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Self-Evaluation Document Template 
(adapted from QAA Handbook for Academic Review)

1. The Scope of the Review 

Brief factual information to define the scope of the review in terms of academic provision: 

· Course titles within the subject, and associated courses that draw on the subject, as appropriate
· Student numbers on courses, indicating mode of study
· Location(s) where the subject is delivered, including partner colleges
· Levels; FE, undergraduate, postgraduate
Most teams include the information required in a table format as this seems easier to understand. 
However it is possible to use this section of the SED to provide contextual information not found elsewhere. For example Biomedical Sciences (BMS) included further details on the nature of the courses they run in order to show that the DMU provision was different from courses in other HEIs:

“The BSc. (Hons) Biomedical Science programme at De Montfort University is specifically aimed at providing quality graduates to the Biomedical Science profession (usually NHS hospital laboratories) and is accredited by the Institute of Biomedical Science (IBMS) and overseen by the Health Professions Council (HPC). An accredited degree is a necessary requirement for a trainee Biomedical Scientist to become State Registered (it is worth noting that not all “biomedical science” degree courses offered by UK universities are accredited in this way by the IBMS and HPC).”

The Contemporary Decorative Design (CODD) SED used this section to explain the advent of this new area of work, its origins and its emerging philosophy:

“The CODD subject area has emerged within the faculty…in response to a number of concerns (detailed)…the main focus… was to encourage inter-disciplinary collaboration and innovative approaches to course planning.”

“The CODD subject area has developed out of a collaborative grouping of existing design and craft-based specialisms. The specialist disciplines bring to bear their own particular and distinctive consideration of the core elements of this subject configuration. These are agreed to be Aesthetic, Material, Purpose, Process and Technique.”

2. Faculty Strategy – maximum 500 words
What is it and how does the provision link to this?  Relation to the Faculty Learning and Teaching Strategy.

To date a number of teams have found this section more difficult to complete because they are attempting to compare their detailed knowledge of their own specific course with the more broadly defined and strategic faculty document. Having said this, it is important to make clear links between the current and future direction of the individual course and the strategic direction that the faculty intends to take. It is important to make it clear that the course is a part of the faculty thinking and, unless there is good reason, not isolated or maverick.

The Music Technology SED not only tied its course provision to such faculty strategic statements as “...(developing) innovative programmes…(which) release individual potential and creativity and develop personal and intellectual capacities in the best traditions of higher education.”

But also clearly tied their provision into the QAA subject benchmark statement for Music which states that

“Students of music... are required to engage with their own experience of musical materials and objects, and to develop their own understanding of how theory and practice come together, while also opening themselves to the full range of critical opinion.”

The linking to the subject benchmark statement is an example of good practice and one to be encouraged.

The History team, in the same faculty as Music Technology, chose to link their provision to other key faculty strategic targets where provision is required to be “underpinned by demonstrable research excellence” and where the team “play a lead part in key developments in teaching and learning, especially developing the staged programme of e-learning...” The History SED was written around these strategic aims and these became an important focus for the periodic Review event itself. 

Elsewhere in this section the History team used the faculty strategic plan as a way of signaling further developments the team intended to take forward as part of its development plan, in this case taught postgraduate provision.

It is therefore possible to use the faculty strategic plan to explain why the provision is the shape that it is currently and to show that future developments will fit in with the direction that the faculty intends to take. This is reassuring for all concerned: subject team, faculty, the periodic review panel and the university. 
It is also important to be honest about shortfalls between the faculty strategic plan and the experience of the subject on the ground, as with the Youth and Community Division (YCD):

“The Division does not experience strong student support structures as referred to in the Faculty Strategic Plan, with learning support in particular in need of significant improvement.”

3. The Process of Review  - maximum 500 words
Very brief outline of how the course/subject team approached their critical self-evaluation; what evidence did it draw on including inputs from team meetings, the journal, student input, reports from external examiners, QAA and PSBs, plus any consultation with central departments, such as Marketing and QED and external advisors.

This section is often written towards the end of the process of writing the SED as it needs to reflect upon the whole process.

The BMS team highlighted the positive effect that the process of the review had had, helping to create a sense of ownership amongst the team:

“Periodic Review team meetings (5 members of staff) have been held each Friday lunchtime since November 2002 to divide preparative work and discuss issues arising from the preparation of the SED. This has meant that the whole group made a meaningful contribution to the review and indeed conveys ownership of the SED to the whole group. Advice has been sought form the Quality Enhancement Division on a monthly basis.”

It has proved beneficial for teams preparing for Periodic Review to agree on the distribution of work and to meet regularly to update one another and to proof read and discuss emerging drafts of the various sections of the SED. 

Such a method of operating is to be encouraged, as is the involvement of the Quality Enhancement Department, who can also proof read work and act as a guide and critical friend.

The Music Technology team, with access to their own server, set up their own website in order to compile their SED. This allowed all members of the team to have constant access to the emerging SED as well as making the production of the final draft of the SED more straight forward.

“Evidential documents were also placed online, so that these could be easily accessed and evaluated in this process. The subsequent drafts were drawn together and further refined by the Subject Leader.”

The Music Technology and the History teams also used this section to itemize the various key documents considered in the drafting of the SED. Such a list is useful and can be included here or in an appendix. Where necessary the actual documents could be included in an evidence box made available for the Review event itself or at the least should be easily accessible.

Both History and Music Technology also used this section to make a comment about the “QAA context” of their subject. This allowed the teams to indicate how their subject fitted into the wider academic discipline definitions used within the sector and more specifically the subject benchmark statements.

The CODD team used this section to highlight the issues and challenges that had emerged as part of the process of writing their SED and preparing for the review. They also highlighted the ways that students had been involved in the process, allowing the statements that the students made separately to be put into a context. 

4. Summary of Strengths and Areas for Improvement / or SWOT Analysis 

A separate statement summarising good practice – developments which are beyond standard practice and can be transferred into other areas – should be included.

Again this is another section often completed at the end of the drafting process and is used to summarise the strengths and areas for improvement. Other teams have found it useful to start their preparation of the SED by producing a SWOT analysis which is then reproduced in this section. Whichever method is used it is important that the points which appear here are to be found and expanded upon in the other sections of the SED. There should be nothing which is unique to this section.

Some teams using the SWOT anaysis have also made very brief reference to the evidence they have used to arrive at their decisions. If this is the case it is important that this evidence is contained either in an appendix or in a separate evidence box available to the review panel. 

The Music Technology team also used this section to briefly bullet point a summary of good practice that they wished to highlight for the review panel. These comments were picked up by the panel and investigated during the review itself.

5. Characteristics and Learning Outcomes as specified in the templates – maximum 1,000 words 

What has informed the intended outcomes for the courses and how well are the intended outcomes supported by the design and content of the courses? Do staff and students know about and understand the intended learning outcomes?

This section of the SED covers what provision the subject team provides through their courses and how that position has been arrived at. In this sense it is different from the other sections which are concerned with evaluations of how that provision is operating and improving.

Many teams highlighted not only the aims of the provision but also the skills that students would be able to demonstrate on completion of their course. They described how these overarching skills are linked to the intended learning outcomes of the modules and, in the best cases, to the QAA subject benchmark statements. For example the BMS SED states:

“The objectives are that upon successful completion of their programme of study all graduated will be able to demonstrate:

· scientific knowledge and skills appropriate for progress to employment, research and postgraduate study…”

and in the YCD SED:

“Module learning outcomes are designed to ensure students gain a good understanding in that module’s subject area, of the various relevant theoretical perspectives, current field concerns and core values and principles that students need to have developed for themselves to inform their work as practitioners.”

Teams have also used this section to explain how students are informed of the learning outcomes and the responsibilities of both staff and students in transmitting, receiving and understanding this information:

“An outline of specific and/or particularly important parts of information within the handbooks is pointed out to the students (by members of staff) but it is the responsibility of the student to read the handbook…The importance of reading the module/course handbooks is stressed at all opportunities to the students.”  (BMS SED)
“During the induction of students for the MA they are carefully taken through the Handbook and the key features of the programme’s aims and Learning outcomes are explained.

Individual module handbooks detail the learning outcomes specific to that modules and these are discussed bt tutors and students in the first session of the teaching programme.”  (History SED)
It would be useful to include after a statement such as this, some reflection/analysis of the effectiveness of this method and a consideration of other ways of achieving this aim.

A number of teams used “characteristics” as an opportunity to explain the vision and philosophy they have for their subject. 

“The essential philosophy and character of the Music, Technology and Innovation course is one of interrelated theory and practice. This is driven by a commitment to innovation, where original creative work is emphasized as a conduit for learning.”
And in the CODD SED:

“Rapid response to new challenges and adapting to the unexpected is an essential feature of creative art & design practice. It is intended that, across the subject area, the shape of the syllabus will adapt, in each and every academic session to previous student feedback, contemporary developments in the disciplines, contributions from visiting practitioners, external collaborations and so on.

These statements could then be used as the central reference points for all of the courses and their modules and tested by the panel during the review event itself.

6. Curricula and Assessment – maximum 1,000 words
An evaluation of how well learning and teaching contributes to, and assessment is used to measure, the achievement of course outcomes. 

This section is one of the most important within the SED and teams have struggled to keep within the word limit. Try to be concise and focused, remembering there are other sections of the SED which also allow you to reflect upon the curriculum you offer and its effectiveness. Remember also that evidence should be cited to support your statements but need not be included here. It could be contained in appendices or an evidence box but should at least be readily accessible.

It is important to evaluate the curriculum and the way that teaching and learning occur, rather than merely describing it. Some form of judgment is required, preferably with evidence to substantiate any claim. 

The BMS SED for example, evaluating their curriculum design stated:

“The undergraduate provision is supported by strong links with local hospitals…and the inclusion of practitioners in our teaching teams…contributes to the currency of the curricula, as commented upon in external examiners reports (documentary evidence referred to). We, as a programme team, feel that this is one of the strongest aspects of our provision…”

Similarly the Music technology SED comments:

“(The) restructuring of MUST 1001 and MUST 1002 into 30-credit year-long modules…has allowed these two modules to provide a better first year foundation for the degree, since a longer time frame is created for students to settle into coursework and to consolidate and extend their knowledge.”

With regard to assessment the CODD SED emphasized the ways in which “assessment techniques link directly to industry requirements.” And detailed the way in which part-time and pro rata brought industrial experience and expertise to the design of assessment tasks.

The History SED made clear the way that “each assessment task provides clear indications of the types of outcomes that can be expected upon successful completion of that task” and gave examples in an appendix. The team also spent some time detailing the assessment strategy it has produced containing detailed criteria for assessment:

“These criteria are closely linked to the learning outcomes attached to each assessment task, to the overall learning goals of the subject, and to the recommendations of the History benchmark statement. This process is currently ongoing to include more detailed criteria for presentations.”

The key to this section is to keep strictly to the guidance set out in the Periodic Review Handbook and included in the box at the beginning of this section. Ensure that any description is followed by analysis and reflection and that comments are backed by evidence. Keeping to the word limit will create a certain discipline and is designed to shift the emphasis onto evaluation and away from description. An evidence box could be used to provide the course and module handbooks which will describe the curriculum and its assessment in full.

7. Student Progression 

Examination of issues relating to recruitment, retention and progression and strategies to address them, if appropriate.
Most teams have included the data they wish to draw upon for this section separately, and this is to be encouraged. Typically the data has been used to provide cohort analysis by looking at target enrolments by year, actual applications, actual acceptances, conversion rate, progression rates from Year 1 to Year 2 and Year 2 to Year 3 and results (degree classifications) in Year 3. Where there are a number of awards (and especially where there is multi-site and/or postgraduate provision) within the subject, it may be advisable to produce several smaller tables rather than one large one, simply to aid clarity.

The emphasis here is on an examination and evaluation of the data, rather than its description. Similarly, there may be a tendency to spend time and space describing why the centrally held data is inaccurate. Whilst it is important to know in which ways the central data may be wrong, it is important for the team to attempt to rectify any inaccuracies and report on these actions as part of the SED.  If there is data held locally by the team then this should also be used I addition to the central data (and tagged as such) and not instead of it.
The BMS team used this section to put their students’ achievements into some sort of context by reminding the panel of the nature of the student intake:

“…because of the relatively low student numbers, attrition rates can look high due to a small number of under achieving students who, on reflection, may not have fully engaged with the programme with regard to both stated outcomes, levels of achievement and staff expectations.”
It is important to show the actions a team has initiated in an attempted to rectify a situation.

The Music Technology team spent time in this section evaluating the widening participation work they were engaged in and considering how this affected student progression and performance: 

“Students come from diverse educational and musical backgrounds and the Year 1 curriculum aims to cater for this diversity….In 2001/02 we recruited to over 140% of our target intake with a high conversion rate. Weak progression statistics from that first year cohort led to the formation of a Subject Retention Strategy and to the inclusion of sessions from the Faculty’s Academic Guidance staff being integrated into the first year core modules.”
The History team, in analyzing their student progression data drew upon evidence from appropriate external bodies – in this case the History at Universities Defence Group – to support their conclusions. In general this is good practice. Triangulating your own conclusions or using the experience/opinions/findings of others to posit an argument can only help.

The History team were also at pains to explain what had been put in place to ensure there was improvement. Initiatives such as attendance monitoring, improved mentoring systems and more integrated academic guidance and support, whether they are subject or faculty initiatives, should be discussed, even if the results of their introduction are not yet available.

8. Quality of Learning Opportunities as specified in the templates – maximum 1,000 words
Are teaching methods effective? Are there strategies for staff development to enhance teaching performance; how does the team respond to the ability profile of the student intake; is the approach taken to academic guidance and supervision effective?

It is not enough in this section to list or describe the types of teaching methods used by the subject team. There is an absolute need to evaluate the effectiveness of the methods used and to show how reflection on current teaching and learning methodologies affects future practice. In other words it is important to show that something has been actioned as a result of any reflection. For example the History team states:

“The History subject meetings facilitate an ongoing reflection on the learning environment and teaching methods. In addition to the subject meetings, reflection on learning and teaching has been conducted in a number of forums….The preparation for periodic review…has provided opportunities for further reflection, adjustment and evaluation (see Assessment Strategy 2003 document)”
Similarly, the History team describe how they have responded to the university’s internal review of assessment in postgraduate courses by changing the assessment demands and methods of delivery. The effectiveness of this change is to be evaluated in the coming year.

Such an acknowledgement that evaluation has yet to occur but is planned to do so is a useful statement as it signals the importance of reflection and of actions occurring as a result.
In the Music Technology SED the team acknowledge that:

“We continue to find that in the first year many students express difficulty with the degree of self-motivation required for university study. We respond to this in a variety of ways, in particular building small group seminars and tutorials into the planning of modules, where the individual needs of students can be identified.”

It is important that all of the prompts in the periodic review handbook (see top of page) are addressed. Whilst it may be more difficult to show direct links between academic guidance and student performance, it is certainly worth reflecting upon, even if the action that occurs is to remedy a perceived shortcoming. Similarly, experimentation with new approaches to teaching and learning in order to address the increasingly diverse prior educational experiences and needs of the student intake will by definition not always be successful. However honest reflection and analysis of these will highlight successes and will allow teams to show that they are constantly trying to improve the way that they deliver their provision.

9. The Resource Context – maximum 1,000 words
Evaluative comments on the resource provision available to support the courses, including staff student ratio; library provision; IT; calibre and expertise of the staff team - is there a strategic approach to ensure resources are effectively managed to support the curriculum?

This section is concerned with the resources, human and non-human, available to the subject team and the ways that these are utilized with particular reference to teaching and learning and to improve the student experience. Whilst the last prompt for this section (above and in the periodic review handbook) asks the team to address the strategic management of resources, and it is important to do so, it is unlikely that periodic review will by itself result in an increase in resources. Each faculty will have its own ways of requesting and allocating resources and these are the avenues which should be utilised for bidding for additional resources, not periodic review. As stated above, the guidance is to concentrate upon the ways in which the available resources affect student learning and performance.
Most teams have used this section to briefly describe the composition of their staff teams and to explain how and why they are the most appropriate for the courses concerned. 
“Six of the seven full-time staff are creative artists, reflecting the emphasis in the course on creative work and practical outcomes.” (Music Technology SED)
The YCD SED also indicated the action required concerning staff development and this emphasis is to be encouraged:

“An area for concern is the lack of induction for new staff. The University is proactive in engaging new staff in a general induction day but there are no formal procedures in place at Faculty, School or Division levels. This will be addressed in the Division Business Development Plan (reference given).”

Teams have also explained the library stock and other learning resources, including IT provision, available to students as well as the specialist accommodation used by the staff and students. 

“…the modules POLI 3030 (jointly taught and credited with History) has been demonstrated within the faculty, wider university and external for its innovative approach to facilitating student learning via archival work on-line.”  (History SED) NB this aspect was picked up, discussed and commended by the review panel.

“The History Subject Librarian is a member of the History SAB and library provision is regularly monitored in this forum. The librarian also alerts staff to training opportunities…appropriate to both staff and students…”  (History SED)
“…the diversity of materials required for the subject (books, CDs, DVDs and other electronic materials) will require financial commitment. Since we are also delivering to a large overall student cohort, multiple copies of texts for practical and critical work have become necessary.”  (Music Technology SED)
Teams have described the levels of technical, administrative, clerical and secretarial support made available to them. 
“The (support) staff resource is organised on a faculty wide basis and, while this has increased the numbers of individuals associated with BMS teaching, organisation and administration, the lack of specifically dedicated staff can, on occasion, have logistical disadvantages. However, we are well served by an excellent, highly skilled and motivated technical staff who provide a professional and high quality service and by a competent and efficient administrative staff. “ (Biomedical Sciences SED)
Teams have also described the use they and their students make, or can make, or central services such as SLAS and the welfare services.

10. Course Management and Quality Assurance - maximum 500 words
The review team will not need to see a description or evaluation of how normal DMU QA systems operate. The effectiveness of these is audited under separate AQSC processes. However, there is an opportunity here to evaluate how special arrangements operate, for example to ensure the quality and standards of practice-based or multi site provision.  If teams have developed good practice in the quality assurance and course management arrangements this should be recorded.

Most teams have used this section to describe the types of issues discussed at team meetings and/or at SABs, but the emphasis should be upon issues concerned with teaching and learning. 
The CODD team for example listed items such as:

“revision of assessment rationale…monitoring and assessment of new 45 credit modules…inauguration of student representative consultation session.”

It is advisable to also reflect upon the effectiveness of any actions undertaken as a result of these discussions. Is it possible to chart any improvements as a result of actions? Have problems been rectified or do they still exist?
Where teams have multi-site or franchise provision within their subject it is important to demonstrate how this is included in management considerations and quality assurance systems and to honestly reflect on any difficulties that such arrangements may present. The History team described this in their SED:

“Strong cooperation between staff at Leicester and Bedford is evidenced by approaches to the 2004 curriculum and also work on standardisation of feedback sheets. Nevertheless, the fact that History at Bedford is in a different faculty to History at Leicester has caused, and continues to cause, difficulties in mapping curriculum and resource provision across the two sites within a unified SAB.”

Where there are elements such as placements within a subject’s provision, this too should be highlighted, as with the BMS example below:

“The Biomedical Science programme includes an optional 48-week placement in an approved NHS Hospital laboratory. While the work place training is underpinned by a logbook of activity provided by the IBMS/HPC…other measures ensuring quality of provision are documented visits by experienced placement supervisors, close liaison with work place training officers, initial safety questionnaires, regular scrutiny of student laboratory diaries and performance assessment forms completed by the training officers.”

It is also important to move on to analyse the effectiveness of the management and quality systems related to this aspect of provision and to show how improvements have be planned or initiated.

11. Student Commentary on the Self-Evaluation – maximum 1,000 words 


This section is perhaps the last to be completed. The text is provided by the students once the final draft of the SED has been completed and presented to a representative group of students for comment. 

Most teams have simply inserted the students’ comments unedited, and this is probably the best course of action. In some cases this has taken the form of specific comment about specific sentences/paragraphs/sections and in other cases students have chosen to pick up certain themes running through the SED. There is no right or wrong here, students will usually agree on an approach that is appropriate to them and their subject and will, it is hoped, present the team with a finished document.

Where students have made comments that a team feels need responding to, challenging or putting into context it is perhaps advisable to include such responses in the appropriate section of the SED and cross reference it to this section, rather than including a response here.
Teams have varied in their responses to the comments from students but most have responded to adverse comments point by point and included evidence in an evidence box to support their views, or had the appropriate evidence readily accessible. 

Interestingly, to date few teams have picked up on the (many) positive and encouraging remarks that students have made and used these as evidence elsewhere in the SED. This is an opportunity missed and although timing is difficult, it is advisable to use positive student comments as evidence in the same way that, say, external examiners comments may be used.

12. The Course / Subject Development Statement (see next section)


The Periodic Review handbook presents the following table as a means of presenting the course/subject development statement. 

	Course / subject:


	Period from:            
to:
	Created:
	Updated:

	Strategic objective
	Related targets and milestones
	Activity
	Progress to date
	Monitoring arrangements and  lead responsibility

	
	
	
	
	


Some teams have found this to be a useful tool whilst others have chosen to write a paragraph of text itemizing the ways forward from the team’s point of view. 

Examples of items included to date:

· Team to give detailed consideration to recruitment analysis strategy before next session (CODD SED)
· Team to incorporate planned student feedback and consultation into course planning process in June/July 2003 (CODD SED) 

· Develop a new, academically rigorous, History MA pathway(s) that utilizes the skills and expertise of existing staff, that benefit from School-wide collaboration and which appeal to both our own graduates and also to external graduates. (History SED)

The development statement does form a significant part of the review event itself and the various review panels have often endorsed it. 

The table can also be used as a monitoring tool by the subject team and the faculty alongside the enhancement plan. As such it is important that the items included are specific, measurable, achievable, realistic and time-specific. 

13. Issues for Discussion with the Review Panel.

 Another important section, the items raised here will often form the basis for the opening discussions the team has with the Chair of the review panel and should form at least part of the agenda for the review event itself. 

At the end of the review event teams should be able to feel that the issues raised here have been addressed either directly or indirectly. That is not to say that specific answers will always be provided for specific questions/issues but at least the team should feel that there has been discussion and debate.
Issues raised across most SEDs to date include:

· Recruitment enhancement 
· Subject/course identity and development (
· The consequences of the rapid expansion of the subject

· Research: teaching balance

· Approaches to the 2004 curriculum

· Integration of electronic learning

· Management of multi-site provision
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