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1. Introduction
i. Purpose of Periodic Review

At QMUL, Periodic Review of teaching and learning in academic schools and institutes occurs on a six year cycle, and forms part of QMUL’s Quality Framework for the assurance of academic standards and quality. A review panel will consider whether the school / institute’s quality procedures are working efficiently and effectively together with those of QMUL’s quality framework in order to assure and enhance the quality of teaching and learning, to safeguard academic standards, and to enhance the student experience.

The Periodic Review will cover all taught programmes and research degree programmes offered by the school / institute, including any joint programmes offered in collaboration with another school / institute or external partner.
The periodic review process is designed to enable each school / institute to: 

· Evaluate the extent to which intended learning outcomes are being met and standards attained, taking account of the award qualifications and external reference points e.g. the Quality Assurance Agency (QAA) and other Professional, Statutory or Regulatory Bodies (PSRBs). 
· Consider whether the characteristics and intended learning outcomes in the programme specification remain valid. 
· Consider and review the management of both taught and research degree programmes to ensure that a high quality student experience is being provided. 
· Reflect on the operation of its policies and procedures, ensuring they are in alignment with QMUL policies and regulations.
· Initiate specific action to remedy identified shortcomings and improve current practice if possible, within the resource base. 
· Identify areas of potential good practice for wider consideration and dissemination. 
· Think strategically about programme portfolios in line with both Faculty and University strategic plans; reviewing longer term plans and objectives, taking into account external developments (e.g. changes to entry profiles and employer expectations) to evaluate the cumulative effect of change. 
· Focus on future enhancement of the programmes and the student experience. 

ii. Benefits of Periodic Review

Periodic Review is not a “tick box” exercise; it is a proven means of continuous enhancement of QMUL’s provision and the student experience. Periodic Review provides: 

· Opportunities for schools / institutes to take a holistic view of the quality and standards of their academic provision. 

· A structured opportunity to reflect on current systems in place and develop new approaches and / or enhance current practices. 

· An opportunity for students to actively engage in the enhancement of the school / institute’s provision; for the student voice to inform curriculum design and delivery, and enhance the student experience. 

· An opportunity to record external and independent confirmation of the quality and standards of the school / institute’s academic provision. 

· An opportunity for good practice to be identified so that it can be disseminated and embedded more widely. 

2. Overview of the Periodic Review process
i. Review Panel membership
The Periodic Review Panel will usually be made up of the following members:

· Vice-Principal (Student Experience, Teaching and Learning) (Chair)
· Dean or Deputy Dean for Taught Programmes (from outside the Faculty of the school / institute under review)
· Director of Taught Programmes (from outside the Faculty of the school / institute under review)
· Director of / Dean for Research (from outside the Faculty of the school / institute under review)
· Head of Educational Development (or nominee)

· QMSU representative

· Deputy / Assistant Academic Registrar

· Two external subject specialists, nominated by the school / institute under review

The nomination form for potential external panel members will be provided by ARCS. The school / institute will be expected to submit nomination forms 9 months before the review is scheduled to take place. A full list of tasks and timescales is provided in section 2.iii below.
ii. Review process

The Review takes place over 1.5 days, with a pre-meeting of the panel taking place the afternoon prior to the review day itself. The review day will be made up of a number of sessions with different members from the school / institute, including sessions on UG, PGT, PGR programmes, and staff development (as appropriate).
 

The purpose of the pre-meeting is to provide an opportunity for the panel to meet and discuss the questions to be asked during each session of the review day, as well as identifying areas requiring further detail, or clarification. Ahead of the review, the school / institute will be asked to identify a member of staff who will be available by email following the pre-meeting, to respond to any urgent queries that may require clarification ahead of the meetings with the school / institute. 

The review day sessions will be led by the Chair of the panel, and there will be breaks between sessions for the panel to discuss and identify any further questions required. At the end of the day, the panel may wish for a member of the school / institute to provide further clarification on particular points raised during the day. This will be confirmed earlier in the day, and the Secretary will inform the relevant member(s) of staff. 
Once the sessions with the school / institute have concluded, the panel will discuss the commendations and recommendations arising from the review. Recommendations can be made at the school / institute, Faculty, or institutional level. Recommendations will be assigned a priority of red (essential), amber (advisable), or green (desirable).
iii. Tasks and timescales
The table below provides an overview of the tasks for the school / institute in relation to the review, along with timescales for these tasks to be completed:
	Task
	Timescale

	Work with ARCS to confirm dates for the review to take place.
	12 months before the review

	Assist with room bookings (where necessary) for the review.
	12 months before the review

	Send out calendar invitations to all staff members required to attend the review.
	12 months before the review

	Submit nomination forms for external panel members to ARCS.
	9 months before the review

	Submit a draft SED to ARCS electronically.
	At least 9 weeks before the review

	Submit a final draft of the SED to ARCS electronically.
	At least 6 weeks before the review

	Once the final draft of the SED is confirmed by ARCS, provide printed copies for all panel members, along with USB sticks containing all appendices.
	1 month before the review

	Provide a list of all staff and students attending the review sessions.
	3 weeks before the review

	Confirm the name of the member of staff who will be available by email following the pre-meeting, to respond to any urgent queries that may require clarification ahead of the meetings with the school / institute.
	2 weeks before the review

	Review the list of commendations and recommendations arising from the review.
	1 week after the review

	Review the Periodic Review report.
	1 month after the review

	Provide a three-month follow up report to EQSB.
	3 months after the review

	Provide a one-year follow up report to EQSB.
	12 months after the review


3. Preparation and documentation
i. Self-Evaluation Document
a) Purpose
The Self-Evaluation Document (SED) is the key document for the Periodic Review, and should be the only new document that the school / institute is required to produce for the review. Although there should be one main author of the SED; the preparation and analysis work should be a team exercise, with various members of the school / institute contributing data, information and views. The purpose of the SED is to: 

· Help the school / institute reflect upon its provision

· Provide the periodic review panel with a basis for discussion and questioning
An initial draft of the SED should be sent to the Secretary for review as soon as possible, but at least nine weeks prior to the review. This will be reviewed by ARCS, so that any revisions or additions can be made. A final draft of the SED should be sent to the Secretary at least six weeks prior to the review. The SED cannot be circulated to panel members until a final draft has been agreed with ARCS.
The SED should be: 

· Reflective - It is essential that the SED is reflective and evaluative, rather than simply describing the school / institute’s academic provision.

· Open and honest – Honest self-reflection is key to any self-evaluation process. The SED should consider objectively, and explicitly document the strengths and weaknesses of the school / institute’s academic provision, as well as any areas for enhancement. 
· Evidence-based - All SEDs should be based on evidence e.g. student recruitment, and progression data, award data, external examiner reports, student survey results, module evaluations, Annual Programme Reviews, graduate destination data etc. This data should be provided in full in the appendices of the SED, and should be referenced, contextualised, and evaluated throughout the SED (see section 3.ii below).

The evaluation must cover the three year period prior to the review; for example for a review event in 2017/18, the school / institute should provide data, information and reports dating back to 2014/15, in addition to relevant information from the current academic year.
· Concise - The length of the SED is at the discretion of the school / institute, but brevity is strongly encouraged. Please avoid being overly descriptive or repetitive. 
· Forward-looking – In addition to retrospective evaluation, the SED should also outline the school / institute’s aims and future plans in the short, medium, and long term.
b) Content and scope
Schools / institutes should consider all aspects of their approach to teaching and learning as part of the Periodic Review. It may be helpful to break down discussions into the following broad areas (this is not an exhaustive list, and it is recognised that schools / institutes may have specific areas on which they wish to focus). Further guidance is also contained within the SED template document (appendix 1):

· Recruitment of students at all levels, outreach, and widening participation 

· Student admission, induction, transition, and support 

· Curriculum design – including coherence, currency, impact of changing requirements 

· Curriculum delivery – including inclusivity for all modes of delivery, teaching space, learning resources, the use of the Virtual Learning Environment and other IT facilities
· Learning opportunities, particularly practise based and experiential learning
· Implementation of the QMUL Model (UG only)
· Assessment and feedback 
· Student voice – how this is captured and utilised
· Internationalisation within the curriculum
· Progression, skills training, and employability
· Research, including research informed teaching, studentships and awards, supervision arrangements and completion rates
· Staff development, including mentoring, probation, appraisal, workload allocation and continuing professional development
· The future – how the school / institute would wish to see provision develop over the next 5 years. 
Periodic Review is an academic process; however, before preparing the SED, the school / institute may wish to undertake strategic, financial, and marketing consideration of the programmes under review, either during the Annual Programme Review (APR) process or as a discrete exercise. Consideration may be given to the strategic fit and viability of the programmes, and any future developments to the portfolio.

The Strategic Planning Office (SPO) will be able to provide data and statistics not available elsewhere. It is recommended that schools / institutes contact the SPO as far in advance as possible, so that the data can be provided in good time.

The school / institute may also wish to seek input from the Educational Development team when drafting the SED. For contact details, please visit: https://academicdevelopment.qmul.ac.uk/educational-development/ 
c) Format and submission
The first draft of the SED should be submitted to ARCS at least nine weeks before the review (ARCS will confirm the specific deadlines once the review date has been set.) The SED should be provided as a Word document, in 11 point Arial font, with numbered paragraphs for ease of reference. A table of contents should be included at the beginning of the document.

A suggested template for the SED is provided in appendix 1, however this should be adapted by the school / institute as appropriate.
It is the responsibility of the school / institute to provide ARCS with hard copies of the SED for the panel, once a final draft has been agreed.
ii. Appendices and supporting documentation

The evaluations in the SED will be based on evidence and this evidence will be of interest to the panel to substantiate claims and statements made by the school / institute. The evidence should be provided to the panel in a set of supporting appendices (separate to the SED), which must be clearly cross referenced within the SED, and listed in full at the end of the document.
Appendices should be provided to ARCS electronically on USB sticks for all panel members. Documents should be clearly titled and well organised. A full list of the documents to be provided as appendices is provided in the SED template below (appendix 1).
4. Who should attend the review day sessions?
Attendees should be carefully chosen to ensure that the appropriate content can be covered in each session. An outline of the topics to be discussed in each session is provided below, and a list of suggested attendees is provided in appendix 2. The review sessions include (as appropriate): 
a) Introduction from the Head of School / Institute Director
This session will focus on the broader framework within which the provision sits, including resources, positioning, quality management and strategic fit. This session will also include discussion about future plans and developments, and will take the format of a dialogue, rather than a formal presentation.
b) Undergraduate programmes / Postgraduate taught programmes
These sessions will cover all aspects of the school / institute’s taught programmes portfolio, including:

· Aims, objectives, and learning outcomes (including implementation of QMUL Model for UG programmes);
· Development of the programmes in recent years;
· Admission, induction, progression, and student support;
· Management of curricula, teaching, learning and assessment; 
· Learning resources and methods of delivery;
· Maintenance and enhancement of standards and quality.
c) Postgraduate research programmes
This session will cover all aspects of the school / institute’s research degree portfolio, including:

· Admission and induction;
· Student numbers and funding;
· Supervision arrangements, and progress monitoring;

· Student support and skills training;
· PhD submission and completion rates;
· Maintenance and enhancement of standards and quality.
d) Meeting with students
This session will explore student views of the school / institute’s provision, including:

· Teaching and assessment practices (or equivalent for research degrees);

· Workload, learning resources, and student support;

· Environment and community;

· Mechanisms for gaining and providing feedback. 
e) Staff development
This session will explore the views of non-senior staff on areas including:

· Induction, probation, mentoring, and appraisal;

· Continuing Professional Development and skills training;

· Environment and community;
· Workload allocation.

5. After the Periodic Review

In addition to the list of commendations and recommendations agreed by the panel, the Secretary will produce a Periodic Review report which summarises the discussions held throughout the review. Once the report has been approved by the panel, it will be circulated to the school / institute for clarification and comment within a specified timeframe.

Periodic Review reports are considered by QMUL’s Education Quality and Standards Board (EQSB), and the Faculty Executive (or equivalent). This enables both a Faculty- and institutional-level consideration of themes arising from periodic reviews, and the use of outcomes to inform enhancement activity across the institution. 
Schools / institutes are asked provide two updates on actions taken in response to the recommendations arising from the review: an interim report, three months after the review, and a final report, one year after the review. ARCS will provide the templates and timelines for these follow-up reports.
Periodic Review actions should be monitored by the school / institute’s Teaching and Learning Committee. Actions arising from the Periodic Review should also be incorporated into the next Annual Programme Review, and feed in to the Student Experience Action Matrix (SEAM) where appropriate.
Appendix 1 – SED template

Table of contents

· Introduction and context
· Aims of the School / Institute
· Learning outcomes
· Curricula
· Assessment and feedback
· Quality of teaching and learning
· Student admission, progression, and support
· Learning resources
· Student Voice
· Maintenance and enhancement of standards and quality 

· Appendices
Introduction and context
Please provide a brief introduction about the School / Institute to set the context for the review and to explain the organisational structure for the support of teaching and learning, as background to the detail to follow in the SED. 

Areas that should be covered include:
· A list of programmes offered at each level of study; 
· Student numbers (totals and by programme) broken down by:

· Gender

· Ethnicity

· Full time / Part time 
· Mode of delivery (On campus / Distance Learning)

· Staff numbers, broken down by staff category, gender and ethnicity; 
· Student : staff ratios; 
· A brief comment on the research context (e.g. REF results) and the interaction with teaching; 
· Reflections on the recommendations arising from the last review;

· Achievements and developments since the last review; 
· Plans for next five years. 

Please provide a description and diagrammatic overview of the School / Institute’s committee structure for managing teaching and learning quality, including any collaborative provision, and the reporting lines within the School / Institute. 
A table identifying the key roles in the School / Institute supporting teaching and learning and the names of those holding these offices would also be helpful to the panel, such as the chairs of teaching related committees, the Director of Taught Programmes, the Director of Graduate Studies etc.
	Each of the following sections should include evaluation of provision at each level of study (e.g. UG, PGT, and PGR), and through all modes of delivery (e.g. on campus and distance learning) as appropriate. 
The evaluations made in each section should be supported by evidence and / or data.



Aims of the School / Institute
Please provide an overview of the school / institute’s strategic and educational aims. For example:
· Do the educational aims of the school / institute’s programmes continue to meet the needs of students and external stakeholders (e.g. employers, research councils, professional, statutory and regulatory bodies (PSRBs)?? 

· How do the educational aims inform the strategic direction of the school / institute? 

· How do the educational aims align with the broader strategies of QMUL? 
· How do the educational aims relate to the context of the school / institute e.g.: enabling students to develop their capacity to learn; meeting international, national, regional or local needs; preparing students for employment or further study; widening access to HE;
· How often are the school / institute’s educational aims reviewed, and what process does this follow? 

Learning Outcomes 

Please assess the appropriateness of learning outcomes. For example:
· How well do the intended learning outcomes relate to the educational aims? 

· Do the intended learning outcomes remain appropriate? 

· How do the intended learning outcomes relate to internal and external reference points (e.g. subject benchmark statements, the Framework for Higher Education Qualifications, PSRBs, sector skills councils, any national occupational standards etc.)?
· How are the intended learning outcomes informed by the employability, widening participation, equality and diversity, and internationalisation agendas? 
· How are the QMUL Model learning outcomes embedded across modules and programmes (UG programmes only)?

· How does the school / institute ensure that staff and students have a clear understanding of the aims and learning outcomes, and how effective are these measures?
· How often does the school / institute review the intended learning outcomes of its programmes, and what process does this follow? 
Curricula 

Please assess the effectiveness of the content of design of curricula. For example:
· How do the design and content of the curricula support student learning, and the achievement of the intended learning outcomes? 

· How is curricular content and design informed by recent developments in teaching and learning, current research and scholarship, and any changes to relevant occupational or professional requirements? 

· How does the school / institute ensure that its programmes are coherent, balanced and promote progression in students’ learning? 

· How have the curricula been informed by the employability, widening participation, equality and diversity and internationalisation agenda? 

· How does the school / institute benchmark its provision against other institutions? 

Assessment and feedback 
How effective are the school / institute’s assessment and feedback process. For example:
· How effectively do the assessment processes measure the achievement of the intended learning outcomes (including reflection on assessment and feedback policies and practices, e.g. amount and type of assessment, marking procedures, feedback to students on their work, academic misconduct etc.)?
· How effectively do the assessments promote student learning (especially through formative assessment)?
· How does the school / institute ensure that appropriate standards are being achieved (with reference to external examiner reports, PSRB reports, final results, destination data etc.)?

· How effective are the school / institute’s policies for providing feedback to students on assessment?

Quality of teaching and learning 


How effective is teaching and learning in relation to the programme aims and curriculum content. For example:

· What pedagogic theories or principles are employed to promote student learning? 

· What range of teaching methods are used and how appropriate are these?
· How is student participation encouraged? 
· How does the school / institute take account of developments in teaching and learning? 

· How does the school / institute use the VLE and technology to enhance teaching and learning? 
· What innovative approaches to teaching and learning are employed?
Student admission, progression and support 
How does the school / institute support and monitor students’ progression from application to completion. For example: 
· How is the admissions process managed, and how are students recruited?
· What arrangements are in place for the induction of new students? How effective are these? 
· Are there any trends in the programmes’ recruitment or progression data?
· How effectively does the personal tutor / supervision system work for different groups of students (e.g. UG, PGT, PGR)? 

· How does the school / institute communicate with students about their programme or departmental activities? 

· How does the school / institute seek to develop study skills, transferable skills and students’ employability? 

· How do issues of WP, E&D and internationalisation inform and promote student progression?
Learning resources 
How adequate are learning resources and how effectively are they used? For example:
· To what extent do students have access to and are encouraged to engage with learning resources such as specialist IT resources, library resources, laboratories, specialist departmental resources? 
· How are human resources used effectively?

· How are (specialist) staff and PGR students used to assist students? 
· Comment on IT resources, teaching space, laboratories, specialist space, as appropriate.
Student Voice
How effective are the mechanisms for capturing and utilising the student voice? For example:

· What data is collected on students and how is this evaluated (for example: attainment, attendance, VLE or library usage)?

· Which student surveys are administered, and how are the results of these reviewed and utilised (e.g. NSS, PRES, PTES, module evaluation)? What mechanisms are in place to encourage engagement with these surveys?
· How are students represented throughout the school / institute’s governance structure?
· What opportunities are there for students to raise feedback informally? 

· How does the school / institute close the feedback loop in response to issues raised through these channels?
· How effective are the school / institute’s mechanisms for demonstrating the impact of the student voice, both within the school / institute and across the institution?

Maintenance and enhancement of standards and quality 
How effective are the measures taken to maintain and enhance quality and standards on the programmes. For example:

· How effective are the school / institute’s committees in ensuring standards and quality requirements are met? 

· How do quality assurance processes inform the enhancement of provision (including reference to annual programme review, external examiners, external advisory bodies/PSRBs etc.)?
· How are complaints and appeals monitored, and patterns identified and responded to? 

· How effectively is the peer observation of teaching implemented? 

· How effectively does the school / institute support the induction and training of staff and postgraduates who teach? 

· How is good practice identified and disseminated? 
· Supporting data might include: degree classifications, progression and completion rates, feedback from staff, students, and accrediting / professional bodies.
Appendices
Please provide the following information as appendices:
· A Programme Specification for each taught programme
· These documents should be reviewed in good time ahead of the review to ensure that the most accurate and up-to-date versions are provided to the Panel. If any amendments are required to the Programme Specifications, these should be discussed with ARCS ahead of submission.
· A list of responses to the recommendations arising from the last Periodic Review;

· Student survey results for any in-house surveys, as well as NSS, PTES, and PRES results; 

· Module evaluation summaries considered at APR meetings;

· External Examiner reports for the last three academic years;
· Collaborative provision agreements where appropriate e.g. with NHS Trusts, other HE partners;

· Public, Statutory and Regulatory Bodies (PSRB) accreditation reports where appropriate, e.g. from the GMC and GDC, professional societies and bodies;
· Programme handbooks for students, or the URL;
· The school / institute’s current teaching and learning strategy;
· Information about internal Education / Teaching and Learning Committees including: terms of reference, membership, minutes for last three academic years;
· Information about Student Staff Liaison Committees including: terms of reference, membership, minutes for last three academic years;
Appendix 2 - Who should attend the meetings?

Introduction from Head of School / Institute Director
· 
Head of School / Institute Director

· 
School Director of Administration / Institute Manager (optional)

· 
Director of Taught Programmes (optional)
Undergraduate programmes

· 
Head of School / Institute Director

· 
School Director of Administration / Institute Manager

· 
Director of Taught Programmes

·       Any other Lead(s) for UG Programmes e.g. for Joint Programmes with other QMUL schools or external collaborations 

·       Senior Tutor(s)

·       A module lead / co-ordinator
· 
Chairs of relevant committees

·       Admissions lead


·       Careers / employability lead      

·       Some tutors/advisors 

· 
Chair or deputy chair of UG examiners
·       Library Liaison
·       UG administrator(s) / Student Support Manager
Postgraduate taught programmes

· 
Head of School / Institute Director

· 
School Director of Administration / Institute Manager

·       Director of Taught Programmes

· 
Postgraduate taught programme leads/convenors
· 
PGT programme leads / course directors
·       A module lead / co-ordinator
·       Admissions lead

·       Masters’ project supervisor

· 
PGT administrator(s) / Student Support Manager
· 
Chairs of any relevant committees
· 
Some tutors / advisors 
· 
Chair or deputy chair of PGT examiners
Postgraduate research programmes

· 
Head of School / Institute Director

· 
School Director of Administration / Institute Manager
· 
School / Institute Director of Research

· 
School / Institute Director of Graduate Studies

·       Admissions lead

· 
2-3 other research student supervisors

· 
PGR administrator

· 
Chairs of any relevant committees

Meetings with students
A representative range of students of around 10 students including (as appropriate):

· 
Undergraduate students

· 
Postgraduate taught students

· 
Postgraduate research students

· 
Full-time, and part-time students

· 
Home and overseas students

· 
On-campus and distance learning students

· 
Students at a range of stages of study, across the different programmes

Staff development

· 
Junior staff (both academic and professional services) in their probationary period or who have recently completed probation within the last 18 months

·       School / Institute staff mentors and mentees
· 
Senior staff are asked not to attend this meeting please.
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