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Annual Monitoring Report 2010/11
Procedures Manual

Academic Enhancement Unit
June  2011
Annual Monitoring 2010/11
Introduction 

This manual is intended to provide guidance to LJMU staff on the process of Annual Monitoring and describes how to produce an Annual Monitoring Report (AMR) for the academic session 2010/11.  It is part of a series of procedures manuals produced by the Academic Enhancement Unit (AEU), which are available on the website at: http://www.ljmu.ac.uk/quality  and are linked to the UMF documentation.  
AMR deadlines in 2011/12 (reporting on activity for 2010/11):

· Programme AMRs: 25th November 2011 (submission to Directors and QEOs)
· Summer Semester Programme AMRs: 25th November 2011 (submission to Directors and quality support officer)
· Directors’ AMRs: December 2011/January 2012 (to be negotiated with QEOs and FASEP Chairs)
· Faculty overview AMRs: 6th February 2012 (submission to ASEC Secretary)
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Section 1: SCOPE AND PURPOSE
The QAA Code of Practice (Section 7), which underpins and informs LJMU’s model for programme design, approval, monitoring and review, emphasises the importance of annual programme monitoring in enabling institutions to “consider the effectiveness of the programme in achieving its stated aims and the success of students in attaining the intended learning outcomes”.  The Code also highlights the key role of annual monitoring in enabling programme teams to take timely action to remedy any identified problems and to enhance the quality of their provision.  

In evaluating the success of their programmes, academic teams should draw on a range of evidence, including student progress data, external examiners reports, student feedback, and reports from PSRBs and other relevant external bodies.  

The Annual Monitoring Reporting (AMR) process covers all taught undergraduate and postgraduate provision delivered at LJMU and partner colleges.  It is designed to enable programme teams, School Directors (or equivalent) and FASEPs to demonstrate how well their programmes meet institutional expectations for academic standards, in particular student attainment, progression and completion, and to report on feedback obtained from students.  It is evidence-based and action-focused. 
The AMR report is a streamlined process based on a system of exception reporting against institutional performance benchmarks and action planning, using data derived from centrally available reports on student performance at module, programme and School/Faculty level.  The use of customised Web Hub reports is intended to enable academic staff and managers to easily identify issues affecting the learning experience that require action, and enable them to take timely action at the appropriate level to improve academic quality and standards.  The process should also highlight areas of good practice and any scope for enhancement of approaches to learning, teaching and assessment. 

Continuous quality monitoring

It is recognised that programme monitoring is a continuous activity that takes place throughout the year, managed by Boards of Study.  The purpose of the annual reports at programme, School and/or Faculty level is to ensure there is institutional oversight of the continuing quality of the University’s academic awards, and to assure the University that appropriate action is being taken at all levels to enhance the quality of the learning experience.  

Service quality and the learning environment
While the focus of the AMR process is on academic quality and standards, issues of the quality of central support services may be raised by staff and students during the year.  Any such concerns about the quality of central service provision should be included in the AMR. 
Section 2: PROCESS AND PLAYERS
This section outlines the process and players involved in the consideration of AMRs at the various levels of reporting.   
An important feature of the reporting process is the way in which it focuses on responsibility for action at each level and promotes discussion between:
· Programme teams and student representatives

· Programme leaders and programme team members
· Directors and programme leaders

· Faculty Management Teams, FASEPs and Directors

· ASEC and the FASEPs
October/November
Preparation of programme level AMRs by programme leaders.  Web Hub data for use in annual monitoring (based on the HESA return) is made available by 31st October (programme leaders will be notified if the data is confirmed earlier than this date).

November/December
The programme AMR, including the associated action plan, is discussed at a Board of Study at which student representatives are present.  The Chair of the Board of Study and the Programme Leader must ‘sign off’ the AMR on its coversheet, prior to electronic submission to the appropriate Director to enable them to produce their overview AMR report (see section 6 above), and to the relevant Faculty Quality Team contact (email addresses are listed in Appendix 3).

The electronic copy of the AMR will be held in the relevant programme folder on the institution-wide shared computer drive (Q-drive) at \\jt2\qus-docs.  This drive is password protected and only for use by LJMU staff: it is not visible to external users.  For information about how to map to this drive, please contact one of the people listed in Appendix 3.

December/January

Preparation of Director’s overview AMR, drawing on programme-level AMR reports (internal and collaborative) and data listed in section 6 above.  

January
FASEP Chair prepares summary report for ASEC (see section 8 below), informed by the relevant Director’s AMR reports.  FASEP receives Directors’ AMRs and Faculty overview report and recommends action to be taken at Faculty level (this should also be agreed with the Faculty Management Team).  
February
FASEP reports considered by ASEC.  ASEC makes recommendations for action to Academic Board and/or SMG.

March/April
The Student Experience Quality report prepared for Academic Board by the Academic Enhancement Unit to summarise issues and any further action required at institutional level. 
Section 3:   PROGRAMME-levEL AMR REPORTs
Introduction:

Templates for programme-level AMR reports can be downloaded from the Annual Monitoring section of the Academic Enhancement website at: http://www.ljmu.ac.uk/Quality/96777.htm   this section should be read alongside the AMR template.  A step by step guide to downloading Web Hub data for parts 2 and 3 of the AMR is also available on the Academic Enhancement website at http://www.ljmu.ac.uk/Quality/96777.htm .  The completed documents should be factual and concise with a focus on evaluation of the learning experience of the students using key quality indicators, under the headings given below:
1. Features of good practice
2. Progression and award reports
3. Unit reports on module performance
4. Comments from the External Examiner/s
5. Student satisfaction 
6. Commentary and summary action plan: an evaluation of the key issues that have arisen during the year, and the identification of action required to address any shortcomings and enhance the academic quality and standards of the programme/s under review.
Exception reporting:
In order to reduce the length of reports, exception reporting is used as the basis for the commentary in evaluating the evidence that is provided about performance at programme and module levels, the views of external examiners and the views of students.  This means that when data or a comment falls outside the normal range of expected values or responses, a commentary should be provided.  For example, if the mean mark for a module is below the UMF pass mark plus 5%, or above 65%; or if an external examiner answers ‘no’ in relation to a key question regarding academic standards.  The data on the Web Hub is presented in such a way as to facilitate this analysis. 
AMR authors should note that the Web Hub data is based on the annual HESA (Higher Education Statistics Agency) return, which is considered to be the definitive record for the University.  The data will be confirmed by 31st October each year (you will be notified if it is ready earlier), and programme leaders should not try to download the reports until the data is ready, otherwise the information will not be reliable.
Guidance for completing the AMR report:
PART 1: Features of good practice: a summary of up to three strengths of the programme.  The purpose of this section is to highlight approaches to teaching, learning and assessment that the programme team considers to be having a particularly positive impact on the learning experience and/or student achievement, and which they wish to share within the School or Faculty.  
PART 2: Progression and award reports
The following spreadsheets can be downloaded from the Web Hub and imported into the AMR template as described in the guidance notes, which are available online at http://www.ljmu.ac.uk/Quality/96777.htm 
· Report 1: Successful completion of intended degree programme of study
· Report 2: Progression into subsequent year of programme

· Report 3: Final awards
The reports should be considered and evaluated at a meeting of members of the programme team and student representatives, such as a Board of Study, where the discussion will be formally minuted.
Exception reporting:
The Institutional Strategic Plan 2007-2012 states that one of LJMU’s strategic aims is to ‘improve student success’ (http://www.ljmu.ac.uk/Vice_Chancellor/94357.htm p19 refers).  Two measures of this are for ‘80% of students to successfully complete a programme within the expected undergraduate degree completion period by 2012 (i.e. 3 years FT and 4 years SW)’, and for 51% of students to achieve 2:1 or above by 2012.  If your programme has not met these benchmarks, please indicate in part 6 of the AMR the action planned/being taken to meet the targets.
Notes on the data:
i. The templates for the progression and award reports are the same format for all provision based on the progression structure for undergraduate degrees, and are not customised for programmes such as Masters or Summer Semester provision.  This is an issue that will be addressed in future years, after the introduction of the Student Information System is complete, but the format will remain the same for the 2010/11 reporting cycle. 

ii. The HESA data underpinning the reports has proved to have limitations, in that the data cannot be captured (until the following year) for programmes which run over the end of the academic year and hold their PABs after mid-October – this includes many postgraduate and professional programmes.  To address this issue, Discoverer reports are run on the first working day of each month from October to June to update counts of awards for students who appeared on the last HESA return.  This gives a more accurate picture of completion rates for programmes operating on a non-standard year.
iii. In order to avoid skewing of the data for programmes with more than one intake, the intake period is used to break up the rows, i.e. if a course has 3 intakes there will be 3 rows of data.  Intake periods are defined as August-December, January-March or April-July, and a student’s commencement date will be used to determine their intake period. 
iv. The course routes system has been set up within Web Hub to address the problem of students transferring to programmes within the same scheme but showing up in the attrition rates for their original programme of study (e.g. a cluster of programmes with a common first year or where students commonly transfer between awards or mode of study).  Academic Managers are responsible for maintaining the course routes in each faculty, and you should contact your AM if you think that course routes need to be set up for your programme. 

v. The Custom AMR dashboard (accessible from the Web Hub Annual Monitoring home page) has been set up to allow users to group courses together where it makes more sense to produce a single AMR covering a cluster of programmes, for example, where several programme share a high proportion of modules.  
PART 3: Unit reports on module performance
Report 4: Module Performance can be downloaded from Web Hub and imported into the AMR template as described in the guidance notes.  
Exception reporting:
If the answer to any of the following questions in Report 4 is ‘yes’ in respect of any module, then a brief commentary should be provided on the likely reasons for this, and any essential action that will be taken should be carried through into the action plan in part 6 of the AMR:
· Is the module mean mark less than the UMF required pass mark plus 5%?
· Is the module mean mark higher than 65%?
· Is the module mean score from student feedback less than 4?
If ‘no score’ appears in column 6 (mean score from student feedback), please indicate the reason for this.  It is only necessary to comment and specify action when the results in columns 4-6 in Report 5 trigger exception reporting.  The action to be taken should be agreed at a meeting of members of the programme team and student representatives, such as a Board of Study.

The number of marked attempts and the percentage pass rate for the module are also shown in this report, in order to enable the programme/module leader to gain a better overview of student performance and therefore to inform any action to be taken.  The benchmark for the module pass rate is set at 80%.  The range of marks is also shown on the report. 
Notes on the data:

i. In order for the system to accommodate modules for which the standard 40% pass mark does not apply, the UMF required pass mark is shown on the report for the module, and the mean student marks for modules are related to the UMF required mark (i.e. the exception report will be triggered if the mean mark is less than the UMF pass mark plus 5%).  The module pass rate is also shown on the report, with a benchmark set at 80%. 
ii. In some cases, the mean module mark does not give a sufficiently accurate picture of student performance as it is easily skewed by low student numbers.  The maximum mark and the minimum mark above zero are now shown on the module report to show the range of marks.  The number of capped attempts is also shown on the report.

iii. Non-graded modules (assessed on a pass/fail basis) should be identified as GRADED in the OSS Module Grading Schema and the pass rates for these modules will be shown in a separate table from the graded modules for the programme.  The benchmark pass rate of 80% also applies to pass/fail modules.
PART 4:  Comments from the External Examiner/s
External Examiners provide external verification of academic standards on the programme, and are asked to provide yes/no responses to the following key questions:
· Are the standards set for the awards appropriate for qualifications at this level, in this subject?

· Are the standards of student performance comparable with similar programmes and subjects in other UK institutions with which you are familiar?

· Were the processes for assessment, examination and the determination of awards sound and fairly conducted?

Exception reporting:
Where an examiner has answered ‘no’ to any of the questions above, this is a trigger for exception reporting in the AMR, as well as triggering the formal process, as described on the AEU external examining pages at http://www.ljmu.ac.uk/Quality/89962.htm, for ensuring that any concerns about academic standards are addressed quickly.  Where exception reporting is triggered, you should provide a brief account of how the issue has arisen and what action is being taken to remedy the situation.
You should attaché a copy of the formal response to the external examiners report, this will also ensure receipt of the report at the Board of Study meeting and facilitate access for student representatives.

PART 5: Student satisfaction
This section should contain a brief evaluation of feedback obtained from students at the level of the programme, about the quality of their learning experience.  It should include any themes or issues that have emerged from consultation with students - through programme level surveys (i.e. LJMU Student Survey; LJMU Module Appraisal), Boards of Study, or other staff student liaison meetings - which require action by the programme team.  Any planned action should be noted in the action planning section.  
Summer Semester programmes leaders should make reference to the Summer Semester Survey results. 

PART 6: Service Quality
This section should contain any feedback or issues regarding central support services (that underpin teaching and learning activity), raised by staff or students that are not currently addressed. These matters will be referred to the appropriate service team Director for consideration and response via ASEC.
PART 7: Commentary and summary action plan
This section is the opportunity to provide an evaluative commentary on the key themes and issues that have arisen during the year (drawing on a range of quantitative and qualitative evidence), and the main priorities for the enhancement of the programme for the following year which will inform the action specified in the action plan. 
For 2010/11, Programme Leaders are also being asked to specifically comment on the following institutional policies:

i. Can you confirm that your programme has complied with the University policy of feeding back to students on assessment within 3 weeks?

ii. Note how your programme has reported back to students on action arising from student survey feedback.
iii. Can you confirm that the e-submission policy has been implemented within your programme, for all coursework items meeting the required criteria?

Where exception reporting has been triggered in parts 2, 3, 4 and 5, above, essential action to remedy these issues must be specified in this section of the AMR.  An action planning grid is provided in the template, within which you should indicate the actions to be taken, by whom, by when, and how you plan to evaluate that action. You should also confirm that action specified in the previous year’s AMR have been completed, and give a brief account of what is being done to address any outstanding action.

NOTE:

The deadline for submission of the 2010/11 Programme AMR is 
Friday 25th November 2011
SECTION 4: AMR REPORTS FOR SUMMER SEMESTER PROGRAMMES
The template for Summer Semester programmes (which can be downloaded from the Academic Enhancement Unit’s website at http://www.ljmu.ac.uk/Quality/96777.htm ) is broadly similar to that for non-collaborative programmes, but also incorporates an evaluation of aspects of the recognition agreement.  It is structured as follows:
Part 1 – Monitoring the recognition agreement
Part 2 – Features of good practice

Part 3 – Completion and award reports

Part 4 – Module performance

Part 5 – External examining
Part 6 – Student satisfaction
Part 7 – Commentary and summary action plan
You should refer to the guidance in section 3 above when completing your report.
NOTE:

The deadline for submission of the 2010/11 Summer Semester programme AMR is 
Friday 25th November 2011
SECTION 5.  THE (SCHOOL) DIRECTOR’S AMR REPORT
The purpose of the Director’s overview report is:

· to enable Directors to become more strategically enabled, in particular by providing a mechanism to inform the target-setting/academic planning processes within the Faculties;

· to assure the FASEP, the Faculty Management Team and the University that Directors are aware of the issues facing the quality and standards of all provision for which they are responsible and that appropriate action is being taken at programme and subject group level to assure and enhance the learning experience of their students; 
· to provide a mechanism for reporting back to programme leaders on action taken at School or Faculty level to address issues identified in programme AMRs;

· to identify action required at faculty or institutional level to address any risks to the quality and standards of the provision within the School or Faculty;

· to identify features of good teaching, learning support and/or assessment practice within the reporting unit that are worthy of sharing across the Faculty or University;

· to assure the FASEP and the University that the annual monitoring process has been completed, or, if not, that action is being taken to ensure that reports are produced for all programmes within the School or Faculty within an appropriate timescale;
· to provide Directors with an opportunity to comment on the operation of the annual monitoring and other quality processes (e.g. validation and review) that the School or Faculty has experienced during the year under review.
The overview reporting format is set out in appendix 5 (available online).  The report must provide an analysis - against targets - of the quality and standards of the academic provision within the unit of reporting (including collaborative provision, innovative approaches to teaching and learning, and the use of external reference points such as PSRB reports, the FHEQ and Subject Benchmark Statements), and identify any action required to exploit opportunities and minimise risks facing the subject group from both internal and external factors.  
The report should draw on evidence from the programme level AMRs for all provision within the School, Centre or Directorate, and should also be informed by the Director’s knowledge of developments within the relevant discipline/s across the sector.  The Director must also refer to the Strategic Plan and the LTA Strategy goals and measures of success.  They should identify priorities for action within the School - making recommendations also to the Faculty and University - based on the environment within which they are operating, to ensure that the provision for which they are responsible continues to meet institutional performance indicators.  
Data for the School/Directorate AMR

To reflect current SMG priorities, the key data sets for consideration in 2010/11 include:

· Student satisfaction (NSS,LJMU Student Survey, PRES and PTES results)

· Recruitment (UK, EU and international)

· Retention

· Completion/achievement

· Equality and diversity/Widening Participation
· Employability (DLHE)

· Module viability

Data on student recruitment, retention and achievement against targets are available on the school or subject reporting group Dashboards from the Web Hub main menu (see below).  Information on equality and WP can be accessed via the HESA Student Record option from within the Reports Creator link, and NSS results from the NSS link, on the same page.  Data on module viability (minimum numbers) can be found via the Module Statistics link. LJMU Student Survey results have been sent to Directors in April 2011.
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Information on the destination of leavers (the DLHE return) can be obtained from the Academic Planning & Information team.  
A template for the School/Directorate AMR report can be downloaded from the Academic Enhancement Unit’s web pages at http://www.ljmu.ac.uk/Quality/96777.htm  
The Director’s AMR must be considered (and feedback provided) by the appropriate FASEP by January 2012 to enable the FASEP to provide a summary report to ASEC in February – the submission date for the relevant meeting should be negotiated with the FASEP Chair and QEO.
SECTION 6: FASEP SUMMARY REPORT TO ASEC
The purpose of the FASEP summary overview AMR report to ASEC is:
· to assure the University that the annual monitoring process has been properly conducted and completed for the faculty, or that appropriate action is being taken where reports are missing;
· to provide feedback to programme leaders and Directors on action that is to be taken at faculty level (in collaboration with the Faculty Management Team) to address any issues identified by Directors;
· to identify issues that require action at University level in order to safeguard the academic standards and quality of the faculty’s provision;

· to highlight good practice in teaching and learning within the faculty that is worthy of further dissemination at institutional level;

· to provide an evaluation of the annual monitoring process and its operation within the faculty, and offer suggestions for improvement.
The template for the FASEP report to ASEC is set out in appendix 5, which can be downloaded from the Academic Enhancement Unit’s web pages at http://www.ljmu.ac.uk/Quality/96777.htm 

The FASEP overview report should be informed by the Director’s AMRs from within the Faculty, and ideally should be considered for approval at the same meeting of the FASEP prior to submission to ASEC. 
ASEC will consider the FASEP reports, together with a brief summary prepared by the Academic Enhancement Unit drawing together any overarching themes and issues requiring institutional action in order to address potential risks to the quality and standards of the University’s academic provision.  Where ASEC members agree that action is needed, the committee will make recommendations for action to Academic Board and/or the Senior Management Group.  Feedback on action taken or planned at institutional level will be provided to FASEPs via the Student Experience Quality Report prepared by the Academic Enhancement Unit. 

The FASEP overview report should be sent by the Chair of the FASEP to the Secretary of ASEC in time for the February meeting of the Committee.   
In 2011/12, the deadline for submission to the ASEC Secretary is 6th February 2012.
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