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                Periodic Review Guidance
   Providing administrative support
   This guidance for faculty administrators provides detailed information
   on the support to be provided for periodic review and should be read
   in conjunction with the Periodic Review Guide.
   Working with the lead subject contact for the periodic review, the
   faculty administrator will need to undertake a number of tasks and
   responsibilities. Whilst every periodic review is different, the tasks
   detailed below will normally apply to each review. Appendix 1 is a
   brief checklist of duties is attached as and should be read in
   conjunction with the following guidelines.
   Attend the planning/briefing meeting
   Where possible, the administrator who will be supporting the review
   should attend the initial briefing meeting. Subject contacts will be
   asked to identify administrators at an early stage to ensure their
   full involvement in the process. Timings for the rest of the process
   will be agreed at this meeting.
   Initially, the administrative arrangements will be carried out by the
   Quality Officer (Monitoring and Review) to include confirming the
   panel, and agreeing the precise date of the review. The arrangements
   will then be handed over to the faculty administrator as follows:
     * 
       Provisionally book room and catering for the periodic review day
       as soon as the date is confirmed: room will need to be booked for
       the full day, from 8.00am-6.00pm.
     * 
       Consult the sample review programme as detailed below and confirm
       with faculty staff when they will provisionally be required to
       attend eg Dean, Head of Quality, Head of Studies, subject team
       etc. It is unlikely that the programme will alter much from the
       draft one included.
     * 
       Liaise with the periodic review co-ordinator to ensure that
       students are invited to attend the periodic review day at the
       appropriate time (according to the programme).
   Arrange the preliminary meeting
   This should be attended by the: Panel Chair
   Subject/team leader/periodic review co-ordinator
   Faculty Head of Quality
   Servicing officer
   Faculty Administrator for the review
   In addition the Head of the Department of Academic Quality should be
   invited to attend. This is the minimum attendance and others can be
   invited as is felt necessary by the periodic review co-ordinator. You
   will need to consult with all parties to obtain a suitable date.
   The meeting should be scheduled to take place approximately 4 weeks
   before the main review, and should last approximately 1½ hours.
   Sample preliminary meeting agenda:
     * 
       Brief presentation by the subject team to introduce the provision
       being reviewed (up to 10 minutes).
     * 
       Factual issues in the Self-Evaluation Document (SED) which need
       clarification.
     * 
       Confirmation of the main matters for consideration during the
       review.
     * 
       Additional information required for the review.
     * 
       Confirmation of the programme for the review.
   Collate and circulate the Self-Evaluation Document and other
   supporting documentation
   This should be circulated approximately eight weeks prior to the main
   review event.
   Supplied to the panel in advance of the event
   In hard copy:
     * 
       Cover letter.
     * 
       Draft programme for the day - sample attached as Appendix 2 –
       please adapt
     * 
       List of review panel members (including role and name of home
       institution).
     * 
       Self-Evaluation Document (including supporting statement from
       Dean).
     * 
       Student commentary on the SED.
     * 
       Signed off copy of the Equality Prompts.
     * 
       List of supporting documentation.
   In addition, there is a minimal amount of supporting documentation to
   be provided. This should be provided in electronic form, either via an
   online repository, or on a CD or memory stick. Panel members are not
   expected to print out this supporting material as the panel servicing
   officer will bring to the review event a laptop to allow the panel to
   access the information as required.
   In electronic form:
     * 
       Programme templates.
     * 
       One or two examples of student handbooks.
     * 
       External examiner reports for the last 3 years.
     * 
       Programme enhancement plans for the last 3 years.
     * 
       Assessment matrix mapping modules to programme learning outcomes.
     * 
       Indicative student assessment timetable.
     * 
       Staff CVs.
     * 
       Data, including Tableau reports giving student entry profiles,
       progression and achievement rates; plus any other centrally
       produced performance statistics and data, e.g. from Strategic
       Planning Services (SPS).
     * 
       National Student Survey (NSS) and course level feedback results,
       with commentary on issues raised and action taken.
     * 
       QAA Subject Benchmark Statements and relevant PSRB standards.
     * 
       Previous review report (if applicable) and updated
       improvement/enhancement plan.
   All of this documentation must be listed and clearly cross referenced
   in the SED.
   Made available on the day
   Further information, within reason, may be requested by the panel or,
   if considered useful, may be provided by the team. Hard copy (if
   available) may be set out in the room shortly prior to the review
   event or may be provided on CD or memory stick. This may include:
     * 
       The faculty strategic plan
     * 
       Staff loading information
     * 
       Module templates
     * 
       Annual module enhancement plans
     * 
       Examples of programme specific documentation: e.g. newsletters,
       support information.
   Normally the review panel will not ask to see student assignments or
   marked scripts, unless the subject team considers these to be useful
   to demonstrate particular learning, teaching and assessment practice.
   In this case it is generally expected that these will be incorporated
   into the tour of resources.
   Documentary requirements for a reduced level event will be agreed at
   the workshop stage. Documentation used for PSRB validations held
   within the same year as the review event may be accepted if it
   satisfies the section headings listed in the SED guidance.
   Suggested text for sending the SED to panel members is attached as
   Appendix 3. External panel members should also be sent a campus maps
   and an expense claim form.
   At the preliminary meeting it may be agreed that further documentation
   is required and deadlines for the circulation of this will be agreed.
   The programme for the day will also be confirmed at the preliminary
   meeting and should then be circulated by the faculty administrator to
   all panel members.
   Student commentary focus group
   Students need to be given the opportunity to comment on the final SED
   and as a result of this a student commentary will be produced. You may
   be required to arrange a meeting with the students and the Quality
   Officer (Student Voice) will contact you regarding the arrangements.
   In addition you would need to attend this meeting and take notes which
   will then be approved by the students and will form the student
   commentary.
   Liaise with panel members as appropriate
   This will particularly relate to the external panel members arranging
   train tickets/car parking spaces, and hotel accommodation for the
   night before if necessary.
   Support the main periodic review event
   Once the programme for the day has been agreed, reconfirm the room
   booking as well as tea and coffee for arrival/breaks and the lunch.
   You may also wish to book a nearby room for faculty staff to
   wait/congregate in. Where the review is to include a pre-meeting the
   night before, arrangements for this should also be made and confirmed
   to all attendees.
   You will need to liaise with faculty staff such as the Dean, Head of
   Quality, Head of Studies etc to ensure their attendance at appropriate
   times on the day. You may also be asked to communicate with past and
   current students inviting them to attend the day. A sample letter is
   attached as Appendix 4.
   The servicing officer role will be undertaken by a member of the
   Department of Academic Quality so whilst you may not be required to
   attend the periodic review event, you will need to ensure that all of
   the arrangements are in place and all information is available. For
   example name plates for the panel and anyone who will be meeting the
   panel, equipment in the room is operational, catering etc. You should
   also provide the servicing officer with a way of contacting you by
   telephone during the day in case there is a need to clarify any of the
   arrangements.
   After the review
     * 
       Arrange the payment of fees (£150) and travel expenses for the
       external panel members from the faculty budget.
     * 
       Arrange payment of travel expenses for any past students meeting
       the review panel.
     * 
       A full set of the documentation should be maintained in the
       faculty for future reference.
   Appendix 1: Checklist for faculty administrators
   This checklist provides a summary of the administrative duties, and
   should be read in conjunction with the guidance notes.
   6 – 9 months
   The faculty administrator is responsible for making the following
   arrangements:
   
   Make arrangements for the initial workshop – invite attendees, book
   venue and refreshments.
   Book rooms and provisional catering for the Periodic Review and for
   the preliminary meeting once the dates have been agreed.
   From 6 to 2½ months prior
   Support the periodic review co-ordinator with the collation of data
   and documentation for the SED
   Liaise with the periodic review co-ordinator and DAQ to arrange the
   student focus group
   Attend the student focus group to take notes, circulating the notes to
   the student group for approval before submission as part of the review
   Liaise with external panel members re travel arrangements and book
   hotel accommodation as required.
   Liaise with periodic review co-ordinator to arrange for the attendance
   on the review day of a group of students to meet with the panel
   8 wks
   Arrange for the copying and distribution of the SED and supporting
   documentation
   Re-confirm room bookings and catering numbers etc for review event and
   preliminary meeting
   4 wks
   Attend the preliminary meeting and organise the circulation of any
   further documentation as requested.
   Circulate the programme once agreed.
   Final week
   Liaise with appropriate faculty staff, eg Dean, Head of Quality, Head
   of Studies, subject team, students etc, to ensure their attendance at
   the correct times during the review day.
   Ensure everything is prepared for the periodic review day including
   name plates, and that key staff are aware of arrangements eg servicing
   officer and periodic review lead academic.
   On the day
   Check that the meeting room is laid out appropriately and technical
   equipment provided as required
   Place hard copies of supplementary documentation in the room, to be
   viewed by the panel
   Ensure room key is available to the Servicing Officer
   Be on hand during the day to direct visitors and respond to ad hoc
   requests from the panel or team
   Provide Servicing Officer with a contact number for you in case of any
   urgent requirements
   Clear the room of any surplus paperwork and return it to its normal
   state
   After
   Arrange for payment of travel expenses to any past students who
   attended the review.
   Arrange for payment of the external panel members’ fee and expenses as
   appropriate.
   File a full set of the review documentation for the faculty for future
   reference.
   Appendix 2: Illustrative periodic review programme for adaptation in
   consultation with the Chair
   Periodic Review Programme
   8.30am Arrival of panel (refreshments to be made available)
   8.45am Private meeting of the review panel
   9.30am Meeting with senior staff team (including the Dean, Head of
   School or Department and faculty Head of Quality, subject leader)
   10.15am Tour of resources/student work if appropriate
   10.45am Private meeting of review panel
   11:00am Meeting with staff team representatives
   (coffee for panel and staff team to be served)
   1.00pm Private meeting of the review panel (with lunch)
   2.00pm Meeting with student representatives/resources tour (panel
   splits)
   3.00pm Additional meeting with staff team if deemed necessary. Please
   note timings of following meetings may alter if this is required.
   3.00pm Private meeting to draw conclusions (refreshments to be made
   available)
   4.00pm Brief report back to team of key outcomes
   Appendix 3: Suggested text for sending the SED to panel members
   This is suggested text for covering memo/letter from subject leader to
   panel:
   Periodic review [subject]
   Thank you for confirming your availability to participate in the above
   review. I am pleased to enclose the Self-Evaluation Document produced
   by the review team, and supporting materials. As you will see from the
   programme, the event commences at [insert time] with a private meeting
   of the review panel in [state room and building].
   To ensure the review is well focused and productive it would be most
   helpful if you could advise the servicing officer [insert servicing
   officer’s name and email] within the next two weeks of the major
   topics you wish to consider and any issues which need clarification.
   This will help the Chair prepare an agenda for the day, in
   consultation with myself and the subject team.
   I should be grateful if you would advise me of any special dietary
   requirements you have and if you need information about travel or car
   parking. Please alert the Quality Officer (Monitoring and Review),
   Department of Academic Quality should you, for any unforeseen reason,
   now find you are unable to participate. Otherwise we look forward to
   meeting you on [date of review].
   Appendix 4: Suggested letter to past students from the subject leader
   Periodic review of [insert subject name] – [insert date of event]
   I am writing on behalf of the Faculty of [faculty name] to invite you
   to participate in the above periodic review event.
   Periodic review at DMU aims to:
     * 
       Consider whether the characteristics and intended learning
       outcomes set for a programme in the template are valid.
     * 
       Evaluate the extent to which intended learning outcomes are being
       met, and standards attained, taking account of the award
       qualifications and external reference points (Quality Assurance
       Agency (QAA) and other professional/industry bodies). Think
       strategically about their programmes and review longer term plans
       and objectives, taking into account external developments (e.g.
       changes to entry profiles and employer expectations) and
       evaluating the cumulative effect of change.
     * 
       Consider and review the management of the programmes to ensure
       than appropriate student experience is being provided, and
       continually reviewed.
     * 
       Validate claims of good practice and to initiate its
       dissemination.
     * 
       Initiate specific action to (a) remedy identified short-comings
       (b) improve current practice if possible, given the resource base.
   We would like you to come along to the University for a meeting with a
   review panel which will last about an hour starting at [time]. The
   panel will be interested in your experience as a student and your
   reflections on the course. In particular they would welcome feedback
   on how appropriate and useful the knowledge and skills which the
   courses gave you have been. The views of past and present students are
   an important part of the process and other students will be present
   for this event.
   We do hope that you will be able to make arrangements and be available
   on [insert date of event] to give your views on the [course] as a past
   student. We will provide a light buffet lunch.
   We will be delighted if you can confirm that you are willing to
   participate and that the proposed date and time is suitable. Please
   let me know if you have any queries about the meeting.
   I look forward to hearing from you.
   8
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