[image: image1.png]i,





Validation of new programmes
Procedures Manual 2011-12
Academic Enhancement Unit
September 2011
Contents 
	Item
	Page

	Introduction
	2

	Additional helpful information
	2

	Aims of the process
	2

	Fundamentals of the process
	2

	Advantages of the process
	3

	The process
	3

	Resources approved via APP 
	3

	Allocation of an Internal Advisor
	4

	Planning meeting
	5

	Approval and role of the External Advisor
	5

	Student engagement
	6

	Development of the proposal and documentation
	7

	Documentation requirements
	7

	Evidence folders
	8

	School/Directorate sign-off stage
	8

	Faculty level sign-off
	9

	University Standing Panel
	9

	ModCat/ProdCat approval
	10

	Q drive
	10

	Appendices:
	

	(1) Flowchart of the validation process
	11

	(1a)  Flowchart of the planning process
	13

	(2) Contact details
	14

	(3) Programme leader/team roles and responsibilities
	15

	(4) Roles and responsibilities of the Quality Enhancement Officer
	16

	(5) Roles, responsibilities and characteristics of the Internal Advisor
	17

	(6) Roles and responsibilities of the External Advisor
	18

	(7) Roles and responsibilities of those involved in the School/Directorate sign-off stage
	19

	(8) External Advisor approval criteria
	20

	(9) Terms of Reference and membership of the University Standing Panel
	21

	(10) Student handbook checklist
	22

	(11) University Standing Panel dates 2011-12
	30

	Templates for completion:
	

	(12) External Advisor approval template
	31

	(13) Checklist for validation (optional)
	32

	(14) External Advisor’s report template
	35

	(15) Internal Advisor’s report template
	36

	(16)  Evidence of student engagement template
	38

	(17) School/Directorate sign-off template
	39

	(18) Quality Enhancement Officer report template
	41

	Miscellaneous:
	

	(19)  Approval of minor changes
	43


Introduction

1.
Validation is the quality assurance process used to scrutinise a proposed programme of study in order to assure Academic Board (AB) that the programme meets the University’s expectation of standards and quality.
2.
Validation is a process of peer review, by internal LJMU staff and by approved external representatives, who will both scrutinise the proposal.
3.
The focus of the validation process is on the design phase of the proposal.  The aim is to ensure that proposals have inbuilt security, advice and guidance whilst being developed; that the final sign-off of the proposal will be a process driven event that will ensure due process has been followed and standards and quality are confirmed for AB.  
4.
The process has been developed to be an effective programme validation process that is streamlined and speedy, whilst remaining effective. It is intended to be readily auditable, with records being kept at the local level. These records show how careful consideration of LJMU requirements and external requirements, e.g. Quality Assurance Agency (QAA), Higher Education Funding Council for England (HEFCE) and relevant Professional Statutory Regulatory Bodies (PSRBs) has taken place.


Additional helpful information

5.
Various appendices in this Manual highlight additional helpful information:

· A flowchart of the process is shown in appendix 1

· A list of contacts is available in appendix 2

· Roles and responsibilities of the various parties involved in the process are identified in appendices 3-7
· A summary of changes for this year can be found in appendix 20 at the end of the manual
Aims of the process

6.
The process aims:

· To support/encourage quality enhancement and improvement wherever possible 

· To enable additional use of existing School/Directorate and Faculty documentation

· To facilitate consideration of University policies and their implications at School/Directorate level, e.g. Learning, Teaching and Assessment Strategy
Fundamentals of the process

7.
The following are the main points of difference from existing practice:

· Validation will not normally involve a formal meeting, an ‘event’, between staff and a panel

· Academic Planning Panel (APP) will consider and approve resource plans before the proposal is developed
· Appropriate advice, including advice from a relevant external advisor, to be taken into account before the finalisation of the proposal

· Responsibility rests with the Director of School (or equivalent) for signing-off proposals, using an action plan completed by the programme leader and ensuring that an evidence folder has been kept up-to-date and is completed

· Faculty Academic Standards and Enhancement Panel (FASEP) is responsible for signing off all internal programme validations having first assured itself that programme teams and School/Directorates have followed due process. FASEP may do this by reading material contained in the evidence folders for each programme validation
· A University Standing Panel (USP) will be the ultimate body to consider all proposals, to ensure appropriate institutional oversight is maintained. It will act on behalf of the Academic Standards and Enhancement Committee (ASEC) and AB
Advantages of the process

8.
The advantages of the system can be summarised as follows:
· Consultation of academic peers and advice is built in at an early stage in a structured manner

· The process is managed by those responsible at the point of delivery and is flexible in terms of when and how

· School/Directorate and programme team responsibility and accountability for the development of the proposal are emphasised

· Programme staff time is saved from not having a face-to-face event meeting with a panel and the whole programme team

The Process

9.
The process involves the following milestones:
· Resources approved at APP (Paragraph 10)
· Internal advisor (IA) allocated by Quality Enhancement Officer (QEO) (Paragraphs 11-13)

· Planning meeting led by the QEO (Paragraphs 15-17)
· On-going development of the proposal by the programme team (Paragraphs 30-36)
· External advisor approved by QEO and comments sought by the programme team (Paragraphs 18-24)

· Development of documentation in line with University requirements (Paragraphs 30-36)
· School/Directorate sign-off (Paragraphs 37-40)

· QEO report for FASEP (Paragraph 41)

· FASEP approval to proceed to USP (Paragraphs 41-42) 
· USP confirm that due process has been followed (Paragraphs 43-46)
· ModCat/ProdCat approval by relevant approvers within the Faculty (Paragraphs 47)
Resources approved via APP
10.
When proposing a new programme, the programme team must use the programme management interface. Access and guidance to the interface is available via the following:  http://www.planningpmi.ljmu.ac.uk/
11.
All new programme proposals must receive planning approval within the faculty. A business case should be developed with the proposal. The business case should cover market analysis, planning projections and include a risk assessment and specify the resource requirements and their costs. Programme teams must be able to demonstrate that there is a market for the proposal and that risks can be managed. Particular attention must be paid to the requirements for learner support resources, including any needs for site licences for computer software, off-campus support and specialist requirements. Specific requirements must be agreed with the Director of Library and Student Support Services (L&SS) prior to submission of the new programme proposal.
12.
Normally, all new programme developments will have been highlighted in the Faculty plan and confirmed in the target-setting element of the Faculty Operating Statement, apart from specific exceptions such as those in reaction to client demand (e.g. some NHS and TTA funded provision). The Dean will determine whether new proposals are in line with the University/Faculty strategic plans and will judge the viability and risk implications of the proposals. The Dean will confirm that, subject to validation, the programme can be introduced within existing resources, including staffing, or will grant approval for those requiring additional resources to proceed to validation.
13. For validation of CPDs, please refer to the separate manual at http://www.ljmu.ac.uk/Quality/91139.htm
Internal Advisor (IA)
14.
The IA is a critical friend for the programme team who will advise on the principles of curriculum development and university policies and procedures. An IA will be allocated to each programme, or cluster of programmes.  IAs will not be from the same Faculty as the programme that is being validated. The role of the advisor is to help the programme team accurately reflect University requirements, develop good practice and advise on final documentation. Past experience has shown that it is useful if the IA shares with the programme leader/team at the outset of the process the IA report template, in order to ensure a shared understanding of what the IA is expected to comment on and confirm to School/Directorate/FASEP and USP.   
15.
The IA will:

· Advise on the process to be followed and encourage the use of local sources of advice
· Provide direct advice when requested by the programme team

· Comment on the documentation
· Provide a report for the School/Directorate sign-off stage, commenting on their involvement in the process (See appendix 15)
16.
The minimum requirements of IAs are (See appendix 5):
· They must have received appropriate training 

· To meet at least once with the Programme Leader during the process

· To attend the initial planning meeting with the programme team and School/Directorate representative (if allocated) and QEO (or be provided with notes/a briefing if one has already taken place)
· To provide advice and guidance on request

· To maintain contact with the programme leader to ensure the process is moving along

· To consider and comment as appropriate on documentation before School/Directorate sign-off stage

17. 
The Academic Enhancement Unit will maintain a list of trained IAs and will ensure training is provided annually. The list will be accessible on the shared drive and QEOs should indicate on this list when an IA is being used for one of their programme teams.  This is to ensure equitable use of the IAs, as there is obviously a time commitment for each individual programme. QEOs are responsible for allocating IAs to programme teams in their area from the list of trained IAs.
Planning meeting

18.
The planning meeting is managed and convened by the QEO at the beginning of the process. The purpose of the planning meeting is to explain the process to those involved and to identify the deadlines that the programme team will be working to. Agreed action and deadlines will be written up and circulated after the meeting by the QEO.  
19.
Staff expected to attend the planning meeting may vary across the faculties, but at a minimum, the following must attend:

· QEO
· IA

· Programme leader

· Academic Manager 

· School/Directorate (if applicable) representative overseeing the development, if different from the Academic Manager

17.
Deadlines will be planned according to a schedule of published dates for FASEP meetings and USP meetings (see appendix 11). Dates for shared progress reporting will also be agreed.  
Approval and role of the External Advisor (EA)
18.
External advisor input will be central to the process.  The EA will be asked to comment on the curriculum and the standards being set for the programme and this input will be sought at an early stage during the validation process.  Confirmation of their involvement will be evidenced via a final report to the programme team, prior to School/Directorate sign-off.  
19.
The programme leader nominates an EA by completing the approval form in appendix 12 and sending it to the QEO.  The EA will be approved by the QEO, on behalf of the FASEP, using the criteria (appendix 8) and approval form (appendix 12). EAs must be independent from the programme team developing the proposal.

20.
The requirements of the EAs as subject specialists are as follows (see appendix 6):

· To examine the curriculum, its structure and assessment in the context of the QAA Subject Benchmarks and the Framework for Higher Education Qualifications (FHEQ)
· To ensure the proposal reflects appropriate academic standards and is designed in such a way as to give students a properly ordered learning experience

· To examine the curriculum to ensure that it is appropriate and balanced

· In the case of professionally accredited programmes, to consider whether the proposal meets relevant current PSRB standards, is concerned with current issues in the profession and is forward looking in relation to the way the profession is developing

21.
The EA role does not ask for comment on resourcing or internal University policies or procedures, although comments on any aspect of validation will be valued.

22.
The EA must complete the template shown in appendix 14 at the close of their involvement with the process, to show evidence of consultation with the programme team and that due consideration has been given to the EA comments. This template will form part of the evidence folder in the sign-off part of the process, for School/Directorate level, Faculty level and University level approval. 
23.
Consultation with the EA may take place using whatever format deemed appropriate by the programme team and the EA.  If this results in a meeting taking place, programme teams should be aware that any associated expenses (travel, subsistence etc.) will have to be met from the School/programme’s budget, as meetings are not a mandatory feature of the validation and review process.  
24.
EAs will receive a single payment of £200; this will be paid on receipt of the completed template (appendix 14). 
Student Engagement
25.
The student perspective should be used to inform discussions about the development of the programme.  Engagement with students is only one dimension of the process and should be considered in the context of interactions with the teaching team, External Examiners, Internal and External Advisors and other relevant stakeholders (employers, PSRBs etc.)  
26.
Consideration by students should normally take place early in the planning and development phase of the proposal.  
27.
The focus may be concerned with requesting input from students currently studying programmes in a cognate area on all aspects of the programme to be validated, including module content, programme aims, delivery, assessment and resources.  
28.
This can be carried out either via a specially convened focus group, by issuing questionnaires or by using the Board of Study/student representative mechanism.  It is acknowledged that programme teams work with their students throughout the year to capture their views, often in informal ways, particularly where postgraduate and part-time students are concerned.  Programme teams may include information from these types of interaction as part of the evidence base for the programme validation process, where applicable. 
 29.
The programme team should ensure that a written record of students’ comments is filed in the appropriate evidence folder (whether that is minutes of a Board of Study/notes from a focus group, copies of emails between programme staff and students or questionnaires).  A template is provided in appendix 16 which the programme team should use to record how it has managed the student engagement process. 
Development of the proposal and supporting documentation
30.
The programme team should write a succinct programme overview to accompany the formal documentation.  The overview document will add to the information contained in the Programme Planning Proforma developed and submitted via the Programme Management Interface for APP approval. It should be written near the beginning of the process to facilitate understanding of the curriculum development for those outside the programme team.     
31.
At a minimum, the programme overview document should address the following prompts:

· The rationale for developing the programme

· A description of programme management roles and responsibilities and how these are organised  

· How the size and structure of the teaching team will support the delivery of the curriculum in respect of critical mass and academic and/or professional qualifications and expertise

· How the programme has engaged with the QAA’s Academic Infrastructure
 to ensure that the academic content and standards of the proposal are comparable with similar provision in the HE sector

· Where applicable, proposals should also demonstrate how they meet the standards of other external quality assurance agencies, for example OfSted 

· That the programme has been developed in accordance with LJMU curriculum requirements
 (Academic Framework regulations and its accompanying Methods of Practice handbook (incorporating what was previously known as the Curriculum Design Guide and the Effective Practice in Assessment ‘blue book’); World of Work (WOW)

· How the programme is meeting the requirements of the University’s Learning, Teaching and Assessment Strategy

· Identification of innovative curriculum matters which enhance the student experience and are worthy of dissemination

· What systems are in place to identify, evaluate, disseminate and reward good practice in the support of learning and teaching  
· In the case of professionally accredited programmes or those with some other form of professional recognition the programme overview document should include summary information about professional body requirements and the role of the PSRB in the design and approval of the programme
Documentation requirements

32.
The programme team is required to prepare the following documentation:

· Programme overview (based on the guidance provided in paragraphs 30-31 above) 
· Programme specification, developed on ProdCat

· Module proformas, developed on ModCat

· Student handbook, developed via the guidance provided in appendix 10
33.
The other documentary requirements relate to the various templates which support the validation process, all of which should be completed at the appropriate stage during the process:

· External Advisor approval template (appendix 12)
· Checklist for validation (appendix 13)
· External Advisor’s final report template (appendix 14)
· Internal Advisor’s final report template (appendix 15)
· Student engagement template (appendix 16)

· School/Directorate sign-off template (appendix 17)
· Quality Enhancement Officer’s report template for FASEP sign-off (appendix 18)
Evidence Folders

34.
All staff involved in the process will have access to the shared drive, where all appropriate evidence and documentation should be saved. The drive can be mapped to at \\jt2\valreviewevidence
. The shared drive is also accessible via Off Campus Support (using the method outlined in the footnote below).  When off campus, please note that it is necessary to go through the mapping process each time access to the shared drive is required).  Programme leaders (or equivalent) are responsible for saving documentation on the drive.  Programme leaders may find it useful to complete the checklist in appendix 13 as they move through the process, although this does not now need to be included as part of the evidence base for USP sign-off.    
35.
Within the shared drive, each Faculty has its own folder and sub-folders organised by programme.  A separate folder will be created for each of the USP meetings in 2011-2012 by the Secretary to the USP and the key pieces of evidence for the final USP stage should be copied into the relevant USP meeting folder by the QEO (see paragraph 44 for details).  Whilst there is no specific format for organisation of the evidence within the programme-level folders on the shared drive, care should be taken to ensure it is clearly laid out and as easy to navigate as possible, particularly by colleagues who are not members of the programme team.  
36.
If the EA and/or the IA’s final report contain suggestions for consideration by the programme team, or queries that have not come to light at an earlier point during the validation process, programme teams should ensure they respond to the EA/IA and save a copy of the response to the shared drive.  Updated documentation as a result of input from the EA or IA, or as a result of action identified at the School/Directorate sign-off stage, should be clearly sign-posted within the evidence folders on the shared drive.  This helps to ensure those involved in the sign-off stages are clear about the status of comments and how the programme team has handled suggested amendments.  Best practice suggests the most transparent way to approach this is to annotate the EA/IA final report with your response and save this updated version to the shared drive.   
School/Directorate sign-off stage

37.
Schools/Directorates must have an appropriate mechanism in place to consider all proposals. The success of the process indicated in this manual is heavily dependent on local, School/Directorate/Centre sign-off and local management and accountability for that process. It is recommended that School/Directorate consideration and sign-off be undertaken by more than one person, including representation on behalf of the Director of School, or equivalent.   
38.
In line with the dates agreed at the planning meeting, programme teams must provide the documentation outlined in paragraph 32-33 for the appropriate School/Directorate representatives to approve to go forward for Faculty-level approval.
39.
School/Directorate level sign-off is intended to confirm that all interaction and discussion outlined on the checklist (appendix 13) and filed in the evidence folder has happened appropriately and that the proposed programme curriculum content and documentation are satisfactory. Should further work be required, the School/Directorate must identify action and agree deadlines for completion prior to consideration by FASEP.  School/Directorates should also identify features of good practice for inclusion in the report of the QEO, e.g. QE initiatives, LTA items, WoW® examples.
40.
The QEO should be kept informed of all School/Directorate-level decisions, whether a proposal is proceeding to FASEP sign-off or a proposal requires more work. Appropriate support to take forward any action can be discussed with the QEO.

Faculty-level sign-off

41.
On receipt of the documentation outlined in paragraphs 32-33, the QEO will prepare a report for FASEP (see appendix 18). The QEO should consider the evidence base for each proposal, to ensure due process has been completed and that appropriate account has been taken of all School/Directorate responsibilities.  If a suite of related programmes is validated as a cluster, the QEO may prepare a single report covering all programmes.  If the School/Directorate sign-off report indicated further action was required, the QEO report for FASEP should indicate whether the action(s) have been completed.  This helps ensure transparency for both FASEP and USP.  
42.
The FASEP considers each validation, based on the information in the QEO report and determines whether it can recommend approval of each proposal to proceed to the USP.  The FASEP may choose to review material held in the electronic evidence folder for each proposal. Once proposals have been signed off by the FASEP they can be referred to the USP.
University Standing Panel

43.
The Terms of Reference and agreed membership of the USP are shown in appendix 9. As a sub panel of the University’s Academic Standards and Enhancement Committee, the USP fulfils an independent role at institutional level, with externality built in via an external panel member (with experience of QAA audit) and the Vice President Academic Quality (Liverpool Students’ Union).  The panel will meet on a regular basis throughout the academic year (see appendix 11). The purpose of the panel is to ratify Faculty Academic Standards and Enhancement Panel decisions in respect of all internal programme validation and review proposals, by confirming due process has been followed at programme, School/Directorate and Faculty levels. This judgement is based on scrutiny of material held in the electronic evidence folder for each proposal. The report from the QEO to the FASEP should indicate the extent to which a proposal satisfies the institutional requirements for quality and standards and is aligned with institutional policies.
44.
The Secretary of the USP will provide each member of the USP with a copy of the following key items of evidence in advance of its meeting (or the link to the shared drive if they have opted to read the material electronically):

· Programme overview
· Programme Specification
· External Advisor’s report

· Internal Advisor’s report
· Student engagement template
· School/Directorate sign-off template
· Quality Enhancement Officer’s programme validation approval report to the Faculty Academic Standards and Enhancement Panel
45.
During the meeting, the USP will have access to the full range of evidence for each proposal and will sample this material as appropriate.  Arising from an evaluation of the 2010-11 process, it has been agreed that wherever possible, the QEO should attend the relevant USP meeting where their programmes are being considered.  They are not there as panel members, but as ‘programme sponsors’ in order to facilitate completion of the process by answering any questions the panel may have about the documentation and/or the process undergone by the respective programme team(s).  

46.
The decisions of the USP will be disseminated by the Secretary to programme leaders, academic managers, QEO, IA, Director of School and the Dean. This will be within 5 working days of the panel meeting. QEOs will inform the appropriate EA of the decision.  Confirmed minutes of USP meetings will be received by the Academic Standards and Enhancement Committee and will be filed on the U drive.  
Modcat/Prodcat approval

47.
Following an evaluation of the process at the end of 2010-11, it was agreed that modules could be approved and signed off via the ModCat system once the programme(s) had been approved by FASEP (i.e. it would no longer be necessary to wait for USP before approving the modules).  The Programme Specification should be developed via ProdCat.  However, it may not be published on ProdCat until it has been ratified at USP.      
Quality management drive (the ‘Q’ drive)
48.
The quality management drive is the shared storage drive for all definitive quality management documentation. In line with the Q drive protocol, the QEO should ensure a copy of the QEO report, Student Handbook and notification of the USP outcome are saved on the quality management drive, following USP consideration and ModCat/ProdCat approval.   This should be completed by the end of the academic year in which the programme was validated.  
Appendix 1: Flowchart of process








Appendix 1(a):  Planning flowchart
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Appendix 2:  Contact details
	Department
	Name(s) and contact details

	Academic Planning and Information Team
	Director: Mark Power 0151 231 3790 email: m.a.power@ljmu.ac.uk
Planning & PSP Officer: Debbie Hughes, 0151 231 3123 email: d.hughes@ljmu.ac.uk

	
	

	Quality Enhancement Officers
	Jagori Banerjee

Email:  j.banerjee@ljmu.ac.uk
Janet Flexney
Email: j.e.flexney@ljmu.ac.uk
Lucy McKenzie

Email:  l.h.mckenzie@ljmu.ac.uk
Jenny Moran
Email j.r.moran@ljmu.ac.uk
Amanda Stewart-Reilly
Email: a.j.stewartreilly@ljmu.ac.uk
Helen Summers

Email:  h.summers@ljmu.ac.uk
Carol Swaisland

Email:  c.a.swaisland@ljmu.ac.uk


	
	

	Academic Enhancement Unit
	Head of Quality and Standards: Trish Barker, 0151 231 8770 email: p.m.barker@ljmu.ac.uk 

Secretary to the USP:  Helen Summers, 0151 231 8092 email:  h.summers@ljmu.ac.uk


Appendix 3
Programme leader (or equivalent) roles and responsibilities
The programme leader roles and responsibilities are as follows:

· Ensure FMT approval is obtained

· Ensure APP approval is obtained 
· Ensure EA nomination is forwarded to the QEO for approval in a timely manner

· Ensure the design phase of the process is managed and proceeding to the timescales identified at the planning meeting

· To ensure lines of communication with all those involved in the process

· To fully engage with those involved in the process: School/Directorate/Faculty personnel, internal and external advisor

· To oversee the student engagement process and complete the template in appendix 16 

· To alert the School/Directorate contact person and QEO to any potential problems

· In conjunction with the programme team, to write programme documentation (liaising with relevant internal and external colleagues as required)
· To update the evidence folder and checklist (if used) as appropriate

· To provide documentation within the agreed timescale for the School/Directorate-level sign-off

· To address any issues identified by the IA or EA within their final reports and provide a suitable response (ideally within the report template), where applicable

· To address any issues identified by the School/Directorate, if necessary

· To ensure outcomes of School/Directorate level sign-off are disseminated to the QEO
· To provide documentation to the QEO for Faculty level sign-off

· To address any issues identified by the Faculty, if necessary

· To ensure appropriate updating of ModCat and ProdCat, using the agreed School/Directorate processes

Appendix 4
Roles and responsibilities of the Quality Enhancement Officer
The QEO roles and responsibilities are to manage the overall process, facilitate on-going communication with all involved in the process, ensuring that all appropriate milestones and deadlines are met by the programme team.  Specifically, this will entail the following key responsibilities:

· Allocate the IA and update the IA tracker on the E drive
· Consider EA nomination and communicate the decision to the programme leader

· Arrange planning meeting and distribute agreed outcomes from the meeting

· Ensure availability of relevant advice and guidance 

· Monitor that proposal is in-line with QA requirements and Academic Framework regulations

· Monitor that matters relating to the management and operation of the programme have been addressed

· Ensure matters relating to student support and guidance have been addressed

· Receive outcomes of the School/Directorate level sign-off and progress to Faculty level sign-off

· Write the approval report for receipt by FASEP and update accordingly if appropriate after FASEP consideration
· Manage appropriate scrutiny and sampling of the evidence folder at Faculty level

· Ensure the USP Secretary receives items for the University Standing Panel
· Attend the relevant USP meeting in order to resolve any queries that may come up as a result of the documentation presented to the panel
· Communicate the outcomes of the USP to the EA

Appendix 5
Roles, responsibilities and characteristics of the Internal Advisor

The IA roles and responsibilities are:

· To have attended appropriate training or updating session on the validation and review methodology

· To meet at least once with the Programme Leader during the process and ideally at least once with the full programme team (where possible)
· To attend the planning meeting organised by the QEO. The planning meeting is a good opportunity to find out about the programme; to discuss the expected timeline; ask questions to enhance understanding and decide how best to work with the programme team
· To provide advice from a different area of the University about other possible ways of doing things; after the initial planning meeting this advice may be face-to-face, by email or by telephone

· To read documentation and give feedback; the role is one of providing feedback in the same way an external might, it is NOT about writing the documentation
· To complete the IA report template (see appendix 15) at the end of consultation process with the programme team
· To make the time commitment to undertake the role

Characteristics expected:

· A general knowledge of key University requirements concerning programme design, e.g. Academic Framework regulations, WOW® skills, LTA Strategy etc

· A good general knowledge of the requirements of the external environment, including the QAA Academic Infrastructure

· Willingness to offer suggestions of useful practice and different perspectives  from other parts of the University

· Ability to suggest other people that may be able to help if there is a problem to be solved
Benefits for the IA:

· A more extensive knowledge of how other programmes and School/Directorates operate, which should generate greater opportunities to transfer the practice of others to their home area.  
· The role also provides a vehicle for IAs to develop their skills of working with teams in a collaborative manner.  IA’s own professional development is considerably enhanced through learning from peers.
Appendix 6
Roles and responsibilities of the External Advisor (EA)
The EA roles and responsibilities are:

· To be independent from the proposal being presented, the development of the programme and from the programme team
· To assist in discussion of the proposal and to offer support for the development of new ideas
· To examine the curriculum, its structure and assessment in the context of the QAA Subject Benchmarks and the FHEQ

· To ensure the proposal reflects appropriate academic standards and is designed in such a way as to give students a properly ordered learning experience

· To examine the curriculum to ensure that it is appropriate and coherent
· In the case of professionally accredited programmes, to consider whether the proposal meets relevant current PSRB standards, is concerned with current issues in the profession and is forward looking in relation to the way the profession is developing (where the EA is aware of the PSRB requirements)
· To highlight any features of good practice in teaching, learning and assessment that make a positive contribution to the institution’s approach to the management of academic standards and quality of provision

· At the end of the consultation process with the programme team, to complete the report template (appendix 14) and send a copy to the programme leader and QEO
Appendix 7
Roles and responsibilities of those involved in the School/Directorate sign-off stage
Staff involved in this stage should ensure:

· A School/Directorate contact person attends the planning meeting to ensure that information regarding deadlines and timescales is communicated to appropriate staff within the School/Directorate

· The process for receiving documentation and signing-off of proposals is discussed and agreed at the planning meeting

· That more than one person within the School/Directorate is responsible for ensuring the appropriate sign-off of proposals 
· Provide advice and guidance to ensure due consideration of matters relating to the management and operation of the programme, student support and guidance matters have been addressed

· That the proposal complies with LJMU policies and regulations and meets QAA requirements

· Ensure full scrutiny of documentation is undertaken at School/Directorate level and that the proposal, content and documentation as detailed in paragraph 32-33 are satisfactory and can be forwarded to the QEO for Faculty level approval.  Before approving, those involved in the scrutiny at this level should ensure any issues or recommendations identified by the IA or EA have been addressed by the programme team and the evidence filed in the shared drive 
· In undertaking the scrutiny, School/Directorates should identify features of good practice in teaching, learning and assessment that make a positive contribution to the institution’s approach to the management of academic standards and quality of provision, and any recommendations for development for the programme team (where applicable)
Appendix 8
EA approval criteria

External panel members make an important contribution to the University’s validation processes in terms of:

· Providing relevant subject expertise

· Making comparisons with similar provision elsewhere within the sector

· Identifying best practice

Programme teams should forward their EA nominations to the QEO using the template in appendix 12.

Criteria:
· Nominees must have current academic experience in a cognate area to the programme being validated

· Nominees must be independent of the programme being validated

· Nominations will not be accepted from current or previous external examiners (within the last 5 years)

· Nominations will not be accepted from former employees/students of the University (within the last 5 years)

· There should be no close association between the nominee and the programmes/School/Directorate/Faculty, or any other factors which may compromise objectivity (e.g. placement tutor, research collaborator, relative or close friend)
Appendix 9
Terms of reference and membership of the University Standing Panel

Title:


University Standing Panel

Abbreviation:

USP

Type:


Sub Core Committee

Reports to:

Academic Standards and Enhancement Committee

Advised by:

Faculty Academic Standards and Enhancement Panels

Frequency:

Monthly or as required by the Faculties

Membership:

Chair:  Director of Academic Enhancement Unit
External advisor with experience of QAA audit

Head of Quality and Standards (alternate chair)
2 members of University staff with appropriate experience of validation and review activity

Vice President Academic Quality, Liverpool Students’ Union
Secretary:

Quality Enhancement Officer

Quoracy:
Chair, Secretary, External Representative and one other member (who must be independent from the programme(s) requiring approval)

Records:
Formal minutes and papers

Circulation:
Approval by the Chair and circulated to the Academic Standards and Enhancement Committee

Storage of records:
On the Secretary’s personal directory on the U drive; the shared drive (known as the E drive); paper records (last 4 years) kept by the Secretary
Terms of reference:


1. To ratify, on behalf of the Academic Standards and Enhancement Committee and Academic Board, the decisions made by Faculty Academic Standards and Enhancement Panels in respect of the validation and review of designated programmes.  The possible outcomes are:
· Approval for a 5 year period

· Approval for a designated period of time (less than 5 years)

· Non-approval, with detailed reasons.  This would apply when there is insufficient evidence that a programme has been developed in line with due process.  In this case a proposal should be returned to the Faculty for further development.

· Exceptionally, the USP can require that a proposal be considered at a validation or review event.  Detailed reasons would accompany this decision.

2. To consider and confirm whether in each case there is sufficient evidence that due process has been followed at programme, School/Directorate and Faculty levels.  These decisions will be underpinned by panel members sampling evidence in the programme folders on the shared drive.

3. To receive, for information only, the outcomes from validation and review events for CPDs undertaken at Faculty level on behalf of the respective Faculty Academic Standards and Enhancement Panel.

4. To receive, for information only, the outcomes from validation and review events conducted via a panel event at Faculty level on behalf of the respective Faculty Academic Standards and Enhancement Panel.

5. To produce an annual report to the Academic Standards and Enhancement Committee and Academic Board.  The purpose of the report will be to:

· Provide details of the new and existing University awards and programme titles validated/reviewed during the preceding academic year;

· Provide assurance that due process has been followed;

· Highlight best practice for dissemination across the University

Role of the USP Secretary:

· To disseminate information across the Faculties in relation to the USP dates

· Inform Faculties of appropriate deadlines before each USP meeting

· Recruit panel members for each USP

· Ensure paperwork is distributed to panel members and access to the shared drive is available
· In advance of each meeting, and in conjunction with the Chair, to request preliminary comments from panel members and seek clarification where appropriate with the relevant QEO.  In this way, minor queries may be resolved before the meeting
· Record the decisions of the panel

· Communicate the decisions of the panel to appropriate staff (programme leader, QEO, IA, Director of School and the Dean)
· Keep the definitive records and decisions of each meeting

· In conjunction with the Chair and the Head of Quality and Standards, to produce an annual report for consideration by ASEC/AB

Appendix 10
Student Handbooks
There are a number of different handbooks within the University providing different types and levels of information to students.  It is not the intention of this checklist to suggest that programme teams must replicate within the Programme or Module Handbooks any information which can be found in, for example, the University Student Handbook (see below), Faculty-based handbooks or School-based handbooks.  It is perfectly acceptable to provide links within the programme/module-based student handbooks to information which students need, but is more appropriately located in other sources.
The 2011 University Student Handbook can be accessed via www.ljmu.ac.uk/studenthandbook
It contains generic information covering the following areas:

Enrolment

Student data and data protection

Rights in respect of:
· Programme information

· Freedom of speech

· Equal opportunities

· Intellectual property

· Individual student support

· Difficult personal circumstances

· Student complaints

· Academic appeals

· Withdrawal

Responsibilities in respect of:

· Student health

· Student medical services 

· Attendance

· Behaviour

· Discipline

· Proper use of University resources

· Misrepresentation

· Payment of fees

· communications
LJMU bursaries

LJMU scholarships

University rules, covering:

· University card

· Health and safety

· Alcohol, no smoking and drug codes of practice

· Illegal drugs

· Copyright

University policies, covering:

· Mental health

· Criminal convictions and CRB checks

· Fitness to study

· Fitness to practice

· Dealing with illness

· Fee payment

· Fee payments (international students)

Programme matters (nb generic details only), covering:

· Programmes and modules

· Types of modules

· Credit

Assessment regulations
Academic support, covering:

· Disability support

· Personal extenuating circumstances

· Academic misconduct

· Graduate achievement pack

· Making yourself employable, covering:
· Graduate skills

· Workplace skills

· WorkBank

· WOW skills

· Starting your own business – student enterprise

· Socrates-Erasmus

University services, covering:

· Library and student support

· Computing facilities

· Security

· Welfare services

Getting involved, covering:

· Liverpool Students’ Union

· School committees

· Annual student survey

Glossary of terms

Should include the following (as a minimum):
From September 2011, all programmes handbooks are expected to contain the following standard text produced by Corporate Communications:

Your student experience matters to LJMU and that is why the University offers you a range of academic and personal support services that you can access at any point during your studies. For information on all student support services plus relevant University rules and regulations, please go to www.ljmu.ac.uk/studenthandbook, visit: www.ljmu.ac.uk/student or talk to staff in the Student Zone of your Learning Resource Centre.
For an overview of the rights, standards and responsibilities attributed to the University, the Liverpool Students’ Union and every individual student at LJMU, please go to www.ljmu.ac.uk/workingtogether 

The following standard text in relation to WOW should also be included in the programme handbook:

[image: image3.png]


  WoW® Programme
The World of Work (WoW) is a major employability programme unique to LJMU which aims to provide you with the skills, knowledge and competencies you need to compete in a tough graduate job market. 

There are 3 inter-related aspects to the WoW Programme - Graduate Skills, Work Related Learning and WoW Skills - with personal development planning (PDP), to reflect on your abilities and plan the actions you need to take, at its core. 
Graduate Skills

Supported by academic and support staff in the faculty as part of each degree programme.
These are generic, transferable skills which you develop as part of your course and which are essential for any graduate job role. You learn, practise and are assessed on these skills as part of your course, receiving feedback from your module tutors. 
There are eight skills:

· Analysing and solving problems

· Team working and interpersonal skills

· Verbal communication

· Written communication

· Personal planning and organising

· Initiative 

· Numerical reasoning

· Information literacy and IT

You can reflect on and record evidence of your Graduate Skills development using a paper based journal or an e-portfolio. You can use your reflections to set goals and create action plans, and use your evidence of skill development to compile CVs, write applications and in interview preparation. This process is supported by Skills Support Officers/Student Development Coordinators in the Faculty.

YOU MAY ALSO WISH TO ADD MORE DETAILED, PROGRAMME SPECIFIC INFORMATION SUCH AS:

Which Graduate Skills will I be assessed on in my programme?

What does Graduate Skills feedback look like?
What do I need to do with Graduate Skills feedback?

Where can I record my Graduate Skills progress?
etc
Work Related Learning

Supported by academic and support staff in the faculty as part of each degree programme.
Work related learning is included in every degree programme in some way, so every student has the opportunity to engage in real world projects or go on placements and apply their skills in the context of the world of work.

There are various forms of work related learning eg:

· Work placements

· Internships

· Projects with work based contacts

· Simulations of workplace activity

· Employer driven case studies

· Off- campus work related learning

YOU MAY ALSO WISH TO ADD PROGRAMME SPECIFIC WRL INFORMATION HERE
WoW Skills

Organised and managed by the Graduate Development Centre. Supported by the GDC and by academic and support staff in the faculty.
World of Work (WoW) Skills are high level skills, hugely valued by graduate employers, in the areas of:

· Self Awareness

Knowing about your strengths and areas for development, your work values and your ability to work with and relate to other people. Understanding your achievements so far and recognising the type of job roles you are suited to.
· Organisational Awareness

Your awareness of the field of work you are considering, the features of the organisation/sector, the environment it operates in including its stakeholders and what constitutes professional behaviour in this area.
· Making Things Happen 

Your ability to lead, plan and manage projects or activities to achieve defined objectives, creatively solve problems, adapt to and manage change, and persuade and influence people you work with.
You may develop these skills through your degree programme, work related learning, work experience, leisure activities and/or via workshops run by staff from the Graduate Development Centre (GDC) either at the GDC or as part of your programme. You they can then achieve an employer-verified WoW Skills Certificate to demonstrate that you have these WoW Skills, endorsed by major employers such as Sony, Marks and Spencer, Siemens, Ford and the NHS.

What does the WoW Skills Certificate process entail? 

The WoW Skills Certificate process, managed by the Graduate Development Centre, mirrors a conventional recruitment process, developing your ability to articulate and provide evidence for your WoW skills, on paper and at interview. 

Workshops/sessions are designed and delivered to teach you about WoW skills and help you to recognise which ones you already have. They also explain where these skills can be developed, and how they should be articulated in job applications and interviews. 

If you recognise that you lack any of these skills, it is vital that you gain some experience. This may happen automatically through your degree with work based/work related learning, or you may need to become involved with some voluntary work, part-time work or secure your own placement. The Skills Support Officer/Student Development Coordinator can advise students on where to source opportunities to develop WoW skills.

Once these have been developed, to achieve the WoW Skills Certificate, you produce a detailed personal statement which gives evidence of your WoW skills in all three areas. This can be done in stages: 
· Bronze (on Self Awareness)
· Silver (on Organisational Awareness)
· Gold (on Making Things Happen) 

Once all three have been completed, you are then eligible to proceed to the final stage – a 1:1 employer interview - where you will be asked about your WoW skills. This interview will be with a graduate recruiter, who will be from the sector you wish to go into, whenever possible.
When will I cover WoW Skills on my programme?

STAFF TO INSERT PROGRAMME SPECIFIC WOW SKILLS CERTIFICATE INFORMATION HERE, IF APPROPRIATE

How can I fit it around my degree?

The WoW Skills Certificate process can be started by students at any level and at any time of the year (including holiday periods) and you can work on it at your own pace. But engaging in the WoW Skills Certificate process is rather like joining a gym – you only get out of it what you put in! And it’s never too early to start thinking about your employability, so the sooner you start the better.

What do I need to do to get involved?

Sign up for the WoW Skills Certificate process by visiting the WoW website http://www.ljmu.ac.uk/wow and clicking the “Sign-up for WoW” link. This will provide you with access to the WoW Skills Certificate Process Blackboard module, where you can find extra resources and instructions on what you need to do next. (Please note – it may take up to 3 working days for this to appear in your current modules list in Blackboard).
Please note that all WoW statement submissions must be made online via the WoW Skills Certificate Process Blackboard module.
Where can I find out more?

For more detailed information about the WoW Skills Certificate and to learn about the employability help and support offered by the Graduate Development Centre (GDC) visit http://www.ljmu.ac.uk/WoW . 

The GDC is based on Hatton Garden in the city centre and is open Monday to Friday from 9.00am to 5.00pm – call in any time for a quick chat. Or, for an in depth, one to one interview with an adviser, phone 0151 231 8099 to book an appointment.
Employability Support in the Faculty

YOU MAY ALSO WISH TO ADD MORE DETAILED INFORMATION ABOUT EMPLOYABILITY SUPPORT IN YOUR FACULTY, SUCH AS:

Careers Adviser
The GDC’s Careers Adviser for this faculty is (Name) available in (LRC) on (days and times). 

(Name) can provide careers advice, information and guidance. S/he can also assist with applications, interview techniques and the WoW Skills Certificate.

Employability Advisers

Employability Advisers from the GDC are available in (LRC) on (days and times). They provide additional support to students with CVs, applications, the WoW Skills Certificate and general employability queries.
Skills Support Officer/Student Development Coordinator 
(As appropriate for your faculty)

In addition to the above text, programme handbooks should contain the following (as a minimum):
· The structure of the School and/or Faculty running your programme and the responsibilities of the committees concerned with student issues
· Where students’ representatives can play a role within the School

· Essential procedures – such as where and how to submit completed coursework, how to register ill-health or difficult circumstances that are affecting studies etc.

· Who does what within the School and/or Faculty

· Where to go for help

· The structure of the programme – what modules must be studied in order to achieve the target award, and what option choices are available

· Module registration and the process for checking and/or validating registration

· Assessment strategy – including how marks get transferred to grades, and what those grades signify – for example, what a 2:1 implies in terms of knowledge, skills, grasp of theoretical structure, etc.

· The penalties imposed for the late submission of coursework

· The role of the Assessment Board
· The reporting of assessment outcomes

· The date on which results will be published

· The teaching timetable

· Where to obtain detailed information on module content

· The Programme Specification

· A feedback deadline alongside assessment submission deadlines  
· How feedback on examinations will be provide; arrangements whereby students can arrange, on request, for one to one feedback on their examination performance (within a set timescale)

· If it is not feasible for operational reasons to meet the expectation that feedback on assessed written coursework (not examinations) will be available 3 weeks after the assessment deadline, this should be stated in the programme handbook (or module handbook, see below)


Should include the following (as a minimum):
From September 2011, all module handbooks are expected to contain the following standard text produced by Corporate Communications:

LJMU offers a wide range of study skills courses plus targeted support for students with medical conditions, disabilities, dyslexia or other learning difficulties as well as general advice and guidance on all aspects of student life (personal, financial and academic). For further information on the range of support available, please go to the Student Zone in your local Learning Resource Centre and ask to speak to someone from the Student Advice and Wellbeing Team. Alternatively, go to www.ljmu.ac.uk/student and click on the ‘Need help’ section.

In addition to the above text, module handbooks should contain the following (as a minimum):

· The syllabus that will be covered
· How it will be taught – lectures, seminars, laboratory work etc.

· What a student will be expected to do – attend lectures, prepare for a seminar or laboratory class, participate in discussions, complete coursework, etc. and how long should be spent doing it as a bare minimum

· The books and journals that should be read in order to keep up with the teaching

· How to contact tutors

· How the module will be assessed and when the various items of assessment must be completed

· A summary of last year’s student feedback following the Module Appraisal Survey and any responses from the programme team

· If it is not feasible for operational reasons to meet the expectation that feedback on assessed written coursework (not examinations) will be available 3 weeks after the assessment deadline, this should be stated in the module handbook (or programme handbook, see above)

Appendix 11

USP dates for 2011-12
All meetings take place between 2pm – 4pm and are normally held in Kingsway House (please contact the Secretary for confirmed details)
	Date of meeting
	Deadline for paperwork from FASEP (to be filed in the USP folder on the shared drive)

	29 September 2011


	20 September 2011

	20 October


	11 October

	24 November


	15 November

	26 January 2012


	17 January 2011

	23 February


	14 February

	29 March

	20 March

	26 April

	17 April

	24 May

	15 May

	28 June


	19 June


Appendix 12

External Advisor Approval template 2011-12
To be completed by the Programme Leader and submitted to the QEO for approval, prior to detailed development of the curriculum proposal.  Please refer to the guidance in the manual (paragraphs 18-24 and Appendix 6)
	Programme being validated:


	

	Faculty:


	

	Name & title of proposed External Advisor:


	

	Present post:


	

	Address for correspondence:


	

	Telephone number:


	

	Email address:


	

	Main area of teaching/research:


	

	Main managerial responsibilities:


	

	Reason for selection, including relevant experience pertinent to the validation process:


	

	Programme Leader signature (by signing you are indicating that you have read the criteria for External Advisors and that, to your knowledge, the nominee meets the criteria):


	

	Approved by QEO:


	

	Date:


	


Appendix 13 

Checklist for Validation 2011-12 (optional)
	Award & programme title:
	

	Faculty:
	

	Completed by:
	


	Documentation Requirements
	Responsibility of
	Completed (Y/N)

	Appendix 12:  External Advisor approval template 

	Programme Leader
	

	Programme overview, based on the guidance provided in paragraph 31 of the manual

	Programme Leader
	

	Module proformas, developed on ModCat
	Programme Leader
	

	Programme specification, developed on ProdCat
	Programme Leader
	

	Student handbook, based on the guidance provided in Appendix 10 of the manual

	Programme Leader
	

	Appendix 14:  External Advisor final report template


	External Advisor
	

	Appendix 15:  Internal Advisor final report template 


	Internal Advisor
	

	Appendix 16:  Student engagement template 

	Programme Leader
	

	Appendix 17:  School/Directorate sign-off template 
	Quality Enhancement Officer (QEO)
	

	Appendix 18:  Quality Enhancement Officer Report to the Faculty Academic Standards and Enhancement Panel 
	QEO
	


	Planning Stage
	Responsibility of
	Completed (Y/N)

	APP approval
	Programme Leader/Dean
	

	Identification of an External Advisor/completion of approval template 
	Programme Leader
	

	External Advisor approved
	QEO
	

	Allocation of Internal Advisor & completion of Internal Advisor allocation tracker on the E drive
	QEO
	

	Arrange a planning meeting to discuss proposal & appropriate timelines
	QEO
	

	Programme overview drafted
	Programme Leader/team
	

	Curriculum Design Stage (Internal Consultation)
	Responsibility of
	Completed (Y/N)

	Use Internal Advisor to:

· assist in discussion of the proposal
· comment on initial documentation (programme overview, Programme Specification, modules, student handbook)

· provide support for developing ideas
	Internal Advisor 
	

	Advice & guidance has been taken to ensure that matters relating to the management & operation of the programme have been addressed
	Programme Leader
	

	Advice & guidance has been taken to ensure the programme is consistent with:

· LJMU’s Academic Framework
· the LTA strategy

· the requirements of WOW 

· LJMU’s quality assurance requirements & the QAA’s Academic Infrastructure
· professional body requirements
	Programme Leader in conjunction with the Internal/External Advisor, QEO & Skills Support Officer
	

	Consideration of matters relating to student support & guidance have been addressed  

Student handbook drafted & marketing/course factfile information produced
	Programme Leader
	

	Ensure relevant colleagues & departments have been informed (e.g. collaborations within & outside of the faculty, LIS, CIS (licences) etc)
	Programme Leader
	

	Evidence of dialogue with Internal Advisor has been saved to shared drive
	Programme Leader 
	

	The Programme Leader has provided a response to any recommendations or ongoing actions contained within the Internal Advisor’s final report & this has been sent to the Internal Advisor for information & saved to the shared drive
	Programme Leader
	

	Ensure evidence of student engagement can be demonstrated.  Complete the student engagement proforma & cross-reference to supporting evidence on shared drive (such as Board of Study minutes, questionnaires, focus group notes etc) 
	Programme Leader
	

	The appointed External Advisor has been consulted on curriculum & standards considerations
	Programme Leader

External Advisor
	

	The Programme Leader has provided a response to any recommendations or ongoing actions contained within the External Advisor’s final report & this has been sent to the External Advisor for information & saved to the shared drive
	Programme Leader
	

	Evidence of dialogue with the External Advisor has been saved to the shared drive
	Programme Leader 
	

	School/Directorate Sign-Off Stage
	Responsibility of
	Completed (Y/N)

	Following receipt of final reports by the Internal & External Advisors, move to the School/Directorate level sign-off stage & complete the template

	Director of School (or nominee)
	

	Ensure the outcome of School/Directorate is notified to the QEO so that the programme can proceed to FASEP sign-off.  If further action was identified at School/Directorate sign-off ensure this is flagged with the QEO & arrangements made to follow this up
	Programme Leader
	

	Faculty Academic Standards and Enhancement Panel Sign-Off Stage
	Responsibility of
	Completed (Y/N)

	Quality Enhancement Officer completes report template for FASEP to indicate that the process has been completed & all relevant documentation provided. FASEP samples documentation (as appropriate).

	QEO/FASEP
	

	University Standing Panel Sign-Off Stage
	Responsibility of
	Completed (Y/N)

	Inform Secretary of University Standing Panel as to which meeting the programme is aiming for
	QEO
	

	QEO attends the USP meeting as ‘programme sponsor’ 
	QEO
	

	Outcome of University Standing Panel received
	Secretary USP to notify Programme Leader, QEO, Internal Advisor, Director of School & Dean
	


Appendix 14

External Advisor’s Report template 2011-12 (VALIDATION)
This report template should be completed at the end of the consultation process with the programme team.  Payment will be made following completion of this template. Please refer to the guidance in the manual (paragraphs 18-26).
	Award and programme title:
	

	Name of External Advisor:
	

	Job title & institution:
	

	Date of report:
	

	Please return this report by:
	Insert date before sending to EA

	Please  return this report to:
	Insert details of QEO/Programme Leader’s email address before sending to EA

	Please comment on how the aims and intended learning outcomes for the proposed programme reflect appropriate academic and professional expectations within the sector, as set out in the FHEQ, subject benchmarks statements and other relevant external reference points:

	PLEASE TYPE COMMENTS HERE



	Please comment below on the appropriateness and coherence of the curriculum and learning opportunities of study leading to the award of the programme listed above:

	PLEASE TYPE COMMENTS HERE



	Please comment below on the appropriateness of the proposed teaching and learning and assessment strategies for the delivery of the curriculum, facilitating learning and enabling students to demonstrate the achievement of the stated intended learning outcomes:

	PLEASE TYPE YOUR COMMENTS HERE



	For PSRB programmes only, please comment on whether the programme proposal meets the requirements of the professional body. (If you are not a member of the PSRB and cannot comment, then please indicate below):

	PLEASE TYPE YOUR COMMENTS HERE



	Please list any features of good practice in teaching, learning and assessment that you would wish to bring to the attention of the School/Faculty/University Standing Panel:

	PLEASE TYPE YOUR COMMENTS HERE




Thank you for your advice and input to the University’s validation and review procedures.

Appendix 15

Internal Advisor’s Report Template for School/Directorate Sign-Off 2011-12 (VALIDATION)
	Name of Programme(s):
	

	Name of Internal Advisor:
	

	Date of Report:
	


	Based on the evidence provided by the documentation, and your involvement with the proposal, can you please confirm the following:
	Yes/No (plus qualitative commentary where appropriate)

	Are intended learning outcomes being/ likely to be obtained by students?


	

	Are quality and standards being/likely to be achieved and is/will the programme specification be delivered?


	

	Is the programme current and valid in the light of developing knowledge in the discipline, practice in application and developments in teaching and learning?
	

	Are you satisfied that you have been appropriately involved at all stages and that your contribution has been dealt with appropriately and in accordance with LJMU policy and appropriate external requirements?
	

	Are you satisfied that the programme may now go forward to School/Directorate level sign off?  
	

	Is there evidence of good practice in teaching, learning and assessment which enhances the student experience?  
	


Please confirm that the following activities/actions have all been undertaken: 

	Action/Activity
	Your role
	Yes/No (plus qualitative commentary where appropriate)

	Programme overview produced


	You should have seen this document
	

	Discussion of the proposal/ reading initial documentation/support for developing ideas
	You should have been involved in this discussion
	

	Advice and guidance ensuring the programme is consistent with the latest version of the Academic Framework
	You should have been involved or at least aware that this has been considered by the programme team
	


	Action/Activity
	Your role
	Yes/No (plus qualitative commentary where appropriate)

	Advice and guidance ensuring the programme is consistent with the requirements of WoW®
	You should have been involved or at least aware that this has been considered by the programme team
	

	Ensure that the proposal has addressed the requirements of the LTA Strategy
	You should have been involved or at least aware that this has been considered by the programme team
	

	Ensure that quality assurance matters and consideration of the academic infrastructure have been addressed appropriately
	You should have been involved or at least aware that this has been considered by the programme team
	

	Ensure that consideration of matters relating to the management and operation of the programme have been addressed as appropriate
	You should have been involved or at least aware that this has been considered by the programme team
	

	Ensure that consideration of matters relating to student support and guidance for the programme have been addressed (i.e. user-friendly student handbook which includes all the standard text referred to in Appendix 10 of the manual)
	You should have seen this document
	

	Ensure all parties involved have been consulted (i.e. collaborations within and outside of the faculty, LIS, CIS (licences) etc) students
	You should be aware that this has taken place
	

	Ensure that evidence of student engagement has been provided  
	You should be aware that this has taken place
	

	The appointed External Advisor(s) has been consulted on curriculum and standards considerations
	You should be aware that this has taken place
	

	The External Advisor has provided a final report using the standard proforma
	You should have seen a copy of this report
	


Appendix 16

Evidence of Student Engagement for Validation 2011-12
This template should be used to record how the programme team has managed the student engagement process.  Please refer to the guidance in the manual (paragraphs 25-29)   

	Award and programme title:
	

	Name of Programme Leader:
	

	Date of meeting with students (if applicable):
	

	Template to be completed and saved to the shared evidence drive by:
	QEO to insert date 

	Programme title(s), level of study, status & number of students involved (please provide details of which programmes the students were drawn from, their level of study & whether any of them were student representatives):



	TYPE HERE



	Nature of student engagement (please provide brief details, such as Board of Study, focus group meeting, questionnaire, email etc):


	TYPE HERE



	What programme information did you give to the students as part of this process?  Please provide brief details:



	TYPE HERE



	Please summarise any comments made by the students that you would wish to bring to the attention of the School/Directorate/FASEP/USP.  For example, what do they think about any proposed revisions to the curriculum or the programme more generally (both positive & negative opinions)? 

 

	TYPE HERE (and list the evidence that has been saved within the shared evidence drive.  For example, questionnaires, email correspondence, minutes of Board of Study or focus group).


	Any additional comments not covered by the above:



	TYPE HERE




Appendix 17

School/Directorate Sign-Off 2011-12
(Validation)
This template should be used to evidence how the School/Directorate sign-off stage has been carried out.  There must be an appropriate mechanism in place to consider all proposals.  Please refer to the guidance in the manual (paragraphs 37-40).
	Award and programme title:
	

	Nature of process:
	Validation / Programme Review (please delete as appropriate)

	Date of sign-off:
	

	Template to be completed and saved to the shared evidence drive by:
	QEO to insert date 

	Please  return this report to:
	QEO to insert email address  

	Please confirm the names of those responsible for ensuring sign-off of the proposal (more than one person should be involved & it should include representation on behalf of the Director of School, or equivalent):


	PLEASE LIST HERE



	Please confirm that a representative from School/Directorate level has attended the planning meeting to ensure that information regarding deadlines, timescales and the process for receiving and signing off documentation was communicated to appropriate staff within the School/Directorate:


	YES/NO (please delete as appropriate)


	Please confirm that full scrutiny of documentation has been undertaken at School/Directorate level and that the proposal, content and documentation are satisfactory and can be forwarded to the Faculty Academic Standards and Enhancement Panel for Faculty-level approval.  

If further work is required, the School/Directorate must identify action and agree deadlines for completion prior to consideration by FASEP.

	YES/NO (please delete as appropriate)  
If NO, please specify what additional work is required and provide the deadline for completion:


	Please list any features of good practice in teaching, learning and assessment that enhances the student experience that you would wish to bring to the attention of the FASEP and USP.  

	PLEASE LIST HERE


	Please list any recommendations for action that you would wish to bring to the attention of the programme team (for consideration and reporting via the Annual Monitoring process):

	PLEASE LIST HERE




Appendix 18

Quality Enhancement Officer Report template 2011-12
Programme Validation Report for the Faculty Academic Standards and Enhancement Panel 
Section One: Key programme Information

	SIS Programme Code:
	

	Programme Title(s):
	

	Awards (including exit awards)
	

	Mode:
	

	Site:
	

	Start date:
	

	Next review date:
	

	Home School/Directorate/Faculty:
	

	School/Directorates providing service teaching:
	

	Professional body/other awarding body relationship to note (where applicable); confirmation by EA that programme proposal meets requirements of professional body :
	

	Programme Leader:
	

	Confirmation of APP approval: 
	

	Programme variance, date of approval:
	

	Confirmation that evidence of student engagement has been saved to the shared drive and Appendix 16 completed: 
	

	External Advisor details: name and date of final report:
	

	Internal Advisor details: name and date of final report:
	

	School/Directorate level sign-off  to proceed to QEO for FASEP approval:
	

	Appropriate documentation on University systems & ready for final approval by USP, as per checklist:
	

	Date of FASEP approval to proceed to USP:
	

	Date to be considered by USP:
	


Section 2: Process Details

[Note:  QEO to insert URL of the evidence folder here]:  

[Note:  The following text to be included as standard]:

Documentation has been completed in line with the guidance provided by the Programme Validation Procedures Manual 2011-12.  This documentation has been stored as evidence within the relevant programme folder on the shared drive known as the E Drive (or SharePoint if relevant).  

Note:  Please include any specific points about the process and the approaches adopted by the programme team that you would wish to draw to the attention of the FASEP and the USP.  
Note:  Where applicable, a statement should be included to indicate that any actions identified at the School/Directorate sign-off stage have been completed and the documentation updated accordingly.  

Note:  Where applicable, a statement should be included to indicate that any suggestions/comments included within the External/Internal Advisors’ final report have been responded to by the programme team and the documentation updated accordingly.  
Section 3: Outcomes

[Note:  The following text to be included as standard]:

The proposal has been approved at School/Directorate and Faculty level to go forward to the University Standing Panel. The FASEP confirms the proposal satisfies the institutional requirements for quality and standards and is aligned with institutional policies. It is recommended that the above programmes be approved to run from (Note:  QEO to insert date), subject to the satisfactory operation of the programme confirmed through the University’s quality assurance mechanisms.

	The following features of good practice were noted:



	1.



	2.




	The following recommendations were noted (programme teams should indicate how recommendations have been considered via the Annual Monitoring process):



	1.



	2.




Appendix 19

Approval of minor changes

Faculty Academic Standards and Enhancement Panel (FASEP) (or appropriate devolved sub-group) can approve minor changes which do not change the basic nature of the programme, either singly or incrementally. In approving minor changes, care should be taken to ensure that any proposals do not fall outside the appropriate regulations.

FASEP should ensure that:

· There is appropriate consideration of the documentation 

· Consultation with students currently on the programme has taken place

· Any resource implications have been considered and approved if necessary (Dean/School Director or equivalent as appropriate)

· If necessary, there has been appropriate consultation with professional bodies

· Notice of the amendments is circulated to appropriate parties involved including, students, Academic Planning & Information, other Schools that may be involved, external examiners

· Incremental changes are not being allowed within the programme
With appropriate consultation, the following may be considered as minor changes, if changed in isolation:

· Bibliography

· Class contact/delivery methods

· Semester/delivery method

· Assessment of individual modules

· Syllabus content which does not affect objectives/learning outcomes

· Withdrawal of optional modules

· Module title

· Credit/level

· New module

The following changes would require a formal programme review to be undertaken:

· Programme title

· Introduction of new named routes

· Programme aims and objectives

· Large incremental changes which over 2/3 years would significantly alter the programme

· Programme mode of study, e.g. SW to FT, PT only to FT etc

Programme leaders should seek advice from their QEO as to the extent of paperwork requirements. The minimum paperwork required is that the proposed changes should be considered with the rationale for the proposed changes.  FASEP (or sub-group) should ensure that the points above have been considered.

Once minor changes have been approved, the QEO will forward the relevant details to APIT, for the appropriate changes to the student system (if necessary), and to the Head of Quality and Standards. For minor changes that result in changes to details on the programme specification, the Programme Leader should ensure that the programme specification is updated on ProdCat.
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� QAA Academic Infrastructure = Code of Practice; Frameworks for higher education qualifications; Subject benchmark statements; Programme specifications.  Full information available via QAA at � HYPERLINK "http://www.qaa.ac.uk/AssuringStandardsAndQuality/Pages/AcademicInfrastructure.asp" �http://www.qaa.ac.uk/AssuringStandardsAndQuality/Pages/AcademicInfrastructure.asp�


� LJMU Academic Framework: � HYPERLINK "http://www.ljmu.ac.uk/Quality/120020.htm" �http://www.ljmu.ac.uk/Quality/120020.htm�


� LJMU LTA Strategy:  http://www.ljmu.ac.uk/lid/ltweb/81303.htm


� To map to the shared drive (when either on or off campus) right click on “start”, select “explore”, select “tools”, select “map network drive”, and in the “drive” box select a spare drive such as “E”, in the “folder” box type in � HYPERLINK "\\\\jt2\\valreviewevidence" �\\jt2\valreviewevidence� and check the “reconnect at logon” box (reconnection only works when on campus).  
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