed about which of the three areas of provision you have overall responsibility for evaluating. 

You are required to complete the pro-forma in conjunction with one or two other panel members.
The pro-forma is designed to help you ensure that all relevant issues are adequately covered and that you have evidence to support any statements in your evaluation of the quality of provision.

The pro-forma identifies key questions for the area of provision that you are responsible for evaluating.  As this is a standard pro-forma which is used for all schools within our University, it is possible that not all areas of enquiry that we have identified will be appropriate to the school/subject area that you are evaluating and/or that the pro-forma does not include an area of enquiry which you consider critical. It is also important to appreciate that not all of the suggested areas of enquiry would need to be present in each and every case in order for an area of provision to be considered excellent – the pro-forma is an aide to your evaluation rather than a rigid set of rules.

In completing your pro-forma, it is very important that you prepare a statement about the quality of provision, but it is unlikely that you will cover all the possible areas of enquiry in every case. This means that you will have to manage your time in the base room so that you have an opportunity to look at all relevant issues.  
Your completed pro-forma is the basis of the final report for the event.  The servicing officer will only take brief notes of your meetings with staff, students and employers and nobody else (apart from the member of the panel supporting you) will be looking at the same area of provision as you. If you do not complete the form, the report of the event will be incomplete and the process will have broken down.

Your primary source of evidence will be the documentation and other material available in the base room.  However, it is inevitable that this will lead you to have questions and queries for the school, which is why meetings with school staff are arranged during the two-day process.  If you have outstanding queries which you feel need to be addressed you should notify the chair so that he/she can ask for clarification during these meetings.  You are also entitled to ask for information which is not present in the base room.

Programme Specifications

The provision of programme specifications is a national requirement of the Quality Assurance Agency.  Within UEL we have produced a template and guidance notes to aid programme teams in producing programme specifications.  We have taken a policy decision that programme specifications should be written in a way that is predominantly accessible to students and the general public as we aim to use them during the marketing of programmes.  For this reason you might find the language less formal than is sometimes the case in an academic context.

Nevertheless, it is very important to our University to ensure that programme specifications are an accurate and fair description of the provision.  One of the ways in which we do this is to ask academic review panels to comment on the accuracy of the programme specification.

Standards of programmes

One of our University's Quality Criteria for the approval of programmes is to ensure that they are of an appropriate standard in comparison with comparable programmes elsewhere.  There are two documents enclosed that are designed to assist you evaluate the standard of the provision:
· QAA benchmark statement(s)

· University regulations governing standards of awards (Part 1 of the UEL Manual of General Regulations)
It is part of your role to evaluate the programmes against these statements and to comment on the overall standards of the programmes under review.
Student  Programme Handbooks

All students are given a student programme handbook at the commencement of their programme of study.  This can be provided in hard copy format or electronically.  Handbooks must contain the following core information:

· programme title(s) (e.g. Economics, Political Economy)

· awards offered (e.g. Postgraduate Diploma/MA)

· awarding and/or validating authority (if not UEL)

· details of professional body exemptions (where appropriate)

· aims and learning outcomes of the programme(s); 

· web link reference for programme specification

· programme structure diagram (or alternative representation of structure e.g. page from Guide to Single and Combined Honours)

· module specifications (using the standard module specification proforma)

· details of arrangements for sandwich placements and outcome requirements (if appropriate)

· a brief description of programme management arrangements relevant for students, (including reference to the Combined Honours Leader and Combined Honours Office where appropriate) e.g. access to timetabling information)

· academic and other counseling/student support arrangements available to students

· assessment criteria or reference to where this information can be found in module guides

· web reference for the Assessment policy and Skills Curriculum

· details of means and fora for student participation/representation including processes for student feedback 

· use of library and computer facilities, or access to student services such as counseling

· Academic Framework Modular Regulations

· web reference to “Extenuating Circumstances – Student Guidelines” 

· student attendance policy 
· advice for students with disabilities 

· academic calendar 
· UEL's complaints, academic appeals and extenuation processes 

· UEL’s procedures for dealing with alleged assessment offences and the student-friendly guidelines on understanding and avoiding plagiarism and collusion 

Schools are free to add any further information that they feel is helpful and are free to design the specific format of the handbook to suit their students needs.
It is very important to our University to ensure that student programme handbooks provide accurate information and are a fair description of the provision.  One of the ways in which we do this is to ask academic review panels to review student programme handbooks.

General

If you have any queries at all about your role, or about the pro-forma, please do not hesitate to speak to the chair or officers to the event.
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