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The Engineering Professor's Council
The Engineering Professors' Council (EPC) was formed in February 1994 by a merger of the Engineering Professor's Conference and the Committee for Engineering in Polytechnics. Membership is open to Engineering Professors and Heads of Engineering Departments in all UK universities. There are currently about 1050 members in over 90 universities and university institutions.

The Council is thus in a unique position to fulfil its aim of serving the best interests of engineering in universities and thereby acting for the wider benefit of professional engineering in the UK.

The EPC is led by a committee of some 16 members and supported by a Secretariat/Research Unit based at University College London. Communication with the membership, and through them the wider body of engineering academics, is maintained by a network of Corresponding Members, one in each university.

EPC Objectives:
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To support, advise and represent the university engineering academic community.
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To provide an acknowledged forum for senior academics responsible for the provision of engineering education and the conduct of research in engineering in UK universities.
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To provide an acknowledged forum for senior academics responsible for the provision of engineering education and the conduct of research in engineering in UK universities.
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To promote all aspects of engineering education and research in universities and to encourage interaction with engineering practice in industry.
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To be in a position to advise and make representations to other relevant bodies concerned with higher education, training and research in the engineering disciplines.
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To address wider issues of concern to the engineering profession.
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The Quality and Standards Workbook
1. Introduction
There is considerable pressure on UK Higher Education institutions and departments to demonstrate that they are providing high quality education and promoting high standards of achievement.

The success and reputation of any academic department depends, ultimately, on the quality of the education it provides and the extent to which it enables students to undertake further study or progress into employment. Part of this reputation derives from being able to demonstrate the presence of a high quality learning environment and high standards of achievement to external reviewers, as for example through subject-based Quality Assessment or Professional Body accreditation.

Quality and standards in HE are the products of collective expertise and enterprise. They do not happen by accident but are the result of planned and deliberate strategies and processes that are embodied in the idea of academic management. The EPC has promoted the idea that the quality and standards of education are underpinned by effective and transparent management processes and structures. This idea provided the motivation for a collaborative development project to create a generic framework for academic management at departmental level (Surge et al 1996). The framework is intended to help departments show how they discharge their responsibilities for quality and standards and support a professional approach to the management of higher education.

This workbook is designed to help departments implement the EPC framework and extend the advice given in the framework to include current developments in national quality assurance. It describes a pragmatic and holistic approach to developing and implementing a framework for academic management within any academic department. Although it was developed for engineering departments the design principles which underpin it are generic to higher education.

It has been developed primarily to assist Heads of Department, academic staff and course managers within university departments to develop effective arrangements to manage quality and academic standards. It will also be of interest to senior institutional and faculty managers who have responsibility for quality assurance, and those engaged in the accreditation of programmes on behalf of professional bodies.

The EPC approach identifies the key areas for academic management and the expectations that any responsible self- regulating professional community might have for the management of quality and standards. it uses a comprehensive checklist to help departments identify their requirements, and any gaps in their provision. As such, it provides a set of benchmarks against which other departments might compare their own policies and practices. It is supplemented by appendices which give an outline specification for a departmental quality management framework, together with a benchmarking questionnaire aimed at evaluating assessment practice and departmental approaches to creating academic standards.

2. Context for EPC Framework for Quality and Standards
n the early 19905 the EPC developed a model for an institution-wide approach to quality management (Surge and Tannock, 1992) based on a top-down approach, starting with the definition of policy and strategy by the institution, which is then developed in detail at lower levels. The approach emphasised the need for areas within an institution to develop systems and procedures appropriate to their style of management and the needs of their students. The EPC model encourages an individual academic unit or administrative department to develop its own quality systems, while paying due attention to the needs of the institutional system.

The whole-institution model approach provided the foundation for a more detailed consideration of the needs at departmental level. The EPC9 framework was the product of this thinking informed by practitioner involvement in the design process (Burge at a/, 1996, the main part of which is provided in Appendix A)

This EPC framework was developed at a time of rapid expansion and change in UK HE: a situation that which led to concerns for the ability of HE to maintain quality and standards (HEQC 1997). The framework was seen as a means of strengthening the capacity of departments to manage their provision in such a volatile environment.

More recently, the recommendations of a National Committee of Inquiry in Higher Education (HMSO 1997, also known as the Dearing Review) are leading to a refocusing of national quality assurance on academic standards.

This workbook serves two purposes. Firstly, it provides guidance to departments on how to develop and implement a framework for management of quality and standards. Secondly, it extends the guidance on academic standards given in EPC 9 and provides advice on how departments might prepare themselves for the new quality assurance regime now being developed by the Quality Assurance Agency for Higher Education.

3. Implementing the EPC Framework for Quality and Standards
The development of an integrated framework for academic management takes as a starting point the current policies and practices used in a department. It then uses the expectations built into the model approach as a benchmark and adapts existing practice, or creates entirely new policy, where the department perceives that these are necessary .The EPC 9 framework (Appendix B) contains the following elements:
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Policy and Objectives
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Organisation for Quality
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Quality Assurance System
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Quality Improvement
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Integration and Externality
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Academic Standards

3.1 Policy and Objectives
In order to demonstrate a department's strategy and approach to the achievement of quality and standards, policy statements are created to underpin the departments educational aims. Such statements provide the overarching principles to guide departmental practice and ultimately to measure achievement of intentions. Such a process can be likened to the use of aims and objectives to guide the teaching, learning and assessment process. Thus policy for quality and standards will follow directly from the overall aims (Figure 1 ).

All polices and objectives should be relevant to the stated policy of the university , and in agreement with the circumstances and environment of the department. To be fully effective, departmental policy must fulfil the four 'A's -it must be Agreed, Articulated, 
Adopted and Actioned!

Top-level policy statements should cover all the main elements of the quality framework:
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Organisation for quality
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Quality assurance systems
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Quality improvement
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Integration and externality
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Academic standards

Departmental Aims
The Department identifies its undergraduate and postgraduate students as primary customers, while appreciating that it has other customers including industry, government and the progressional institutions. It aims to:

a.

Provide high quality education and training at undergraduate and postgraduate levels, to fulfil the need for innovative and effective progressional engineers and managers, who are familiar with the latest approaches to work class manufacturing engineering and operations management.

b.

Pursue excellence in its basic and applied research in close collaboration with industry and business

Departmental Education Objectives
The Department defines the quality of education as the totality of the learning experience, which enables students effectively to achieve worthwhile learning objectives, including the achievement of appropriate academic standards. Worthwhile learning objectives include knowledge, understanding, skills and abilities, together with personal growth and development.

Figure 1 Example departmental aims and educational objectives against which performance can be reviewed.

Further policy statement may be prepared as necessary (perhaps where documented university policy is not available) to cover key departmental activities bearing on quality and standards e.g.
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Design of programmes of study
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Admissions and entry standards
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Delivery and management of programmes
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Student Guidance and support
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Service support of programmes of study
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Staff - Student communication
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Assessment and academic standards
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Research Supervision
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Collaborative arrangements
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Etc

These statements should describe the objectives and outline the strategy to achieve them. This provides the direction for activities and the means by which success in achieving stated objectives might be evaluated.

3.2 Organisation for Quality and Standards
The way a department is organisations will depend on factors such as the institutional requirements, management style, nature and scope of the education and research training opportunities provided. Typically, organisational structures are designed to provide the Head of Department with management leverage, optimise the use of finite resources, and help staff to be effective. There is no universally applicable organisational structure and it is likely that structures will evolve continuously to meet new challenges and improve the capacity of the department to meet existing challenges.

It will be necessary to define clearly the responsibility, authority and interrelation of all staff who undertake work affecting the quality of education and of committees which oversee quality and academic standards. The departmental approach must take account of and support the structures and processes operating at a more general level within the university to support quality and standards.

Departments that have implemented the EPC 9 framework have generally used one of two basic approaches; either the identification of a member of staff with specific responsibility and authority for co-ordinating the development process, or the sharing of responsibility between members of a task group or quality committee.

The determination of the present departmental structure is fundamental to the whole process, since it will form the basis for the design of the quality management systems. This task is best performed by the Head of Department. Experience suggests that at this early stage having too many members of staff involved is not useful, simply because it will lengthen the time taken. If an organisational structure chart does not exist, it is valuable to create one at this stage.

3.3 Departmental Quality Assurance System
Once policies and organisational aspects have been prepared, the task of policy deployment can be tackled. The quality policy will be achieved by implementing a small number of quality procedures, to control key activities. This is the quality system.

Important to the development of successful new systems is a clear understanding of the existing systems. The incorporation of existing practices is important, since it reduces the risk of alienating staff who will ultimately have to operate and maintain the system. A key aspect of the approach is the culture change necessary to accept the new system and adopt quality improvement processes, if they do not already exist. The development of an EPC -styled framework for the management of quality and standards is likely to proceed in a series of overlapping stages as follows:

1

Identify and document existing systems

2

Review and evaluate existing systems against the expectations contained in the EPC framework

3

Where appropriate - modify existing practice: create new policy and practice and document

4

Implement modified systems

5

Review and evaluate new systems.

Stage 1 -Identify and Document Existing Systems. The first stage of the implementation process is to identify and document the current position. The starting point is to generate a list of all the quality and standards-related activities carried out within the department. Most activities of a department will, in one way or another, affect the quality of the education which it provides, and the list should reflect this fact. Detail can be added to this list by defining 'sub' tasks or activities under each heading in the main list. A typical 'current position' list might include:

Admissions

Undergraduate 
Postgraduate

Programme of Study Design

Undergraduate 
Postgraduate

Programme of Study Management

Time tabling 
Student Records

Programme of Study Review

Undergraduate 
Postgraduate

Teaching and Learning

Peer Review of Teaching 
Projects supervision guidelines 
Laboratories 
Tutorial guidelines

Assessment

Examinations procedure 
Course work guidelines 
Project assessment guidelines

Academic and Support Staff

Recruitment 
Review and Development 
Appraisals 
Training 
Secretarial staff 
Technical staff

Equipment and Laboratories

Purchasing 
Maintenance 
Health and Safety

Some of the activities listed above may be performed by, or according to formal procedures or guidelines laid down by, the faculty or university. The activities performed at each level should be identified.

The next step is to identify the staff, course teams or committees who have responsibility for each of the quality-related activities performed at departmental level. This task should match the operational function to the organisational structure of the department and provide the foundation for the new quality system.

All relevant administrative or operational documentation, such as written procedures, forms and quality records should now be identified and listed. The survey will almost certainly discover that practice in a number of areas has never been codified. Given that the approach is founded on explicitness such activities should be clearly identified and where appropriate documented.

Stage 2 -Review and evaluate existing systems. During this stage the existing systems must be critically reviewed. By this point, the state of the existing system, with any gaps or deficiencies it may have, should be apparent. Each objective, activity or management procedure should be examined, to ensure that each agrees with the quality assurance principles stated earlier, or with the requirements of a specification. such as the EPC9 specification provided in Appendix B.

A comprehensive checklist to the EPC9 specification is also provided in Appendix B.

This may be used as a guide to identify gaps in the department's systems. An important dimension of the mapping exercise is the identification of links between departmental policy and practice and institutional requirements and expectations i.e. the identification of general regulations and quality assurance procedures that departments must embed within their own policies and practices. It is also helpful at this stage to construct diagrams which show how departmental processes link to and communicate with institutional processes and committee structures. This exercise in itself can reveal a number of mismatches.

When comparing existing arrangements with the specification, it is likely that several key activities will be found to be missing or will be relatively underdeveloped. Typically these might include:
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developing an overview of the totality of arrangements for managing quality and standards;
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codifying some aspects of practice;.
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developing the capacity for self-audit;
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embedding quality improvement strategies in all review activities.

The EPC approach is founded on the principle of explicitness (i.e. good management depends on a common or shared understanding of process, practice or procedure). Also, the very process of trying to describe how something is done can lead to improvement by identifying overlaps, gaps in practice or clarifying misunderstandings and misconceptions. This is particularly useful when a new member of staff is appointed or when one member of staff assumes the duties of another.

A great deal of time can be wasted in departments which have not documented their practice as processes have to be re-invented each time they are used, or whenever the responsible member of staff leaves the department. Furthermore, while informality can seem to be liberating it can camouflage poor practice which ultimately can be exposed in situations which are detrimental to students.

For example, where the preparation, moderation and collation of examination papers for students who require re- assessment is an informal process, significant problems can result which may call into question the integrity and validity of the re-assessment process and ultimately damage academic standards.

The emphasis on documenting practice is often a cause for concern in departments implementing the EPC framework. The trick is to develop a culture in which documentation is seen as an aid not a barrier to quality. This requires both discipline (keep documentation to a minimum) and creativity (seek smart ways of gathering and recording information).

The main benefits of systematic but smart, concise and well focused documentation are that:
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it can help clarify and streamline existing practice;
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it can help avoid unnecessary confusion and improve the effectiveness and efficiency of staff in discharging their responsibilities;
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it offers a degree of protection against criticisms of poor practice;
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and it provides evidence to third parties that practice is deliberate and accessible to those outside the collegium.

If staff are expected to follow written procedures and codes of practice, it is important that these documents do reflect the reality of practice and not an ideal notion of what practice should be. Documentation must also be responsive to changes in practice. It is therefore important that a document change control system is developed and followed. Many departments today prefer to use on-line documentation systems to avoid the need for cumbersome procedures of document distribution. Examples of on-line quality documentation systems may be found on the World-Wide-Web at http://quoll.maneng.nott.ac.uklepc/index, http://www.mech.pori.ac.uklqualitymanagement/
The volume of documentation should be kept to the minimum necessary for effective definition of the required systems and procedures. Based on experience in several departments, one appropriate documentation structure is a top-down hierarchical approach, involving three levels. Appendix B provides detailed guidance on systems design, based on experience in several departments. Three examples of the specification of practice and process documents are also provided to illustrate style.

Stage 3 -Where appropriate, modify existing practice: create new policy and practice and document. The first two stages will have led to the description of the existing and the identification of a number of areas where practice can be improved (in line with the expectations contained in the model approach).

At this point decisions will have to be made as to whether it is appropriate, given the local context to make changes to existing practice. There is no assumption that changes will have to be made. It is for each department to determine where development is necessary.

Modification of procedures should be kept to a minimum, to facilitate the implementation process. Unnecessary changes can lead to resistance from staff resulting in wholesale rejection of the overall approach. Ideally, any required changes should be developed by the staff who 'own' the particular activity. Development work may be undertaken by a quality co-ordinator, or a working group. After each system element has been reviewed and modified individually, a final check must be made to ensure that all old and new procedures are compatible. Any anomalies between system elements should be resolved.

Stage 4 -Implement Modified Systems. This is the most crucial stage, since failure at this point will result in considerable wasted effort. It is important that the staff of the department are willing to operate according to the modified systems. If staff members have been involved during the earlier stages as suggested, acceptance is more likely since they will have been involved in the design process. The mechanism for implementation might be a full discussion of the documented systems at a staff meeting at which an implementation date is set. It must be fully explained at this meeting how important is the success of the implementation, in increasing efficiency, effectiveness, and raising the profile of quality and standards. Where staff are used to a more informal approach they must be persuaded of the benefits of a more formal approach.

Experience within several engineering departments has shown that while people may initially oppose changes, they will recognise the benefits of a more formal and explicit system, and many become active proponents of quality assurance. One of the reasons for this change in attitude is the involvement of the staff members in writing their own documents. If staff are supported at this stage e.g. through the use of guidelines, examples and group discussion to clarify misunderstandings and resolve concerns, many individuals will see the documentation of their role as a useful method of demonstrating the scope and value of their management and administrative functions.

The process also provides an opportunity for clarifying roles and responsibilities within the department. A carefully designed departmental quality system can generate a substantial attitude change towards a more customer-centred approach, and provide the foundation for an improvement process.

A documented system clearly defines how the department operates to provide a quality education. Where changes have been kept to minimum, staff should feel comfortable with its operation. As responsibility is defined, ownership of the various elements of the system is clarified, providing a sense of greater control over teaching and administrative tasks, and a better awareness of customer requirements. It is these intangible factors that help form the basis for an improvement process, by provide a mechanism for the empowerment of staff.

These benefits arise both from the process of quality systems development, which raises awareness and promotes discussion, and from the existence of the implemented system. In many departments the development of documented quality systems has provided these benefits with staff recognising the importance of their individual contribution and the overall need to work effectively as a team.

Stage 5 -Review and Evaluate New Systems. Many of the changes to existing practice will be absorbed within well established procedures. But in some areas new policies will be introduced which will require entirely new ways of working. It is prudent to keep under review the impacts of significant change and modify if necessary.

4. Improvement, Audit and Review
A static quality system provides no assurance of future quality and standards. Ideally efforts should be directed towards continual improvement of quality and standards, which in turn will be reflected in the quality system. Quality improvement is a well-established theme in business and industry, and some of the approaches used are suitable for university departments. Mechanisms for quality improvement often rely upon evidence of success and failure collected from quality audits and reviews, to establish directions for change. A typical approach in industry involves the establishment of improvement teams (sometimes called quality circles) whose role is to identify areas for improvement, propose improvements and to assist in their implementation. The evidence of success and failure is vital in this task to give direction as to what problems to solve and how they may be tackled.

Audit and review are a vital aspect of quality improvement. An audit is an objective examination to determine whether documented procedures and codes of practices are being followed, and to provide guidance on system improvement. Typically the approach adopted when auditing a quality management system is for a number of trained personnel to audit procedures for which they are not directly responsible. Because of the long time-scales involved in higher education it is not always possible to witness the operation of all elements of a procedure. Audits however can still be performed based on records which demonstrate that an activity was performed in accordance with the relevant procedure.

The purpose of reviews is to check that the various aims and objectives identified in the quality policies have been achieved. Such processes may already be in operation with a department; however, it is important that such reviews are completed and the results documented. For a typical department there are likely to be a number of lower level reviews which in turn form the basis for a departmental review. Typically the low-level reviews would include: a review for each module or unit and of each programme of study, a review of assessment methods and results ( carried out with the aid if the external examiner) and an annual review of the recruitment and admissions process. Such reviews should not be ad hoc, but regular and planned to an appropriate timetable. Review activities might also focus on particular processes for example, the quality and effectiveness of student feedback mechanisms or the effectiveness of the personal tutor system.

5. Integration and Externality
The quality of education provided by a department depends upon effective integration of the departmental quality framework in a context provided by university quality management systems, external quality assessment and the requirements of the academic or professional discipline. There are three dimensions to this aspect of the specification.

a)

Internal vertical relationships which link the department to the faculty or school, the university and to peer networks outside the discipline (e.g. internal quality audit, validation and course review processes).

b)

Internal horizontal relationships which link the department to other parts of the university which have responsibilities for the quality of education, support the students learning experience (e.g other departments, colleges or service providers) or provide essential administrative services (e.g. Registry).

c)

External relationships that link the department to peer and practitioner networks within the discipline, and which support the department in maintaining and enhancing the quality and standards of education (e.g. professional body accreditors, teaching quality assessment, external inputs to programme validation or departmental review).

The types of external relationship with peers and practitioners in the subject vary widely between disciplines. In engineering, for example, there is considerable contact between staff and engineers and engineering managers representing industrial companies. This contact will involve research, consultancy, occasional lectures, student placements, recruitment, etc. Industrial advisory boards are frequently used by engineering departments to focus the opinions on course content and emphasis received from such contacts. These contacts are in addition to the formal visits conducted by engineering institutions for course accreditation purposes.

Many subject disciplines, such as medicine or law, also have extensive contacts with practitioners. Other, less vocational, disciplines will tend to focus on contacts with other academics.

6. Relating EPC 9 to the New National Quality Assurance Framework
Since the EPC framework was developed, the Dearing Review of higher education has been published (HMSO 1997). A number of recommendations were made in this review which will lead to significant changes in the national approach to quality assurance. The Quality Assurance Agency is now engaged in development work that will introduce new ways of assuring academic standards within subjects (OM 1998, Jackson 1998).

One of the primary objectives of EPC 9 was to help departments cope with the demands and expectations of external quality assurance. This workbook extends the guidance provided in EPC 9 by describing the new quality assurance regime and considering how departments might respond to it.

The expectations built into the new approach are entirely consistent with the EPC approach to the management of quality and standards. The EPC 9 specification addressed the way in which a department might assure its academic standards in terms of two interrelated aspects, the construction of standards and the application of standards in the assessment of student learning.

The construction of academic standards involves a variety of interlocking processes and activities:

a)

Identification of explicit reference points and benchmarks which enable teaching teams to compare their programmes with similar programmes elsewhere (e.g. through programme validation, the external examiner system and Professional Body accreditation).

b)

Clear definition and articulation of the dimensions of academic standards in programmes and study units within programmes e.g. through the specification of explicit aims, learning objectives/learning outcomes.

c)

Definition of teaching, learning and assessment strategies for each module or unit that contributes to the programme and the subject content that provides the context for learning.

d)

Communication to students of the standards expected of them, and their own responsibilities in fulfilling them.

e)

Provision of opportunities for all staff to develop and maintain an appreciation of the expected standards, the processes by which students achieve them, and good practice in the way this achievement is assessed.

The application of standards involves academic staff in assessing what students, know, understand and can achieve. Application is therefore fundamentally related to the assessment process, the performance criteria that guide academic judgements and the deliberative process linked to evaluating levels of achievement.

Staff should be supported in this task by a shared understanding of the standards they are seeking to develop. The explicit definition of standards in the construction stage is helpful in developing this understanding but it is also fundamentally dependent on processes that facilitate the exchange of views on standards {e.g. meetings to review assessment methods and instruments, double & blind marking exercises, sharing of examples of assessed work that denote certain standards, conversations with external examiners).

A key focus of departmental assessment systems should be the application of appropriate academic standards within modules or units. This will require explicit assessment criteria and marking/grading schemes at module/unit level as a basis for judgements about standards (e.g. examination marking schemes and documented benchmarks or exemplars for student achievement levels in coursework essays or projects).

Clearly. the department should take careful account of the views and comments of external examiners on the assessment instruments and examination papers and marking schemes. The validity and reliability of assessment and the impartiality , accuracy and consistency of marking standards must be assured by explicit procedures and guidelines.

In practice, academic standards are also applied within an explicit regulatory regime which is designed to support the consistency and reliability of academic practice and judgements. The nature of this regulation varies between universities, but typically it controls the architecture of the curriculum (e.g. the size, type, level and number of modules, how they are organised into programmes of study) and the various operations of examination boards (e.g. rules for progression, the award of credit, honours classification ).

6.1 Making the Outcomes of Learning Explicit
The principles that underlie the new 'standards-focused' quality assurance regime are the same as those that underlie the EPC framework for the management of quality and standards. They are based on the assumption that academic standards (like the quality of any process) are the product of a deliberate and considered strategy. Traditionally, many aspects of academic standards have been inaccessible because they are implicit in the practice that creates them. The Dearing proposals, now being developed by OM, assume that the dimensions of academic standards can be rendered more accessible if they are supported by clear and explicit descriptions of the standards. To achieve this objective the Dearing Review recommended that higher education as a whole should adopt an approach based on learning outcomes.

Academics use a variety of educational constructions to describe their learning intentions. Traditionally, the most common approach has been to describe learning intentions in terms of aims and objectives. Aims are general statements of educational intent that give an indication of the overall purpose, or desired goal, of a programme or component of a programme while objectives are more detailed statements relating to the means by which the aims are realised. Aims and objectives are expressions of learning intent that guide curriculum design but may be only loosely linked to the assessment process. Learning objectives may however be formulated in terms of what learners are expected to be able to do as a result of learning. These are known as behavioural objectives since they describe the desired terminal behaviour of learners. Behavioural objectives are more directly linked to the assessment process in order to demonstrate that the desired terminal behaviours have been achieved.

The Dearing Review recommended a consistent approach to specifying learning intentions through learning outcomes which are similar to behavioural objectives. Learning outcomes are statements of specific learning intent that predict what learners will know, understand and be able to do as a result of learning. They directly influence the assessment methods and criteria in order to demonstrate that the specific outcomes have been achieved.

Making the outcomes of learning more explicit helps both the learner and the tutor to understand what the learner is trying to achieve, to monitor achievement and to decide what learning and assessment activities are most appropriate.

6.2 The Programme Specification

The new approach encourages departments to describe their programmes in terms of learning outcomes and to show how teaching, learning and assessment strategies enable the outcomes to be achieved and demonstrated.

To help departments achieve this objective the Agency is developing a programme specification (Dearing recommendation 21 ). 
Programme Specifications summarise the broad educational aims and the specific learning intentions (in terms of the knowledge and understanding, intellectual thinking skills, practical skills and transferable/key skills). They summarise how the teaching and learning methods enable the aims and outcomes to be realised and show how the achievement of intended learning outcomes is demonstrated and measured through the assessment process. They also provide an indication of the subject content and the level at which different subjects are taught and assessed. 
They are intended to provide an indication of what an average learner will have learnt if they engage fully with the learning opportunities that are provided. They cannot by themselves explain the standards that individual students will have achieved. This information will be contained in a transcript (record of academic achievement), the teachers' records of assessment and the students' own records of learning (e.g. a personal profile).

The Programme Specification will also enable teaching teams to relate each programme of study to the relevant level of achievement on a new framework of levels and qualifications that is being developed by the OM. In the first instance, departments will position their programmes on their own framework of levels. But once a national level framework has been agreed by the representative bodies departments will be expected to position their programmes/awards on the national framework. The institution's own external examiner system, the accreditation processes of Professional and Statutory Bodies (PSBs), and a new external Academic Review process (that will eventually replace the current Quality Assessment process) will confirm that the institutions positioning is correct.

To illustrate what a set of core learning outcomes for an engineering programme would look like, an example is provided in Appendix A-6 (based on a BEng programme at the University of Nottingham). A programme specification template (developed by QAA) for relating information on programme aims, intended learning outcomes, teaching, learning and assessment methods and subject content is provided in Appendix A- 7 I with an example of a completed MEng programme specification from the University of Cambridge in Appendix A-B. Guidelines for the preparation of programme specifications can be obtained from the QAA.

6.3 Developing, and Threshold Standards Benchmarking

The development of a multi-purpose, mass system of higher education has increased the diversity of learning opportunities but it has also increased the range of academic standards. The move to standards-based quality assurance is partly motivated by a political desire to create the structures and processes that will improve the level of public confidence in the capacity of higher education to assure the comparability of its standards.

The approach being developed by OM is to improve the capacity of HE institutions and subjects to ensure that the award of a degree in a subject will denote the attainment of a minimum set of standards (termed threshold standards) that are developed, agreed and owned by the academic community within the subject.

EPC 9 stressed the importance, in the process of constructing academic standards, of identifying explicit reference points and benchmarks that will help teaching teams position their standards. Examples of processes that are used to provide reference points in the construction of standards include programme validation, the external examiner system, Professional and Statutory Body accreditation and employer involvement.

In response to one of the recommendations arising from the Dearing review, the OM is now developing a new subject-based infrastructure that will increase the opportunity for a more formal involvement of subjects in the construction and benchmarking of standards. A new process, subject benchmarking, is being created to enable this objective to be realised.

Subject benchmark information will, in the first instance be focused on honours degrees. It will comprise 'statements that represent the general expectations about standards at the threshold level and relevant comparative information that can guide the quality control and assurance processes of programme design, approval, accreditation, examining and review' (QAA 1998). The intention of the QAA is that Subject Benchmarking Groups will 'focus on the general intellectual outcomes of learning' rather than define curricula content.

Three subject disciplines (chemistry, history and law) began the process of producing subject benchmarking statements in May 1998. Engineering will be developing this information during 1999, under the auspices of the EPC.

It would be inappropriate to include the subject benchmarking statements for history I chemistry and law in this workbook. However, there are generic features in these benchmarking statements to illustrate the principle on which they are based. Reduced to their simplest expression the following generic learning outcomes can be recognised in all three benchmarking statements.

1

Subject knowledge/understanding [specified to varying degrees]

2

Capacity to learn

3

Capacity to access/manage/discriminate between different sorts of information

4

Ability to synthesise, analyse/evaluate/ interpret information

5

Skills in presenting information and providing reasoned arguments

6

Capacity to plan, design, research and study in depth

7

Ability to apply knowledge and understanding to the solution of problems within the subject

8

Ability to communicate effectively in a variety of modes and media

9

Ability to use information technology

10

Proficiency in numerical skills appropriate to the subject

11

Ability to work independently

In order to meet the objective of assuring threshold standards of performance, subject benchmarking information will also have to include generic criteria that can guide judgements on achievement at the threshold (and other levels of performance).

6.4 Academic Review
The third strand in the new arrangements for external quality assurance will be the replacement of Quality Assessment by a new process termed Academic Review. The details of this process will only be resolved after an initial methodology is tested during 1999 so the following description of process must be provisional.

Academic Reviewers will be appointed by the Quality Assurance Agency. At the subject/programme level the role of he Academic Reviewer will be to review, evaluate and report on the outcomes achieved by students and the quality of the teaching, learning and assessment processes to enable the intended outcomes to be achieved. Reviewers will work as a team (a minimum of two for each area of review in an institution), and will visit departments on several occasions over a period of time (e.g. one academic year) and engage in a professional dialogue with teaching teams, academic managers, students and external examiners based on a series of questions of the type given below.

Types of question that might be addressed through Academic Review
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What are the expected outcomes for a programme?
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How do they relate to the subject benchmark information?
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How are the intended outcomes for a programme and its constituent parts communicated to staff, students and external examiners?
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Do students know what is expected of them?
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How do departments ensure that the conditions for the achievement of intended learning outcomes are established and maintained?
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How is achievement of the intended learning demonstrated?
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What mechanisms are there to enable students to monitor and evaluate their own progress towards achievement of specified outcomes?
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Do the standards achieved by learners meet or exceed the minimum (threshold) standards for the award?
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To what extent do learners demonstrate high standards of achievement?
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How do students and employers know what is embodied in the standards that students have achieved?
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How does the institution review and seek to improve subject standards?
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Are the approaches used effective in maintaining and enhancing standards of achievement?

Such questions embrace the core educational, managerial and administrative activities for which departments are responsible. These are all covered by the key elements of EPC 9 relating to activities such as design of programmes of study, delivery and management of programmes, student guidance and support, staff/student communication, regulation of assessment; self-critical review and self-improvement. Such questions could be embedded in a department's own strategies for self- evaluation.

Academic Reviewers will prepare a report for each subject area in each institution covering topics such as:
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the extent to which attainment matches any applicable subject benchmark standards, qualification or level descriptor in the National Qualification Framework (once it is agreed)
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the extent to which students are achieving the objectives set out in the programme specification
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the effectiveness of the design, content and organisation of the curriculum in delivering the intended learning outcomes.
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the appropriateness of assessment methods as instruments for measurement of the intended outcomes.

6.5 Aids to Professional Practice in the Construction and Evaluation of Academic Standards.
Appendix A includes several tools to assist with the process of constructing and applying explicit academic standards. It also includes examples of the outcomes of some processes described above.

A-1 Academic standards and assessment beliefs inventory. This is designed to surface assumptions and provides a useful preliminary tool for staff discussions.

A.2 Graduate Attribute Profiling Tool. This tool IS designed to allow Individual course tutors, a teaching team or a department to gain a better appreciation of the educational outcomes they value, and whether these outcomes are taught and assessed.

A-3 Assessment Strategies Matrix This matrix is designed to identify and quantify staff views on assessment strategies, it can be used by individuals, by small discussion groups, or by entire departments.

A-4 Module Objectives and Assessment Methods Analysis. Closely related to the Assessment Strategies Matrix, this tool is meant to allow analysis and recording of module/unit assessment methods using a common format.

A-5 Programme Assessment methods Analysis.
A-6 Core Learning Outcomes for a programme of study. A key part of the Programme Specification process, this example shows the outcomes identified for a BEng at the University of Nottingham. It was formulated by examining the objectives of each compulsory module and allocating these to the appropriate category.

A-7 Programme Specification Template. This pro-forma has been developed by QAA in collaboration with academic practitioners. It is designed to support a process which describes the overall learning outcomes for a programme and links them to the teaching, learning and assessment methods that enable these outcomes to be achieved and demonstrated.

A-8 Example of a completed Programme Specification. Prepared for the MEng programme at the University of Cambridge.

A-9 Benchmarking Assessment Questionnaire. The questionnaire is designed to enable a department to systematically review its assessment practices. It was originally used by seven engineering departments to evaluate and compare their practice (Jackson 1999).
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APPENDIX A
Aids to Professional Practice in the Construction and Evaluation of Academic Standards
1

Academic Standards and Assessment Beliefs Inventory
Developed by James Tannock - University of Nottingham

2

Graduate Attribute Profiling Tool
 

Developed by Norman Jackson (Quality Assurance Agency for Higher Education) based on an earlier tool produced by the Higher Education Quality Council

3

Assessment Strategies Matrix
 

Developed by James Tannock - University of Nottingham

4

Module Objectives and Assessment Methods Analysis
 

Developed by James Tannock - University of Nottingham

5

Programme Outcomes Assessment Methods Analysis
Developed by Norman Jackson (Quality Assurance Agency for Higher Education)

6

Example Core Learning Outcomes
Developed by James Tannock for a BEng programme at the University of Nottingham

7

Programme Specification Template
Developed by Norman Jackson (Quality Assurance Agency for Higher Education)

8

Example of a completed Programme Specification
Prepared by Richard Prager for a University of Cambridge MEng programme

9

Benchmarking Assessment Questionnaire
Developed by Norman Jackson (Quality Assurance Agency for Higher Education)

1. Academic Standards and Assessment Beliefs Inventory
1. I believe that the following comprise the four most important aspects of academic standards which the Department should assess in its students:
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2. I believe that the following are the four most critical purposes achieved in any assessment programme.
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3. These four, I believe, are the critical measures of the success of any assessment programme.
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2. Graduate Attributes Profiling Tool
The exercise fulfils two different purposes. Firstly, it encourage academics to stand back from the detail of their courses and think about the qualities, skills and capabilities they are seeking to develop and assess. Secondly, by sharing the products of the exercise, it is possible to construct within a teaching team, department or subject community, a better understanding of what is being valued within the assessment process and reflected in the academic standards.

Method
1

Customise the Graduate Attributes Profiling Tool (attached) by deleting those attributes that are not relevant to the subject and inserting any additional attributes required.

2

With reference to a specific programme and using the customised Graduate Attributes Profile as an analytical tool -in column 1 rate each of the attributes on a scale of (1 least important to 5 most important). Alternatively, individual attributes can be rated according to whether they are essential or desirable.

3

In column 2 rank the 15 most important attributes you believe the programme develops through the teaching and learning strategies you employ ( 1 most- 15 least important).

4

In column 3 rank the 15 most important attributes that are valued within the assessment process (1 most assessed -15 least assessed).

The process is likely to reveal significant differences between what is assessed and what is actually valued. This provides a starting point for discussion about the relationship between learning intentions and the assessment process. The exercise can be developed further to show which assessment strategies and methods are used to demonstrate that particular attributes have been developed.

Benchmark Attributes
The GAP Tool was used by seven engineering departments in a benchmarking exercise (Jackson 1999, Tannock and Jackson 1999). The overall ranking of attributes in this exercise is given below to provide a reference point for a departments own exercise.

Subject mastery

25.0

Intellectual/cognitive skills

29.0

Subject Practical/Professional skills

17.0

Key skills and personal/social qualities

29.0

There were significant variations in the values placed on individual GAP attributes by respondents. For example, score ranges of a to or 1 to 5 were not uncommon. The highest mean scores related to the attributes of :

ability to reason critically

6.3

capacity to analyse

6.0

knowledge of the subject's conceptual basis

4.7

ability to conceptualise/apply concepts

4.0

ability to work as part of a team

3.8

ability to communicate

4.0

ability to work as part of a team

3.8

knowledge of subject methodologies

3.7

knowledge of contexts in which subject is used

3.7

ability to synthesise knowledge/information

3.6

Graduate Attributes Profiling
 

Valued
Taught
Assessed
Subject Mastery 
* subject content and range 
* subject paradigms 
* subject's conceptual basis 
* subject's limitations and boundaries 
* subject's relation to other subjects 
* contexts in which subject is used

 

 

 

Intellectual (thinking) skills 
* ability to think critically 
* ability to think creatively 
* ability to analyse 
* ability to understand and apply concepts 
* ability to synthesise 
* ability to evaluate/make judgements 
* ability to apply and test hypotheses 
* able to adapt to new situations

 

 

 

Subject practical/progessional skills 
* investigative/research skills 
* laboratory skills 
* fieldcraft skills 
* information processing skills 
* content/textual analysis skills 
* design skills 
* production skills 
* spatial awareness

 

 

 

Key skills and personal and social qualities 
* able to communicate effectively 
* numerate 
* able to make effective use of IT 
* able to learn in familiar/unfamiliar contexts 
* able to work in a team 
* able to manage/regulate self

 

 

 

3 Assessment Strategies Matrix
Purposes of assessment and assessment methods are indicated in the table below. Each programme and module should have an assessment strategy based on the learning outcomes desired.

Purpose of Assessment

Laboratory Coursework

Assessed Coursework

Project Reports

Example-class Exercises

Written Examination

Determining student progression

 

 

 

 

 

Grading students

 

 

 

 

 

Student Feedback

 

 

 

 

 

Motivation

 

 

 

 

 

Learning by doing

 

 

 

 

 

Staff feedback

 

 

 

 

 

1. Using the matrix above (and entering in the blank spaces any other important assessment methods or purposes which you identify) enter a mark between one (low) and five (high) indicating your opinion of the relative importance of this assessment method to fulfil the relevant assessment purpose.

2. Calculate the mean score for each row and column to attempt to quantify your perceived relative importance of each purpose and each assessment method.

3. Interpret the results. Are there any substantial differences in mark awarded to different purposes and methods? If so how can these be explained?

4. Module Objectives and Assessment Methods Analysis
Module...............................................     Year/level .......................................

Module Key Objectives: 

a)

b)

c)

d)

e)

Laboratory Coursework

Assessed Coursework

Project Reports

Example-class Exercises

Other (specify)

Written Examination

% of Assessment

%

%

%

%

%

%

Key Objectives 
(from above)

 

 

 

 

 

 

a)

 

 

 

 

 

 

b)

 

 

 

 

 

 

c)

 

 

 

 

 

 

d)

 

 

 

 

 

 

e)

 

 

 

 

 

 

5. Programme Assessment Methods Analysis
Qualities, 
skills
Assessment methods 
Customise for subject
 

 

 

 

 

 

 

 

 

 

unseen examinations

 

 

 

 

 

 

 

 

 

 

unseen laboratory/workshop

 

 

 

 

 

 

 

 

 

 

oral examinations

 

 

 

 

 

 

 

 

 

 

synoptic exam

 

 

 

 

 

 

 

 

 

 

multiple choice

 

 

 

 

 

 

 

 

 

 

problem solving

 

 

 

 

 

 

 

 

 

 

essay assignments

 

 

 

 

 

 

 

 

 

 

other types of extended writing

 

 

 

 

 

 

 

 

 

 

oral presentations

 

 

 

 

 

 

 

 

 

 

student-led seminars/discussions

 

 

 

 

 

 

 

 

 

 

design tasks

 

 

 

 

 

 

 

 

 

 

computer-based exercises

 

 

 

 

 

 

 

 

 

 

laboratory/workshop reports

 

 

 

 

 

 

 

 

 

 

work placement reports

 

 

 

 

 

 

 

 

 

 

learning portfolios

 

 

 

 

 

 

 

 

 

 

exhibitions/poster-displays

 

 

 

 

 

 

 

 

 

 

group projects

 

 

 

 

 

 

 

 

 

 

independent projects

 

 

 

 

 

 

 

 

 

 

6. Example Core Learning Outcomes for a BEng Course
A. Knowledge
1

The structure and properties of engineering materials.

2

The methods of design for manufacture including process planning, costing, concurrent engineering, tool, jig and fixture design.

3

Manufacturing systems analysis and design, plant location and layout methods and techniques.

4

The analysis and design of workplaces to suit peoples capabilities and needs.

5

The techniques of operation management including production and inventory management, scheduling and logistics management.

6

Flexible automated manufacturing methods including computer aided design and manufacturing, computer controlled machine tools and robotics.

7

Manufacturing processes including machining, casting, welding, polymer processing, the methods of near net shape manufacturing and surface treatment.

8

Metrology, measurement and the techniques of quality control.

9

The fundamentals of electrical and electronic systems and of computer interfacing.

B
Understanding
1

The positioning and interrelationship of the various elements of the disciplines of manufacturing engineering and operations management.

2

Business aims, strategy and methods, including manufacturing strategy, marketing, logistics, business accounting, industrial relations, and organisation design.

3

A range of quantitative and statistical methods which underpin business decision making, process control and project management.

4

The principles of human factors and ergonomics as applied to job and workplace design.

5

The principles of measurement and control systems for manufacturing applications.

6

The principles of quality management for manufacturing and service provision.

7

Theoretical issues in the study of the strength of materials applied to material processing methods.

8

The role of the manufacturing engineer in industry and society and the duties and responsibilities of a professional engineer.

C
Key Skills
1

Utilise a range of mathematical methods and techniques to support analysis, design and manufacture.

2

Use a range of general purpose computer packages, and obtain information from computer-based systems including the Internet.

3

Use a representative range of specialist computer packages associated with computer-aided design, computer-aided manufacture, the planning and control of manufacturing and operations, inventory control, forecasting, and workplace design.

4

Programme engineering applications in a high-level computer language.

5

Prepare individual and group written reports and oral presentations on technical and management issues.

6

Work effectively as a member of a team to tackle design and project work and to solve real-world engineering and business problems.

7

Undertake self-directed study, including information acquisition and synthesis, to enable continuing learning during a professional career.

D
Cognitive Skills
1

An understanding of the strategies and techniques of engineering and management problem solving.

2

An appreciation of the strategies and techniques of academic enquiry.

3

The ability to assimilate future developments in manufacturing engineering and operations management as they arise within an appropriate technical or business context.

E
Subject Specific Skills
1

The ability to correctly use engineering and management terms and definitions.

2

The ability to use basic machine and hand tools for the manufacture and assembly of engineering artefacts.

7. Programme Specification Template (1)
1. Awarding Institution/Body

2. Teaching Institution

3. Accrediting Body

4. Final Award

5. Programme Title

6. UCAS Code

7. QAA Benchmark

8. Educational Aims of the Programme

9. The programme provides opportunities for students to achieve the: 

Knowledge and understanding
 

 

Intellectual skills
 

 

Subject Practical skills
 

 

Transferable/key skills
 

 

10. The following teaching, learning and assessment methods are used to enable students to achieve and demonstrate these outcomes:

 

7. Programme Specification Template (2)
 

11. Programme Structure, Levels, Modules & Credits 
Modes of study; curriculum structures including links to foundation, access and bridging courses; different types of module, e.g. compulsory, option, key skills, integrative or research-led; amount of elective choice; credit ratings of modules, distinctive and innovative features. Lies below indicate entry interruption and progression points
12. Awards, Credits & Progression of Learning Outcomes (shown in Field 9)

Credit 
Level 
3

 

Bachelor Honours Degree 
requires xxx credits including a minimum of xxx at level 2 & xxx at level 3 

Outcomes developed/assessed at this level include: subject knowledge as indicated by module titles & ....

2

 

HE Diploma 
requires xxx credits including a minimum of xxx at level 2 

Outcomes developed and assessed at this level include: subject knowledge as indicated by module titles &.....

1

 

HE Certificate 
requires xxx credits 

Outcomes developed/assessed at this level include: subject knowledge as indicated by module titles & .....

More detailed information can be found in the prospectus, module guides, student handbooks and the definitive guide

8. Examples of a completed Programme Specification (1)
1. Awarding Institution/Body: 
University of Cambridge

2. Teaching Institution: 
University of Cambridge

3. Programme Accredited by: 
IEE, IMechE, ICE, Royal Aero Soc, IStructE

4. Final Award: 
BA (Hons), MEng

5. Programme Title: Engineering

6. UCAS Code 
H1OO

7. QAA Benchmarking Gp(s) 
General Engineering

8. Educational Aims of the Programme 
To produce graduates equipped to play leading roles in industry, the professions, and public service. 
To continue to attract outstanding students, irrespective of race, background, gender, or physical disability both from within the UK and from overseas. 
To develop new areas of teaching in response to the advance of scholarship and the needs of the community.

9

The programme provides opportunities for students to achieve the following outcomes:
10

The following teaching, learning and assessment methods are used to enable students to achieve and demonstrate these outcomes:
A

Knowledge and understanding of: 
1. Basic Mathematics and Physics that are relevant to engineering. 
2. The fundamental principles of Structural, Mechanical and Electrical Engineering. 
3. The role of the engineering in society. 
4. Detailed knowledge and understanding of the students' chosen area of specialisation. 
5. The international role of the engineer.
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Teaching and Learning: 
Lectures, lab experiments, examples classes 
Supervisions (small group teaching). Projects. 
The Language Programme for Engineers 
Assessment: 
Examinations, lab experiment write-ups, Project reports.

B

Intellectual skills 
1. Plan, conduct and report a programme of original research. 
2. Analyse problems and design solutions. 
3. Formulate and test hypotheses. 
4. To be creative in the solution of problems and in the development of designs. 
5. To integrate information and data from a variety of sources.
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Teaching and Learning: 
Projects (including design and research) and lab experiments. 
Examples papers (weekly question sheets). 
Supervisions (small group teaching). 
Assessment: 
Lab experiment write-ups. 
Project reports. 
Examinations.

C

Subject Practical skills 
1. To plan, and execute a suite of experiments. 
2. To analyse experimental results and determine their strength and validity. 
3. To prepare technical reports, and technical drawings. 
4. To be able to use the scientific literature effectively. 
5. To take notes effectively. 
6. To write computer programs.
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Teaching and Learning: 
Lab experiments 
Drawing and computing exercises. 
Projects using the scientific literature. 
Lectures. 
Assessment: 
Lab experiments write-ups 
Project reports. 
Examinations

D

Transferable/key skills 
1. Learn in familiar and unfamiliar situations. 
2. Communicate effectively (in writing, verbally, and through drawings), also using more than one language. 
3. Mathematical skills, (algebra, geometry, modelling, analysis). 
4. Working as a member of a team, and leading a team -management skills. 
5. To be able to transfer techniques and solutions from one field of Engineering to another. 
6. Use of Information and Communications Technology. 
7. Develop the facility for independent learning, open mindedness, and the spirit of critical enquiry
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Teaching and Learning: 
Exposition (writing and giving talks) 
Projects (research and team). 
Supervisions (small group teaching). 
The Language Programme for Engineers. 
Assessment: 
Project reports. 
Examinations.

Detailed information on the indicative content/syllabus, teaching, learning and assessment methods of each module can be found at http://www.eng.cam.ac.uk/teaching/courses/syllabuses.html
8. Examples of a completed Programme Specification (2)
11. Programme Stucture, Levels, Modules & Credits 
All engineers take the same first year course (Part 1A), but there is an element of diversification towards the end of the second year (Part IB). This approach enables students to have a closed look at the options before they choose their specialisation. In the third year (Part IIA) students concentrate on their chosen branch of engineering. Strong specialisation is possible in year four (Part IIB) when each student chooses 8 modules from about 65. It is possible for a student to leave the course after three years with a BA Honours degree. However, the course is designed around a four-year structure and the student would be leaving his or her training unfinised.

12. Awards, Credits & Progression of Learning Outcomes (shown in Field 9)
4

Part IIB 
Strong specialisation is possible in the fourth year when each student chooses eight modules from about 65. The modules on offer vary slightly from year to year, but a typical list of modules (with up to 16 lectures in each) is given below: 
Surveying, Geotechnical Modelling, Ground Engineering, Foundation Engineering, Strucutural Dynamics and Earthquake Engineering, Concrete and Masonry Structures, Pre-stressed Concrete, Thin-walled Structures, Structural Steel, Architectural Engineering, Water Waves 
Advanced Materials Processing, Designing with Composites, Electrical Materials, Design Methods, Design Case Studies, Advanced Linear Vibrations, Random and non-linear Vibrations, Continuum Mechanics, Finite Elements, Advanced Tribology, Wave Propagation. 
Nuclear Power Engineering, Conputational Fluid Mechanics, Turbomachinery, Aircraft Stability and Control, Internal Combustion Engines, Flow-induced sound and Vibration, Aerodynamics, Environmental Fluid Mechanics, Flow Instability. 
Electrical Machines, Power Electronics and Applications, Power Utilisation, Computational Electramagnetics, Quantum Phenomena and Solid State Design, Optical Communications, Optoclectromc Technology, Photonic Systems, Electronic Sensors and Instrumentation. 
Control.System Design, Multiivariable and Optimal Control, non-linear and. Adaptive conrol, Control Applications, Digital Communications, Signal Detection and Estimation, Digital Filters and Spectrum Estimation, image Processing and Image Coding, Advanced Pattern Processing, speech Processing, Computer Vision and robotics. 
Industiral Economics and Organisation, Operations Research, Marketing, Accounting and Finance, Enterprise and business Development, Design and Management of Manufacturing Systems, French, German, Complex Analysis and Variational Methods Linear Algebra and Optimisation.

MEng Degree 
Outcomes developed/assessed at this level include: Subject knowledge as indicated by modules titles & A1, C3, D3.

3

Part IIA 
Specialisation begins in earnest in the third year (part IIA), During the first two terms, students are asked to study five papers of their choice with at least three chosen from one the following groups. The remaining two may be taken from any of these groups 
  

A

Civil, Structural and Environmental Engineering 
Soil Mechanics, Structures, Environmental engineering, Mechanics of Solids

B

Mechanical and Materials Engineering 
Mechanics of solids, Materials, Mechanics of Machines, Dynamics and Vibrations

C

Fluid Mechanics and Thermodynamics 
Thermodynamics and Fluid Mechanics, Fluid Mechanics, Thermodynamics, Dynamics and Vibrations

D

Electrical Engineering 
Electronics Circuits, Power Electronics, Systems and Drives, Electronic and Optical Devices

E

Information EngineeringControl Engineering and Signal Processing, Communication Systems, Computing Systems

F

Management 
Economics, Management Science, Technology, Work and Society

Bachelor Honours Degree BA (Hons) 
Outcomes developed/assessed at this level include: Subject knowledge as indicated by module titles & A2,3,5; C1,2,6: D2,4,6

2

Part IB 
All students study seven core subjects for the first two terms of their second year. These are: 
Mechanics, 
Structures, 
Materials, 
Fluid mechanics and heat transfer, 
Electrical engineering, 
Information engineering, 
Mathematical methods. 
The third term contains options, one in each of the main professional engineering activities. Each student chooses two topics from: 
(i) Civil and Structural Engineering Design of steel and reinforced-concrete structures, soil mechanics 
(ii) Mechanical Engineering Design, manufacture and management 
(iii) Aerothermal engineering Design of a jet engine 
(iv) Electrical Engineering Design of a fast transistor 
(v) Information Engineering Design of a network monitor unit


Outcomes developed/assessed at this level include: subject knowledge as indicated by module titles & B2,3; C5 and D5.

1

Part IA 
All students take the same four examinations at the end of their first year: 
Mechanical Engineering 
Structural Mechanics and Materials 
Electrical and Information Engineering 
Mathematical Methods


Outcomes developed/assessed at this level include: subject knowledge as indicated by module titles & A4; B1,4,5; C4 and D1,7

More detailed information can be found in the prospectus, module guides, student handbooks and the definitive course document: http://www.eng.cam.ac.uk/teaching/courses/syllabuses.html
BENCHMARKING DEPARTMENTAL ASSESSMENT PRACTICE
GENERIC QUESTIONNAIRE FOR GATHERING INFORMATION ABOUT 
DEPARTMENTAL PRACTICES FOR ASSESSING STUDENTS

Purpose
The purpose of this questionnaire is to gather information in a systematic and consistent format on departmental practices relating to the assessment of learning. It was developed by the Higher Education Quality Council through its pilot benchmarking projects undertaken in 1997. Further details of these projects can be found in the Quality Assurance Agency for Higher Education volume Pilot Studies in Benchmarking Assessment Practices. The questionnaire is based on survey instruments developed for the Engineering Professors Council, Leeds Metropolitan University, the Robert Gordon and Sheffield Hallam Universities pilot benchmarking studies (QAA 1999). The questionnaire was used by seven university engineering departments to compare their practices.

Focus
The scope of the data gathering has been restricted to: 
* Guidance on assessment and preparation and development of staff 
* Relationship between educational expectations-objectives and the assessment process 
* Assessment methods 
* Assurance of validity , reliability and rigour of assessment 
* Marking/ grading practices

1
Guidance on Assessment
1.1

What guidance/codes of practice does the department/institution provide to encourage and promote high professional standards in all matters relating to the assessment of students?

1.2

Does the department/institution have a view on the purpose of assessment? If yes please append details. If yes, how are staff made aware of these purposes? If no, what would the department consider the key purposes of assessment to be?

2
Preparation and Development of Staff
2.1

How do staff acquire and develop skills in assessing students? How is awareness raised: i) about general/specific issues, ii) about good practice and innovative developments within and outside the department? 
Prompts: compulsory staff development; voluntary staff development; periodic departmental/course team exercises; informal discussion with colleagues; formal monitoring programme; engagement in the assessment process; participation in committees & exam boards; written guidance/exemplars; attendance at conferences; external examining; other ways.
2.2

In your judgement, what is the general level of knowledge and expertise of staff about assessment in your department? 
Prompts: generally good; perfectly adequate; highly variable; scope for development/improvement; generally limited 
but good in some areas.....
3
Link between expectations -objectives/outcomes -assessment
3.1

For the course/programme being examined, please list/append the overarching aims and educational objectives (or outcomes).

3.2

Does the department have a view as to the key qualities, values, skills, attributes and capabilities it is seeking to develop in its BEng graduates? If yes please list.

3.3

How are the overarching aims/objectives of the course/programme translated into educational objectives or outcomes at the level of the units/modules which comprise the course/programme? Please describe and append exemplars if there is a standard process/format?

3.4

How does the department ensure that the assessment process for the course/programme as a whole is appropriately aligned to the educational objectives or outcomes which have been set for the course/programme as a whole?

3.5

If appropriate -to what extent does the relevant Professional Body influence the assessment process? Is any influence perceived to be beneficial to meeting the educational objectives of the

4
Methods of Assessment
4.1

Use the template to construct a map of the different types of assessment used in the course/programme. For each level provide an indication of the frequency (number of occasions) with which each approach is used. Highlight in bold the items which contribute to the final mark in the award. If possible, try to give an overall indication of the relative contribution (%) made by each type of assessment strategy to the overall mark for the level (see example below)

Table 1
BALANCE OF ASSESSMENT

level/year 1

level/year 2

level/year 3

level/year 4

Examination (overall %)

 

 

 

 

Coursework (overall %)

 

 

 

 

Projects (overall %)

 

 

 

 

Table 2
EXAMINATION METHODS

level/year 1

level/year 2

level/year 3

level/year 4

written papers essays/problems

 

 

 

 

laboratory/workshop exercises

 

 

 

 

oral examinations/vivas

 

 

 

 

open book examinations

 

 

 

 

multiple choice question papers

 

 

 

 

synoptic examination e.g. a general examination covering many dimensions of the course which all students take

 

 

 

 

other

 

 

 

 

Table 3
COURSEWORK METHODS

level/year 1

level/year 2

level/year 3

level/year 4

problem solving exercises

 

 

 

 

practice tests

 

 

 

 

multiple choice tests

 

 

 

 

short answer questions

 

 

 

 

essay assignments

 

 

 

 

oral tests

 

 

 

 

oral presentations

 

 

 

 

exhibitions/poster displays

 

 

 

 

design tasks

 

 

 

 

computer-based exercises

 

 

 

 

laboratory/workshop reports

 

 

 

 

observation of performance in laboratory/workshop situation

 

 

 

 

fieldwork reports

 

 

 

 

observation of performance in fieldwork situation

 

 

 

 

work placement reports

 

 

 

 

observation of performance in work-based situations

 

 

 

 

learning logs/diaries

 

 

 

 

learning portfolios (evidence of learning and skill attainment)

 

 

 

 

group projects/assignments

 

 

 

 

independent projects/dissertations

 

 

 

 

student led seminars

 

 

 

 

other

 

 

 

 

4.2

Given the type of qualities, skills, attributes and capabilities which the course/programme sets out to develop, do you consider that there is an appropriate range and balance of assessment methods and strategies to demonstrate the achievement of these expectations?

4.3

How does the teaching team decide that assessment tasks are sufficiently challenging and pitched at the right level?

5
Validity, Reliability & Rigour
5.1

How is the validity of the chosen modes of assessment established, monitored and moderated?

5.2

How does the department/teaching team know that the modes of assessment for units/modules are appropriate to test the achievement of the educational objectives/intended outcomes for the unit/module?

5.3

How does the department/teaching team know that the chosen modes of assessment are reliable?

6
Marking and grading practices
6.1

Is there a requirement or expectation that marking schemes will be used to guide judgements on the levels of performance and attainment of students?

6.2

With reference to Table 4, which of the grading schemes most closely reflects practice in the department?

6.3

How is intermarker reliability established, monitored and moderated?

Table 4 Grading Schemes
Model A
100-90

90 -80

80-70

70-60

60-50

50-40

40-30

30-20

10-0

Percent scale in which judgement on performance are related to honours classification bands e.g. +70 = 1st, 60-70=2i, 50-60=2ii, 40-50=3rd class

Model B
Mark range

100-90

90 - 80

80 - 70

70 - 60

60 - 50

50 - 40

40 - 30

30 - 20

20 - 10

10 - 0

Percent scale in which judgements on performance at each point on the scale are related to a quality descriptor.

Model C
A - 100 
B 
C 
D 
E 
F 
G 
H 
I 
J 
K - 0

100 point scale divided into letter grades each associated with a quality descriptor. Each letter given a numerical value that can be used to calculate a grade point average.

Model D
Grading according to course objectives

major achieved
minor achieved
A

all

all

B

all

most

C

most

most

D

most

some

E

few

some

F

none

none

Model E Grading according to pre-determined distributions

% proportion of students
A

4-6

B

8-12

C

20-30

D

45-55

E

5-15

Model F
Composite model

Which combination of above?

6.4

With reference to Table 5, which marking practices are used?

Table 5 Marking Practices
Level 1

Level 2

Level 3

Level 4

Double marking for coursework

 

 

 

 

If yes, is this blind double marking?

 

 

 

 

Double marking for project/dissertations

 

 

 

 

Double marking for examinations

 

 

 

 

If yes, is this blind double marking?

 

 

 

 

Anonymous marking for coursework

 

 

 

 

Anonymous marking for projects

 

 

 

 

Anonymous marking for examinations

 

 

 

 

7
Assessment criteria
7.1

How do teaching teams ensure the assessment criteria adequately test the learning objectives/outcomes which have been set for the unit/module?

7.2

How do teaching teams satisfy themselves that assessment criteria are applied consistently and equitably?

8
Key Items of Assessment
8.1

In terms of influencing the overall performance/attainment in the award (final mark), what are the most important items (e.g. 2 or 3) of assessed work? What proportion of the final marks do they account for?

8.2

What proportion of marks contribute towards the final mark for the award?

Table 6
level/year 1

level/year 2

level/year 3

level/year 4

 

 

 

 

9.
Assessment loads and costs
9.1

How many items of assessed work will a student be subjected to at each stage of the programme? A range may be given.

Table 7
level/year 1

level/year 2

level/year 3

level/year 4

number of assessments

 

 

 

 

9.2

What management strategies are used to take account of differences in the staff loading in respect of assessment? A separate questionnaire is provided for academic staff.

10
Development Issues
10.1

What are the department's main concerns/priorities for development in student assessment?

11
Examples of Good Practice
11.1

With respect to the assessment process and related procedures, what aspects of departmental practice do you feel work particularly welL?

APPENDIX B
Aides to the Development of Departmental Systems for the Management of Quality and Standards
1. The EPC Specification for a Departmental Quality Management Framework

2. Guidelines for Quality Systems Documentation

3. EPC Specification Checklist

1. THE EPC SPECIFICATION FOR A DEPARTMENTAL QUALITY MANAGEMENT FRAMEWORK
Previously published as Engineering Professors Council Occasional Paper 9 (1996)
1. INTRODUCTION
Universities in the United Kingdom and Northern Ireland are autonomous self-regulating institutions responsible for the quality and standards of their programmes and awards. In practice, responsibility for quality of education and academic standards is devolved within institutions, primarily to the subject communities which provide that education, located within academic departments.

Department is a familiar term and is used throughout the remainder of this document. Organisational structure and terminology vary, and the word is meant to refer to any academic unit which is the primary subject provider for one or more programmes of study.
In recent years, self-regulation has been viewed increasingly as a quality management process, involving the monitoring, evaluation and management of conditions and activities that will lead to the provision of appropriate quality and standards. Guidance on quality management is available at university level, but comparatively little guidance has been available concerning the departmental quality management arrangements to fulfil institutional and external expectations and requirements.

To meet this need the EPC Quality Management Project has now developed this specification. based on good practice. to support self-regulation of the quality and standards of education. The rationale for a formal departmental quality management framework is based on the following needs:
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The need to take substantial measures at departmental level, which meet internal and external expectations and requirements for quality and standards.
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The need for department-level quality policies, practices and procedures to be made explicit and accessible through a process of documenting intentions and evidencing process and outcomes.
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The need to support professionalism and promote a culture of critical self-evaluation and continuous improvement.

The EPC recognises that universities vary in the way they approach the management of academic quality issues and the level of responsibility for quality management which they devolve to departments. This specification must therefore be interpreted according to individual circumstances. The starting points in the development of a quality management framework will be the existing policies, practices and procedures of the university and the department. Those implementing or enhancing a departmental quality management framework may use this specification to help them identify aspects of their arrangements which are in need of further development.

Any quality management framework must consider the requirements and expectations of external agencies and bodies who have a legitimate concern with the quality and standards of education provided. The specification takes account of relevant sections of the HEQC Guidelines on Quality Assurance, which is the definitive document for institutional level quality management ill the UK, and consolidates the expectations and requirements of the funding bodies' quality assessment processes, professional body accreditation and the DfEE Charter for Higher Education.

2. FRAMEWORK FOR THE MANAGEMENT OF QUALITY AND STANDARDS
A quality management framework is the means by which a department satisfies itself that the quality of education it provides is being maintained and improved, and appropriate academic standards are achieved. A quality framework must also be designed to meet the challenges posed by external scrutiny such as quality assessment, academic audit and professional accreditation, as it provides evidence to demonstrate that the expectations of the University and relevant external bodies in respect of quality and standards are being met. There are many ways in which such various requirements can be combined -the task is to combine them in the most effective, creative and productive manner. The following sections outline the elements required of a quality management framework.

2.1 Policy and Objectives
The framework should be underpinned by an agreed statement articulating the values, policy and objectives of the department concerning the maintenance and improvement of the quality of education and research training that it provides.

It is important to ensure that the polices and objectives are relevant to the stated policy of the university, and consonant with the strategy, circumstances and environment of the department. It is expected that the policy and objectives will be made available to all staff and students.

2.2 Organisation for Quality
Responsibility for maintaining and improving the quality of education provided rests with the department and also with each individual through their own professional and academic standards. The essence of an effective quality management framework is that it supports the individual and department in discharging their responsibilities and planning for improvement.

To achieve this it is necessary to define clearly the responsibility, authority, and interrelation of all staff who undertake work affecting the quality of education and of committees which oversee quality.

The organisation for quality within the department must take account of and support the quality-related structures and processes operating at a more general level within the university. There are many ways of coordinating the development and maintenance of a quality system, for example the identification of a member of staff with specific responsibility and authority, or the sharing of responsibility between members of a group or quality committee.

Whichever route is adopted, resource requirements should be identified, and adequate resources provided to support the implementation and continuing management of the quality management framework.

2.3 Quality Assurance System and Documentation
Quality management to support a complex professional service like higher education must incorporate specific operational elements of quality assurance and control, together referred to as the quality assurance system or simply ‘quality system’. The quality system exists in the context of the policy and structures of the quality framework, and operates to control quality and standards throughout the educational process and to support staff in achieving the department's quality policy and objectives, Specific system elements and requirements are outlined in Sections 3.4 and 5.

The assembly and documentation of the quality system by means of a Quality Manual is an important part of the process of building, consolidating and clarifying the quality management framework. By describing the framework in a single document, a department can show that its activities reflect a coherent and integrated quality strategy.

As well as detailing the specific elements of the quality system, the manual should describe the broader content of the quality management framework, including policy, objectives, organisation, quality improvement, integration and academic standards.

2.4 Quality Improvement
A key role of the quality management framework is to enable and support a process of continuous quality improvement. To this end it is expected that the department will establish formal measures as part of the quality system, to support an ongoing improvement process aimed at all departmental activities, including the quality system itself.

Effective improvement requires timely and objective information about actual and potential quality failures and their causes, and results in decisive action to prevent their occurrence or recurrence. There are many possible mechanisms for quality improvement and each department will need to develop approaches best suited to its own circumstances. In this document, regular review processes are proposed, supported by rapid- response mechanisms to resolve any shortcomings as they arise.

Formal systems should be supplemented by efforts to ensure that all staff are aware of the constant need for individual and collective efforts towards critical self-assessment and improvement of the quality of education.

2.5 Integration and Externality
The quality of education provided by a department depends upon effective integration of the departmental quality framework in a context provided by university quality management systems, external quality assessment and the requirements of the academic or professional discipline. There are three dimensions to this aspect of the specification.

a)

Internal vertical relationships which link the department to the faculty or school, the university and to peer networks outside the discipline (e.g. internal quality audit validation and course review processes).

b)

Internal horizontal relationships which link the department to other parts of the university which have responsibilities for the quality of education, support the students learning experience (e.g. other departments, colleges or service providers) or provide essential administrative services (e.g. Registry).

c)

External relationships which link the department to peer and (where appropriate) practitioner networks in its discipline, and which support the department in maintaining and enhancing the quality and standards of education (e.g. professional body accreditors, teaching quality assessment, external inputs to programme validation or departmental review).

2.6 Academic Standards
Changes in UK universities, including the adoption of modular structures and semesters, have led to concerns that traditional approaches to academic standards, based on collective judgements against implicit criteria, are of variable effectiveness. The subject community within a department is normally the operational level at which responsibility for academic standards is exercised. It is therefore essential that the department addresses these issues within its quality management framework, by establishing conditions conducive to appropriate standards in the context of the entire educational process.

Consideration of academic standards must address two interrelated aspects, the construction of standards and the application of standards in the assessment of student learning. The first is a complex iterative process involving the individual and collective scholarship and expertise of academic staff, professional standards and the external relationships described above. This process is fundamental to the quality of education as it underpins the design of programmes which enable the desired standards to be achieved. At departmental level construction of academic standards should include:-

a)

Identification of explicit reference points and benchmarks for the construction of academic standards including comparability with similar programmes elsewhere (through programme validation, the external examiner systems and other mechanisms) and, where appropriate, acknowledgement of the role of subject associations, professional/statutory bodies and employers in the setting of standards.

b)

Clear definition and articulation of academic standards in terms of the level of award and stage of study, taking into account the aims and learning objectives of the overall programme of study.

c)

Communication to students of the standards expected of them, and their own responsibilities in fulfilling them.

d)

Provision of opportunities for all staff to develop and maintain an appreciation of the expected standards. the processes by which students achieve them. and good practice in the way this achievement is assessed.

The application of standards to student assessment involves staff expertise in assessing levels of student performance supported by the external examiner system, which also serves to help calibrate and confirm standards. Academic standards are applied within explicit regulatory settings designed to Support the consistency and reliability of academic practice and judgements. The nature of this regulation varies between universities. but typically it controls the architecture of the curriculum (e.g. the size, type, level and number of modules, bow they are organised into programmes of study) and the various operations of examination boards (e.g. rules for progression, the award of credit, honours classification). Expectations for the application of standards are given in Section 3.8.

3. QUALITY MANAGEMENT OF THE EDUCATIONAL PROCESS
Practices for the management of quality and academic standards are Undertaken in the context of the educational process, which can be conceptualised as a cycle of activities, the key stages of which include planning and design, delivery management and assessment. review and evaluation of activities and performance and planning for improvement. This cycle of activities lies at the heart of the quality management framework (see Figure I).

3.1 Design of Programmes of Study
t is expected that a department will establish, maintain and document systems to plan, control and validate the design and review of programmes of study, including any aspects conducted by other departments and partner institutions. These Systems should provide for:-

a)

Design and development of programmes of study and programme elements (e.g. modules and units). This process should include, as appropriate, the preparation of statements about student demand, programme aims. structure, teaching/learning objectives and methods, entry requirements, programme elements. pre- and co-requisites, assessment strategies and criteria, progression requirements. responsibilities for programme management and resources to support learning.

b)

Scrutiny, approval and/or validation of proposed programmes of study against appropriate academic, professional and vocational standards both from within the university and from external.

c)

Periodic review. and if necessary modification, of existing programmes of study, to include where appropriate the same considerations as applied to new programmes.

Records which demonstrate the achievement of the above expectations should be maintained to provide information for both internal and external audit and assessment.

3.2 Admissions and Entry Standards
It is expected that a department will establish, maintain and document its systems for recruitment and admission of students to taught programmes of Study and to research studies. including:-

a)

The provision of clear and accurate information to applicants on the programmes of study offered.

b)

Documentation of admissions processes, including procedures for establishment of target numbers, responding to enquiries, processing applications, and confirming places.

c)

Criteria and standards for entry to each programme, including accreditation of prior learning (APL) and accreditation of prior experimental learning (APEL) where appropriate.

d)

Guidelines on the matching of applicant's abilities and aspirations to appropriate programmes of study.

e)

The maintenance of appropriate records including individual student's achievement of the admissions criteria.

Regular reviews of the admissions system should be undertaken to ensure that it is effective and fair, offering equal opportunities to all applicants. Such reviews should ensure that the admissions criteria are appropriate and the information provided to applicants is accurate and up-to-date. Records of the review and evaluation, and any resulting actions, should be maintained.

3.3 Delivery and Management of Programmes of Study
It is expected that a department will establish effective arrangements for the delivery and management of each programme of study. These should provide for:-

a)

The provision of appropriate management structures (e.g. course teams, course directors, course/year tutors, etc.) and arrangements (e.g. scheduled meetings) for effective monitoring and administration of the programme.

b)

The preparation of comprehensive syllabuses, timetables and assessment schedules (including assessment criteria, provision for formative assessment and grading schemes).

c)

Statements of expectations for timing and standards of work to enable students to plan their work and make informed choices about using the learning opportunities available.

d)

The maintenance of comprehensive. accurate and up-to-date records of student performance.

e)

Staff codes of practice and guidelines which support high standards of professional practice in teaching and assessment.

f)

Objective self-evaluation and peer-evaluation of teaching and the management of learning which may inform staff development covered in Section 4.2 below).

Records should be maintained to demonstrate the effectiveness of the arrangements for delivery and management of programmes of study.

3.4 Student Guidance and Support
It is expected a department will establish, maintain and document its systems to monitor and provide guidance and support for student progress throughout their studies. Departmental policies for the support of students might be expected to embrace:-

a)

A clear statement of the guidance and support entitlement of all students, which will provide information on departmental and institutional responsibilities.

b)

Induction procedures for new students.

c)

Provision of accurate, up-to-date and comprehensive information on their programmes of study.

d)

Access to personal and academic tutors.

e)

Arrangements for monitoring of academic progress and the provision of appropriate and timely feedback of assessment marks and comments, allowing students to monitor their overall academic performance.

f)

Procedures for referral to specialist services such as student counselling. incorporating provision for follow-up monitoring and the maintenance of records.

g)

Information and guidance on placements with industry, business or other academic institutions.

h)

Careers guidance.

3.5 Service Support of Programmes of Study
Service support refers to those activities over which the department has no direct control but which have an impact on the quality of education, e.g. service teaching by another department, central administration, library and computing facilities. It is expected a department will take all necessary steps to ensure that any service support for programmes of study conforms with agreed, appropriate and well-defined requirements in order to achieve quality objectives and maintain academic standards.

Where possible the department should provide clear written statements of the service and standard required from the provider. Service support elements of a programme of study Should be selected on the basis of their ability to meet these requirements. It is expected that service support providers should be formally involved, where appropriate with the design of programmes of study and programme elements (See Section 3.1).

At appropriate intervals the department should review the performance of the service provider against these requirements and maintain records of the review and evaluation. Such reviews should be informed by the views of students and of external examiners.

3.6 Staff-Student Communication
Mechanisms should enable and support students in providing constructive feedback on the quality of education provided by the department and supporting services, and to enable the department to explain how such feedback has been used to improve quality. Modes of communication might include:-

a)

Personal communication in tutorials and other teaching and non-teaching situations.

b)

Feedback questionnaires and information technology-based feedback systems.

c)

Staff/student consultative committees.

d)

Student representation on departmental and programme committee meetings.

e)

Written communication through handbooks, noticeboards, newsletter or minutes of meetings.

3.7 Problem Reporting and Corrective Action
A department which is committed to providing education of the highest quality will have many informal mechanisms for identifying and responding to problems and deficiencies, as and when they arise. Such mechanisms rely greatly on good communication between staff and students and an acceptance of individual and collective responsibility by staff to respond to and address such matters.

In addition to informal systems it is expected that a department will establish and maintain a documented system to deal with all serious or persistent deficiencies, and ensure that appropriate preventative or corrective action is undertaken in a timely manner. For such problems, a procedure should be instituted which requires the formal identification and recording of the nature of the difficulty, its causes and effects, and establishes the required action and responsibility for corrective action within a specified time.

Where quality deficiencies are considered to result from a failure to allocate adequate resources this conclusion should be clearly stated and the resource requirements identified.

3.8 Assessment and Academic Standards
It is expected that the department will establish, maintain and document its policies and practices to ensure the equity and integrity of the assessment process, considering:-

a)

The alignment of assessment purpose, range, balance and workload to the overall learning objectives of programmes and programme elements.

b)

The validity and reliability of assessment and the impartiality, accuracy' and consistency of marking standards. This process should take account of the views and comments of external examiners, where appropriate, on examination papers, marking schemes and coursework assessments.

c)

 Progression of students tl1rough each programme of studies, taking account of all relevant university regulations and the requirements of professional and statutory bodies where applicable.

A key focus of departmental assessment systems should be the application of appropriate academic standards in modules and awards. This will require:-

a)

The documentation of staff and external examiner roles and responsibilities, and of committee terms of reference relating to standards. and the discharge of such responsibilities effectively.

b)

Explicit assessment and marking criteria at module/unit level as a basis for judgements about standards (e.g. examination marking schemes and documented benchmarks/exemplars for student achievement levels in coursework essays or projects).

c)

Consistency in the operation of examination boards and the application of assessment regulation to ensure that overall standards in the award are maintained.

It is expected that opportunities will be provided for internal and external examiners to review and evaluate the assessment process and share their perspectives on academic standards. Documented procedures should be in place concerning external examiner selection and appointment (including guidance, induction and training) duties and reporting requirements.

Procedures for considering and responding to external examiners' comments and recommendations should be defined and incorporated into the annual review process (see Section 3.10).

3.9 Research Supervision
It is expected that the department will establish, document and maintain systems to assure the quality of research student training and supervision, and manage the progress of students studying for higher degrees by research. These should include:-

a)

Admissions criteria and processes.

b)

 Selection of supervisors and advisors.

c)

Induction and research training.

d)

Provision of study accommodation and facilities.

e)

Provision of adequate and appropriate supervision and guidance.

f)

Interim reporting and progress monitoring methods. 

g)

Provision of training and guidance for research supervisors.

h)

Mechanisms for research student to feedback their views on the quality of supervision. research training, and the facilities available to them.

Records which demonstrate the achievement of the above expectations should be maintained to provide information for internal and external review and audit.

3.10 Review of Quality and Standards
The development of a departmental capacity to review and evaluate the quality and standards of programmes which it provides is fundamental to continuous improvement and the principle of university self- regulation. A variety of approaches might be adopted, but the dual-level approach described below provides a detailed examination of the success of teaching, learning and assessment aimed at improvement, together with an overview of course performance in terms of quality and academic standards.

3.10(a) Review of Programme Elements. A review of teaching, learning and assessment for each individual module, unit or subject received by its students should be carried out by the department. The review should include modules provided by servicing departments or from external sources. The review process might be undertaken by staff responsible for the modules, by course teams, a review committee, or a departmental meeting.

The timing of the review process should allow the results to inform the overall programme of study review (see Section 3.10(b)) and also allow improvements to be implemented before the module is presented again. The review should consider:-

a)

Staff evaluation of module curriculum and delivery.

b)

Student feedback and the student experience.

c)

A comparative appraisal of the assessment process and assessment result. to ensure that assessments are appropriate and are carried out in accordance with requirements for all relevant programmes of study.

d)

A comparative appraisal of the assessment process and assessment results to ensure that assessments are appropriate and are carried out in accordance with requirements for all relevant programmes of study.

3.10(b) Review of Programmes of Study. It is expected that the department will carry out a regular (usually annual) review of quality and standards for every programme of study to evaluate and verify the achievement of objectives. This review should be documented and include:-

a)

A staff appraisal of the overall conduct, management and outcomes of the programme, to ensure that activities are effective and appropriate, and carried out in accordance with planned requirements.

b)

Consideration of student feedback.

c)

The results of the detailed module review process (see Section 3. lOa ) where necessary.

d)

The views and recommendations of e:xternal examiners and their reports.

e)

All appraisal of the assessment process, including academic standards, student attainment and progression.

f)

The views of any internal quality assessment and of external bodies where appropriate (e.g. professional institutions, employers, external quality assessments).

g)

Support for learning from service departments and service providers such as libraries.

h)

Resource deficiencies and future requirements including staff development requirements.

Corrective or improvement actions for serious or persistent difficulties should be implemented according to the requirements of Section 3.7. Note that the review process described above is not to be confused with the thorough review of approach. content and delivery referred to in Section 3.1 c).

3.11 Collaborative Arrangement
Where collaborative arrangements (such as franchised programmes or programme elements, foundation or joint programmes, validated programmes or parts of programmes) exist with other institutions in the UK or overseas, the department's responsibilities may be extended to cover supervision of the quality and standards of programmes delivered in the partner institution.

The elements of a quality management strategy for collaborative provision will vary depending on the nature of the relationship, but in general should include:-

a)

Formal involvement of departmental staff in the validation and approval of the programme or programme elements offered in the partner institution.

b)

Designation of a member of staff to act as ‘link tutor’ with the partner institution.

c)

An agreed strategy for regular and effective monitoring of the quality and standards of the programme offered in the partner institution.

d)

Attendance of the link tutor at programme/ committee boards and examination boards held at the partner institution.

e)

Formal consideration of external examiner reports through an appropriate departmental mechanism.

4. STAFFING
The quality of education provided by a department and the standards attained by students will, above all, be influenced by the abilities, commitment and professionalism of its staff. Many aspects of departmental staffing are determined by university policy and procedures, but departments should ensure that there is effective integration with, and utilisation of. central processes for:-

a)

Recruitment, initial training, induction and probation.

b)

Continuing professional development and updating of skills.

c)

Review and appraisal of performance.

d)

Promotion.

Departmental staffing policy and procedures should be designed and implemented in respect of the principles of transparency, consistency, equity, probity and confidentiality.

4.1 Recruitment, Induction and Probation
It is expected that departments will establish and maintain systems for establishing staffing needs, recruitment and induction of staff which integrate with and inform the university’s systems, to ensure that staff of appropriate calibre are recruited. All members of staff should be provided with a clear specification of their roles, responsibilities and duties which should be regularly reviewed and updated (including staff who are external to the university or who operate on a part-time or fixed-term contract).

A system for staff induction should be implemented to ensure that new staff are given assistance to become fully effective in their roles as rapidly as possible. Mechanisms should be in place to provide support. assistance and formative feedback on performance during any probationary period.

4.2 Staff Appraisal and Development
It is expected that departments will establish. maintain and document their systems for the appraisal and ongoing development of staff which integrate with and inform the university's systems. There should be a coherent and rational link between processes and procedures for staff appointment, appraisal, development and promotion.

Where deficiencies in staff performance are evident the appropriate staff development measures should be implemented and consideration of these issues should be included in the university staff appraisal and development process. Records of appraisals and of staff development activities should be maintained.

5. CONTROL OF THE QUALITY MANAGEMENT FRAMEWORK
5.1 Document Control
An important role of the quality system is the provision of information to staff and students. to acquaint them with departmental quality practices and procedures. To ensure this information is current, accurate and accessible, it is expected that departments wi11 establish and maintain a system to control all documents and information which forms part of their Quality Manual.

Every substantial quality system document should be reviewed and approved by appropriate staff prior to issue and after any change. Where practicable, the nature of any changes should be identified in the document or appropriate attachments. Current issues of all relevant documents should be available at all required locations. To preclude the use of superseded documents, each one should be marked with an issue number and status, and a master list maintained to record the current status of all documents.

Where quality systems documentation is primarily made available via on-line information technology methods, measures should be taken to ensure that only current issues of documents are accessible.

5.2 Records and Evidence
It is expected that records wil1 be maintained to facilitate the effective operation of the quality system and promote quality improvement. and to provide evidence of the achievement of quality objectives. The department should establish systems for the identification. collection, indexing, filing, storage, maintenance and disposition of these records.

Records which might be maintained in a typical department are tabulated in Appendix B, against the relevant section number(s) of this specification.

5.3 Review of the Quality Management Framework
It is probable that a periodic review and/or audit of the department will be required. as part of a University or faculty system to verify whether actual quality management activities comply with requirements and expectations. This process may be conducted internally within the department or by external staff. In the former case (or if a university/faculty system is lacking) it is expected that the department will establish and maintain a suitable mechanism for periodic review and/or audit of its quality management framework and quality system to ensure its continuing relevance, coherence and effectiveness. The process should include:-

a)

A review of quality policy and objectives against the needs of students and others to whom the department provides a service. Where a change in quality policy or objectives results from such a review, the implications for the quality system should be established and appropriate changes implemented.

b)

Identification of all significant quality deficiencies and an investigation of the causes of failure to achieve quality objectives, and the implementation of corrective actions to preclude their recurrence.

c)

An assessment of the departmental systems and activities against the expectations and requirements of external bodies (e.g. funding. professional and statutory bodies) which may conduct external scrutiny of the department.

 


  

2. Guidelines Quality Systems Documentation
A hierarchical approach to quality-systems documentation is common in business and industry , and has been shown to operate well in several departments. The documentation is structured in three levels.

1

 Top-level Policies, Organisation and Responsibilities

2

Quality Management Procedures.

3

Detailed Working Instructions, Codes of Practice and Standards.

Level 1 -Top-Level Policies, Organisatlon and Responsibilities. 
The top-level documentation comprises the quality mission statement, quality policies, together with a description of the departmental organisation and responsibilities for each area. This may be presented as a Departmental Quality Plan, which is a Level 1 document, and should be as brief as possible, providing an overview without going into excessive detail. It should refer, where necessary, to the more detailed documentation in the lower levels. This document is unlikely to exist, and an iterative approach to its preparation has been found valuable, bringing in all departmental staff. The first iteration could be performed by the head of department who is best qualified to outline the operation of the department and its organisation. This is then passed to the personnel responsible for each area for comment and modification. The typical content of a Departmental Quality Plan is illustrated below:

1

Introduction

2

Departmental Quality Policy and Objectives

2.1

Policy

2.2

Learning Objectives

2.3

Personal Growth and Development

3

Structure and Responsibility for Quality Assurance

3.1

The Department

3.2

Head of Department

3.3

Board of Undergraduate Studies

3.4

Board of Postgraduate Studies

3.5

 Research Advisory Board

3.6

Board of General Administration

3.7

Departmental Technical Support

3.8

Course Management

3.9

Departmental Quality Co-ordinator

4

Departmental Quality System and Procedures

4.1

Design and Provision of Programmes of Study

4.2

Programme of Study Administration and Control

4.3

Tutorial Programme

4.4

Assessment of Student Achievement

4.5

Departmental Administration

4.6

Student Feedback

4.7

Quality Documentation

4.8

Quality Review

4.9

Quality Improvement Process

4.10

Departmental Quality Records

5

Faculty Quality Procedures

5.1

Student Administration & Records

5.2

Registration of Students

5.3

Postgraduate Admissions

6

University Quality Procedures

6.1

Teaching and Learning Quality

6.2

Staff Review

6.3

Staff Development

6.4

Examinations

Level 2 -Departmental Quality Management Procedures.
These describe in more detail how the policies of the department are put into effect. They indicate the basic mechanisms for each quality-related activity, and should specify who does what, when, where, and how. Management procedures should cover all departmental quality-related activities, and will relate to substantial matters such as admissions, examination administration, or student feedback. They should be sufficiently comprehensive to allow, for example, a new member of staff to readily understand the activity.

Preparation of these documents is best performed by those members of staff who are currently responsible for the activity in question, with some general guidance as to format and style. There is no single correct format for quality management procedures, but a consistent format is advisable, and more readily understood by external reviewers. Moreover, it is likely that these procedures will, at some stage be subject to document control. This normally requires that each page of a document should be uniquely identified. A common approach is to provide a standard header or footer to each page. These procedures can form a separate section in the Quality Plan.

Level 3 -Detailed Working Instructions, Codes of Practice and Standards.
Aspects that do not involve a management element but still have an impact on quality can be documented as codes of practice, standards and guidelines. Some areas may require that complex administrative sequences or working practices are described as a series of detailed task instructions. These are particularly useful for administrative and technical support staff. Examples might include the processing of orders, or the preparation of laboratory equipment. Again these can be included in the Quality Plan.

This three-tier approach has many benefits. It provides a sensible structure for the documentation, ensures that detail is described in the appropriate document and allows the distinction between the relative importance of the documentation to be readily established. It may not, of course, be appropriate for every possible departmental management structure. An example of all three levels of documentation is provided on the following pages.

Level 1 Document Responsibility for Teaching Quality

Level 2 Procedure: Student Feedback

Codes of Practice Student Project Administration

Department of Manufacturing Engineering and Operations Management
Quality Document MEOM/QA4
Responsibility for Teaching Quality
Author: M C BONNEY/J.D.T. TANNOCK - Status: Issue -Version 1.1 -Date: 15/3/96

The Department
The Department is collectively responsible, as a self- regulating association, for the maintenance and improvement of academic standards, scholarship and the quality of education provided on all courses. Substantial proposals, reports and decisions relating to these issues are referred to Departmental Meetings which are held at least once per term.

Departmental Meetings are attended by all members of academic staff. Any member of academic staff may provide agenda items for these meetings. Decisions are reached on the basis of reasoned debate, greement and consensus, with a democratic vote deciding the issue if necessary.

The Departmental Meeting acts as the Course Review Committee. Working groups are set up from time-to-time to tackle particular issues,  consider new courses or changes to existing courses. These groups report to the Departmental meeting.

Head of Department
The Head of Department is ultimately responsible for the quality of education provided by the department. The Head of Department (or in his absence the Deputy Head of Department) is responsible for providing leadership in quality improvement, and assigning quality-related functions to staff in the context of a suitable departmental structure.

Director of Undergraduate Affairs
The Director of Undergraduate Affairs is responsible for the overall conduct of the undergraduate courses, and co-ordination between the various Course Directors.

Director of Taught Postgraduate Affairs
The Director of Postgraduate Affairs is responsible for the overall conduct of the Postgraduate courses, and co-ordination between the various Course Directors.

Course Directors
A member of academic staff who is responsible for co-ordinating and assuring the quality of education for a particular course. Course Directors have been appointed to manage each degree course, namely the BEng/MEng MEM undergraduate course (with or without language), the BSc POM undergraduate degree course, and each of the 3 Masters level degrees.

Quality Co-ordinator
The Quality Co-ordinator is a member of staff responsible for the development, maintenance and administration of the Departmental Quality System, for preparing the department for external scrutiny and for liaison concerning quality at Faculty and University level.

Departmental Modules Review Committees (DMRC)
The DMRC consists of the Directors of Undergraduate and Postgraduate Affairs and the Course Directors, together with Module Convenors and other staff as necessary .It reviews existing modules as a part of the Departmental Review Process, and examines all proposals for new modules or major changes before these are passed to the Faculty Courses and Modules Committee.

Module Convenor
The member of staff administratively in charge of a module i.e. responsible for ensuring that the module content, coursework schedule, examination papers and examination marks, and completed module review forms are available on, or before, the required date.

Module Teacher
Academic staff teaching part or all of a module. This would normally include the Module Convenor unless the module is taught exclusively by staff from outside the Faculty of Engineering. In many cases there is only one member of staff teaching a module in which case that person is the Module Convenor.

Department of Manufacturing Engineering and Operations Management
Quality Procedure MEOM/QAS   Student Feedback
Author: J.TANNOCK -Status: Issue 
Version 1.1-Date: 14/5/96

Introduction
The objectives of the Student Feedback activity are to collect, record, analyse and transmit student feedback information concerning undergraduate and postgraduate courses, modules and other quality related issues, as an essential part of the improvement process aimed at effective Departmental quality assurance,

The first line of feedback is direct contact between staff and students, in lectures, tutorials, laboratories and informal discussions, Informal direct contact between students and staff responsible for courses and modules is considered to be the normal way to raise issues and concerns.

Apart from informal feedback received by academic staff in these ways, there are the following formal methods by which student views and opinions concerning the courses and modules offered by the Department are obtained. These are:

a

Student Opinion of Modules Questionnaires.

b

Undergraduate Student-Staff Consultative Committee.

c

MSc Student-Staff Consultative Committee.

d

Research Student-Staff Liaison Committee.

The Student Feedback activity is the responsibility of the Directors of Undergraduate Affairs, Taught Postgraduate Affairs, and Postgraduate Research Affairs.

Student Opinion of Modules Questionnaires (SOMQs)
SOMQs are standard Departmental documents designed to obtain individual feedback from students concerning their opinion of the quality of teaching for each module of the taught courses. A response is required on a number of headings connected with the module organisation and the lecturer.

The Directors of Undergraduate and Taught Postgraduate Affairs are responsible for oversight of the SOMQ quality assessment, including the following tasks:
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Devising, maintaining and improving the Departmental SOMQ forms.
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Ensuring that soMas are distributed to module teachers for each module taught during every semester.

The staff teaching on a module are responsible for the following tasks:
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Distributing SOMQs to all students attending each module on which they teach.
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Analysis of the information received from students on the completed SOMQs.
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Recording relevant feedback issues on the Module Review Forms (to be submitted by the Module Convenor for review by the DMRC)
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Taking improvement action, or making proposals for action, if  the SOMQ response indicates legitimate student dissatisfaction with the module.

Undergraduate Student-Staff Consultative Committee
The committee provides a forum for discussion of any general problems or issues which may affect each year group. It meets at least once each semester and consists of:
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The Director of Undergraduate Affairs (Chair).
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The Course Directors (MEM and POM).
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Two elected representatives from each year group of each course.
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Other members of academic staff are encouraged to attend.

The committee is minuted and reports to the Departmental Meeting where substantial matters are discussed. Other matters are dealt with by the Course Directors or the Head of Department and reported to the committee at its next meeting.

MSc Student-Staff Consultative Committee
This committee meets each semester to provides a forum for discussion of any general problems or issues which may affect any of the three MSc courses. It consist of:
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The Director of Taught Postgraduate Affairs (Chair).
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The Course Directors for the three MSc courses.
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Two elected representatives from each course.
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Other members of academic staff are encouraged to attend.

This Committee operates in the same manner as the undergraduate committee.

Research Staff-Student Liaison Committee
This committee meets quarterly to discuss issues raised by the Postgraduate Researchers Committee and by academic staff. It is concerned with issues or problems of general concern to postgraduate researchers, and will not be concerned with individualstudent/supervisor relationships. The committee meets quarterly and consists of:
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The Director of Postgraduate Research Affairs
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Other academic staff as agreed.
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Four representatives appointed by the Postgraduate Researchers Committee.

The committee is minuted and reports to the Departmental Meeting where substantial matters are discussed. Other matters are dealt with by the Course Director or the Head of Department and reported to the committee at its next meeting.

Department of Manufacturing Engineering and Operations Management. 
Code of Practice MEOM/QA12
Student Project Administration
Author: J.TANNOCK-Status Issue Version 1.0- Date: 17/3/97

Project modules undertaken in the Department:

Undergraduate
Part 1 (Year 2) B.Eng.lMEng Manufacturing Group Project (H72MPT)

Part 2 (Year 3) B.Sc./B.Eng./MEng Individual Project (H73PRT)

Part 3 (Year 4) MEng Group Project (H74GPT) 

Postgraduate
MSc Individual Project (H7DPRJ)

Full details of all these project modules will be found in the appropriate Course Brochure. Procedures for the Individual project (H73PRT) are identical for MEM and POM courses, but for students on the MEM courses the project topics allocated will incorporate appropriate engineering focus and technical elements according to the requirements of an accredited engineering courses.

Allocation and Supervision of Projects
All student projects are supervised by academic staff, formally allocated to ensure that students make adequate progress and obtain the maximum educational benefit from their project work. It is Departmental policy to link project topics with general areas of staff interest (especially where industrial links are involved), and to externally-funded research projects where possible and appropriate. Academic staff may therefore be assisted by researchers in the supervision of certain topics in which they have particular expertise.

Topics for the Manufacturing Group Project in Year 2 are arranged and allocated by academic staff responsible for the module. Topics for the Year 3 and MSc Individual Projects are allocated as follows. At the appropriate time (February for the MSc, May for the undergraduate projects) academic staff are requested by the Course Directors to submit brief project outlines, which are collated into a document and distributed to the relevant students. Students arealso encouraged to suggest project topics to staff according to their interests, and other ideas for project topics originate with student's sponsoring companies. 

Students with an interest in a particular project then approach the staff offering that topic. to discuss the project and register their interest. For undergraduate Year 3 Individual Projects, students are required to submit a project choice form giving four choices in order of priority , and project topics are allocated to students on the most equitable basis possible, taking into account staff loading and students choices.

Allocation is proposed initially at a staff meeting to ensure that all projects match departmental criteria for the appropriate course. Announcement of the agreed topics and allocation then takes place at a staff/student meeting chaired by the Course Director. Each supervisor is required to meet each of their allocated project students before the end of the academic year to discuss the initial stages of the work. Normally, advice on reading and study is provided to help the student make a start on the project over the Summer vacation.

For the MSc Individual Project and the MEng Year 4 Group Project, project titles are discussed and confirmed at informal meetings between the Course Directors, students and academic staff acting as supervisors.

Monitoring of Individual Projects
Formal multi-stage monitoring processes areemployed for all undergraduate project modules to ensure that students and project groups are making adequate progress and are receiving suitable guidance and assistance from staff. Details of the processes are included in the relevant Course Brochure. MEng Group projects and MSc projects are closely monitored by the academic supervisor(s) and the relevant Course Director if appropriate.

Submission and Assessment of Projects
The Manufacturing Group project in Year 2 is continuously assessed according to a joint individual and group scheme set out in the relevant Course Brochure. Year 3 Individual Projects and MSc Individual Project reports and dissertations are treated as assessed coursework according to lJniversity procedures, and must be submitted to the Department Office by a set deadline. After this time specified deductions are made from the assessment mark, unless extenuating circumstances have been reported and accepted in the proper manner.

All individual projects are assessed by two academic staff readers (supported by a third reader if necessary to resolve any conflicts). The 'Assessment of Part 11/Part III Project - Supervisor's Report and Assessment ummary' form is used, together with the 'Assessment of Part 11/Part III Project -2nd/3rd Reader's Report' Blank copies of these forms are provided in the relevant undergraduate Course Brochures to assist students in understanding the assessment process. In addition, formal Assessment Criteria are employed to assist staff marking projects and other coursework. These are also published in the Course Brochures.

MEng Year 3 Group Projects are assessed by individual dissertation in the same manner as individual projects. Appropriate consideration is given to the group aspects when reaching a final mark.

3. The EPC Specification Checklist
This checklist is designed to be used with the EPC9 Specification provided in Appendix B1 above. For each section of the specification, the checklist identifies the key specification requirement in the form of a question. It also provides:

a)

An indication of whether there is an external reference (specification or scrutiny) related to this area, such as Teaching Quality Assessment, Professional Body accreditation, etc.

b)

The type of evidence which could be used to demonstrate conformance to this aspect of the specification

c)

The records or other documentation which might be established and maintained in relation. to this aspect of the specification.

The checklist is a diagnostic tool designed to help examine a department's activities to determine whether all required aspects of the quality management framework and departmental quality systems are in place.

EPC SPECIFICATION CHECKLIST
External Reference

Evidence

Record

2.1

Policy and Objectives
Is the quality management framework underpinned by an agreed statement articulating the values, policy and objectives of the department, which relate to the maintenance and improvement of the quality of education that it provides?

TQA 
Prof Inst 
HEQC Audit

An overall statement of the aims and objectives of the Department. Could typically form part of the quality manual

Consistent copy of aims and objectives in Departmental documentation

Are the polices and objectives relevant to the stated policy of the university, and consonant with the strategy, circumstances and environment of the department?

HEQC Audit 
TQA

A statement of the University's aims and objectives. Could typically form part of the University's mission statement.

University mission statement

Is the policy and objectives made available to all staff and students?

HEQC Audit

Staff and Students have been given some document containing aims and objectives.

2.2

Organisation for Quality
Is the responsibility , authority and interrelation of all staff who undertake work effecting the quality of education and committees which oversee quality clearly defined?

HEQC Audit

An explicit statement as to who is responsible for quality. Could typically be a statement in the quality manual.

Quality manual or other document containing statements about responsibility for quality

Does the organisation for quality within the department take account of and support all quality-related structures and processes operating at a more general level within the university?

HEQC Audit

Clear relationships between departmental procedures and activities and those of the university.

University quality assurance procedures and departmental quality procedures

Are resource requirements identified, and adequate resources provided to support the implementation and continuing management of the quality management framework?

TQA 5

Plans or other documents which describe the departments resource plans in relation to the achievement of the stated aims and objectives.

Departmental documents that describe resource plans

2.3

Quality System and Documentation
Does the quality system comprise documented objectives, organisational structures, academic practices and administrative Procedures?

TQA 6

An up to date quality manual which describes the quality management framework.

Quality manual and associated procedures, codes of practice and other quality related documents

2.4

Quality Improvement
Has the department will established formal measures as part of the quality system, to support an ongoing improvement process aimed at all departmental activities, including the quality system itself?

TQA 6

Documented procedures and mechanisms that describe formal improvement processes for the educational process and for the quality management framework.

Documented procedure that describes the continuous improvement approach.

Are the staff aware of the constant need for individual and collective efforts towards critical self-assessment and improvement of the quality of education?

HEQC Audit

Staff have a clear understanding of their role in critical self-assessment and improvement of the quality of education.

Reports generated through operation of procedure

2.5

Integration and Externality
Is the departmental quality framework integrated with the university quality management systems, external quality assessment and the requirements of the academic or professional discipline?

TQA 6 
HEQC Audit 
Charter 
Prof Inst

Clear relationships between departmental procedures and those of the university, and external assessors.

Departmental quality manual and associated procedures 
TQA self assessments

Name personnel with defined responsibility for external links with regard to external quality assessment, and professional bodies.

Institution accreditation submissions 
Staff Job descriptions and duties

2.6

Academic Standards
Does the quality and standards framework address the construction and application of academic standards?

Prof Inst 
TQA 2 
HEQC Audit

Documented policy statements and procedures for academic standards covering construction and application of academic standards.

University regulations 
Departmental quality manual and associated procedures

Are explicit reference points and benchmarks for the construction of academic standards identified and defined?

Documentation which contain statements about the standards expected of students in terms of input, learning outcomes and assessment.

University prospectus 
Departmental publicity material  
Procedures for module design 
Submissions for new or modified programmes of study/modules 
Minutes of meeting for Programme or module design 
Student entry qualifications 
Student work 
Examination papers, marking schemes and scripts 
Examination and course work marks

Are there mechanisms for ensuring the comparability of academic standards?

TQA 3 
Prof Inst 
HEQC Audit

External inputs which inform the onten/process standards or the calibration of output standards (e.g. subject associations and professional bodies. 
Appointment procedures for external examiners. Documents that describe the role of external examiners. 
External examiner's Reports. 
Departmental staff who act as external examiners to other HEI

Final degree classifications 
Year abroad results/assessment 
Industrial year reports 
Professional institution reports 
TQA Reports 
External examiner's reports 
Procedures for new or modified programmes of study/modules Submission documents for new or modified programmes of study/modules 
Minutes from approval bodies  
Documented terms of reference 
Reports from external experts

Is the role of subject associations/professional and statutory bodies/practitioners/employers in the maintenance of academic standards acknowledged in relevant documents and institutional processes?

TQA 3 
Prof Inst 
HEQC Audit

Reference in departmental and university procedures to the maintenance of academic standards 
Reference in departmental and university procedures to external  involvement in maintenance of academic standards. 
Eternal academic or practitioner members of advisory/validation panels and external examiners).

Accreditation documents 
University review reports 
Submission documents for new or modified programmes of study/modules 
Minutes of industrial advisory group meetings

Are academic standards defined and articulated clearly in terms of the level of award and stage of study, taking into account the aims and learning objectives of the overall programme of study?

TQA 2 & 3 
Prof Inst 
HEQC Audit

Documentation which contain statements about the standards expected of students in terms of input, learning outcomes and assessment

Programme Specifications 
Core Learning Outcomes 
Submission documents for new or modified programmes of study/modules 
Syllabus documentation

Are students made aware of the standards expected of them and their own responsibilities in fulfilling them?

TQA 1 & 2 
Prof Inst 
HEQC Audit

Students have documentation describing the standards and their responsibilities

Student codes of practice or other documents on student responsibilities 
Course-work instructions 
Student documentation on assessment criteria and structure

Are members of staff provided with opportunities to develop an appreciation of the academic standards, the processes by which students achieve them, and good practice in the way this achievement is assessed?

Professional knowledge of academic staff: their competency in teaching, assessing, supervising and supporting students. 
Induction training programmes. 
Staff mentoring systems.

Staff training records 
Staff Appraisal records 
University induction procedures 
Staff CVs 
Student questionnaires 
Peer review reports

3.1

Design of Programmes of Study
Has the department established and maintained documented systems to plan, control and validate the design and presentation of programmes of study, including any aspects conducted by other departments and partner institutions? Do these systems provide for:

TQA 1 
HEQC Audit

Procedures for new programmes of study/modules.

Minutes of meetings from 
approval/val idation 
committees/boards 
Submission documents for new or modified programmes of study

a) Design and development of programmes of study and programme elements (e.g. modules and units)?

TQA1 
HEQC Audit 
Prof Inst 
Charter

Procedures for new modules.

Submission documents for new modules

b) Is there scrutiny, approval and/or validation of proposed programme of study against appropriate academic, professional and vocational standards both from within the university and from external experts?

HEQC Audit 
Prof Inst

Procedures for new or modified programmes of study/modules.

Submission documents for new programmes of study/modules.

c) Do modifications to existing programmes of study, include where appropriate the same considerations as applied to new programmes?

TQA1 
HEQC Audit

Minutes of meetings from approval/validation 
committees/boards 
Procedures for modified programmes of study/modules. 
Submission documents for modified programmes of study/modules.

3.2

Admissions
Has the department established and maintains documented systems for recruitment and admission of students to programmes of study and to research studies?

Charter 
HEQC Audit

Documented procedures that describe the admissions processes for undergraduate, postgraduate and research students.

Procedures for undergraduate admissions 
Procedure for postgraduate admissions 
Procedure for admission of research students

Do procedures include the provision of clear and accurate information to applicants?

Documentation for applicants

a) Documentation of the admissions processes, including procedures for establishment of target numbers, responding to enquires, processing applications and confirming places?

Documented procedures that describe the admissions processes

University Prospectus 
Departmental publicity material 
Admissions procedures

b) Criteria and standards for entry to each programme, including accreditation of prior learning (APL) and accreditation of prior experiential learning (APEL) where appropriate?

TQA1&4 
Charter 
HEQC Audit

documented procedures/code of practice for assessing suitability of applicants

Admissions Procedures 
Codes of practice for assessing applicants

c) Guidelines on the matching of applicant's abilities and aspirations to appropriate programmes of study?

TQA1

Application forms

d) The maintenance of appropriate records including individual student's achievement of admissions criteria?

TQA1&2 
Prof Inst

Records of students achievement and reasons for admission

Admissions procedures

Are regular reviews of the admissions system undertaken to ensure that it is effective and fair, offering equal opportunities to all applicants?

HEQC Audit

Documented procedures for admissions that include review of admissions process.

Admissions review reports 
Programme of study review reports

Does this review ensure that the admissions criteria are appropriate and the information provided to applicants is accurate and up-to-date? Does this review also ensure that the admissions criteria are appropriate and the information provided to applicants is accurate?

Charter

Reports on admissions review 
Admissions review

3.3

Delivery and Management of Programmes of Study
Has the department established effective documented systems for the delivery and management of programmes of study? Do these systems provide for:

TQA2

Documented procedures that describe the deliver and management of programmes of study.

Documented procedures that describe the deliver and management of programmes of study

a) The provision of appropriate management structures and arrangements for effective monitoring and administration of the programme?

TQA3&2

Documented procedures that describe the deliver and management of programmes of study.

Documented procedures that describe the deliver and management of programmes of study

b) The preparation of comprehensive syllabuses, timetables and assessment schedules (including assessment criteria, provision for formative assessment and grading schemes)?

TQA3&2 
Prof Inst

Procedures describing preparation of syllabuses, timetables, assessment programmes and criteria.

Syllabuses 
Timetables 
Assessment programmes

c) Statements of expectations for timing and standards of work, to enable students to plan their work and make informed choices about using the learning opportunities available?

TQA3

Documented assessment programme with hand-in dates. 
Guidelines on standard of work and assessment criteria.

Assessment criteria for all assessments 
Documents outlining assessment hand in dates.

d) The maintenance of comprehensive, accurate and up-to-date records of student performance?

TQA2&3 
HEQC Audit 
Charter

Documented procedures for student record keeping.

Guidelines for assessed work 
Documents stating assessment criteria for all assessments

e) Staff codes of practice and guidelines which support the practice of teaching and assessment?

TQA2

Code of practice and guidelines on teaching and assessment.

Student records

f) Objective evaluation of teaching and the management of learning

TQA2

Documented procedures for peer review, student feedback and self assessment through module/unit 
review reports.

Peer review reports 
Student feedback questionnaires and summaries 
Module/unit review reports

3.4

Guidance and Support of Students
Has the department established and maintained documented systems to monitor and provide guidance and support for student progress throughout their studies? Do departmental policies include:

TQA 4 
HEQC Audit

Documented procedures that describe how students are monitored and provided with guidance and support.

Code of practice and guidelines on teaching and assessment

a) A clear statement of the guidance and support entitlement of all students which provide information on departmental and institutional responsibilities?

TQA4

Student handbook covering support services.

Examples of marked student work. 
Student charter.

b) Induction procedures for new students?

TQA4

Student joining instructions. 
Induction programme.

Student documentation on pastoral and careers services

c) Provision of accurate, up-to-date and comprehensive information on their programmes of study?

TQA4

Student course handbooks 
Staff documentation on pastoral and career services including referral procedures

d) Access to personal and academic tutors?

e) Arrangements for monitoring of academic progress and the provision of appropriate and timely feedback of assessment marks and comments, allowing students to monitor their own academic performance?

TQA4 
Charter

Tutorial Timetables 
Code of practice and guidelines on teaching and assessment

f) Are there documented procedures for referral to specialist services such as student counseling should be implemented, incorporating provision for follow-up monitoring and the maintenance of records?

TQA4 
Charter

Student Charter 
Documentation for students and staff on pastoral care and careers guidance

Personal student records

g) Information and guidance on placements with industry , business or other academic institutions?

TQA4

Codes of practice on industrial placements

Codes of practice on industrial placements

h) Careers guidance?

TQA4

Guidance documents of careers service

Guidance documents of careers service

3.5

Service Support of Programmes of Study
Has the department taken steps to ensure that any service support for programmes of study conforms with agreed, appropriate and well-defined requirements in order to achieve quality objectives and maintain academic standards?

TQA5 
Prof Inst

Departmental policy on service support

Departmental policy on service support

Has the service support provider been formally involved where appropriate, with the design of programmes of study and programme elements?

TQA1&2 
HEQC Audit

Documented procedures for the design of programmes of study and programme elements

Procedures for new or modified programmes of study/modules 
Submission documents for new or modified programmes of study/modules. 
Minutes of meetings from joint approval/validation 
committees/boards

Does the department review the performance of the service provider at appropriate intervals?

TQA 5

Documented procedures that describe the review and evaluation of service support.

Programme of study review reports 
Module/unit review reports 
Student questionnaires 
Reports from review and evaluation of service support activities

3.6

Staff-Student Communication
Has the department established and maintained a variety of mechanisms to ensure that there is an ongoing dialogue between students and staff?

TQA2&4 
HEQC Audit 
Charter

Personal communication in tutorials and other teaching and non-teaching situations.

Minutes of staff/student committees 
Terms of reference and minutes of departmental and programme committee meetings

Do these enable and support students in providing constructive feedback on the quality of education provided by the department and supporting services, and to enable the department to explain how such feedback has been used to improve quality?

Feedback questionnaires and information Information-technology- based feedback 
Staff/student consultative committees 
Student representation on departmental and programme committee meetings 
Written communication through handbooks, notice boards, newsletter or minutes of meetings

Completed questionnaires and analyses 
Agendas and minutes of meetings 
Student newsletters

3.7

Problem Reporting and Corrective Action
Has the department established and maintained systems to deal with all serious or persistent deficiencies and ensure that appropriate preventative or corrective action is undertaken in a timely manner?

TQA6

Systems for identifying, reporting and rectifying serious or persistent deficiencies

Minutes of departmental and staff/student committees 
Student questionnaires and analyses

Does the procedure requires the formal identification and recording of the nature of the difficulty, its causes and effects, and the required action and responsibility for corrective action within a specified time?

Documented procedures that describe the identification and correction of persistent or severe problems

Programme and module review reports 
External Examiners reports 
Formal reports recording problems and corrective action

3.8

Assessment and Academic Standards
Are there documented systems that describe the application of appropriate academic standards as regards:

Documented policies and procedures that describe student assessment  
University regulations, and examination procedures

Minutes of meeting for Programme for module design

a)The documentation of staff and external examiner roles and responsibilities, and of committee terms of reference relating to standards, and the discharge of such responsibility?

Assessment strategies and methods Learning objects at programme and module levels

Examination papers and marking schemes 
Laboratory and course-work instructions

b) Explicit assessment and marking criteria at module/unit level as a basis for judgments about standards?

TQA 2 and 3 
HEQC Audit

Examination marking schemes 
Documented benchmarks examplars for student achievement levels

Examples of marked student work and examination scripts. 
Examination papers, marking schemes and marked scripts

c) Consistency in the operation of examination boards and the application of assessment regulation to ensure overall standards in the award are maintained?

TQA3 
Prof Inst 
HEQC Audit

University assessment regulations 
Codes of practice on marking 
consistency and accuracy. 
Code of practice for external examiner 
Professional body reports

Examination board minutes and records 
Cohort analysis 
Assessment data 
External examiners reports

d) Are there documented procedures for the selection, and appointment of external examiners (including guidance, induction and training) duties and reporting requirements?

TQA3 
HEQC Audit

Documented procedures that describe the role and responsibilities of the external examiners.

Letters of appointment and guidelines for external examiners

e) Has the department procedures for considering and responding to external examiners' comments and recommendations?

TQA3 
HEQC Audit 
Prof Inst

University assessment regulations 
Terms of reference of exdmination boards and other committees dealing with academic standards 
Induction and Training programmes for external examiners. 
Codes of practice/procedures on the role of external examiners

Departmental meeting minutes and-or other minutes which deal with external examiner's comments 
External examiners reports 
Formal responses to external examiners reports. 
Programme of Study review report

3.9

Research Supervision
Has the department established and maintained systems to manage the progress of students studying for higher degrees by research? Do these include documented processes covering:

HEQC Audit 
Charter

Documented procedures that describe the progress of students studying for higher degrees by research.

Research student records

a) Admissions criteria and processes

Documented admissions criteria and procedures

Admissions records for research students

b) Selection of supervisors and advisors?

Procedures for selecting supervisors

Documented induction and training programme for research students

c) Induction and research training?

Induction and training programmes

Student information on accommodation

d) Provision of study accommodation and faciliities?

Student information on accommodation 
Appropriate accommodation and facilities

Supervision records

e) Provision of adequate and appropriate supervision and guidance

Codes of practice on postgraduate supervision

Student progress and review reports

f) Interim reporting and progress monitoring methods?

University regulations

Research student records

g) Provision of training and guidance for research supervisors?

Documented training requirements

Staff training records

h ) mechanisms for student feedback?

Documented procedures for student feedback

Records of student feedback 
(staff/student meetings etc)

3.10a

Review of Programme Elements
Does the department will carry out a documented review of each individual module, unit or subject received by its students, including modules provided by servicing departments or external sources?

HEQC Audit

Documented procedure for the review of modules

Module review reports

Does this review evaluate teaching, learning and assessment at the point of delivery?

TQA6

Documented systems for peer review 
Documented student response systems

Peer review assessment and records and reports 
Student questionnaires and analyses

Is the review carried out at appropriate intervals to allow for the results to be considered in the programme of study review and to allow changes and improvements to be implemented before the module is presented again?

TQA6 
HEQC Audit

Documented procedure for the review of modules

Module review reports

Does the module review consider:

a) A report from staff responsible for the module?

TQA6 
HEQC Audit

Documented procedure for the review of modules

Module review reports

b) Any student feedback received on the module?

Student questionnaires

c) The assessment methods and resulting marks, making a comparative evaluation to ensure that assessments are appropriate and are carried out in accordance with requirements for all relevant programmes of study?

TQA6 
HEQC Audit 
Prof Inst

Assessment strategy

Module review reports 
Assessment analyses 
Programme of study review reports

d) The views and recommendations of external examiners?

Documented module review procedures

External examiners reports 
Module review reports

3.10b

Review of Programmes of Study
Does the department will carry out a regular review of quality and standards for every programme of study, to evaluate and verify the achievement of objectives. Does this review include:

TQA6 
HEQC Audit

Documented procedures for review of programmes of study

Programme of study review reports

a) A staff appraisal of the overall conduct, management and outcomes of the programme, to ensure that activities are effective and appropriate, and carried out in accordance with planned requirements.

TQA6 
HEQC Audit

b) Consideration of student feedback?

TQA6 
HEQC Audit 
Prof Inst

Minutes of Staff/Student Meetings 
Student questionnaires

c) The results of the detailed module review process where necessary?

TQA6 
HEQC Audit 
Prof lnst

Module review reports 
Programme of study review reports

Module review Reports

d) The views and recommendations of external examiners and their reports?

Programme of study review report 
External examiners reports

e) An appraisal of the assessment process, including academic standards, student attainment and progression?

TQA6 
HEQC Audit 
Prof Inst

Documented procedures for assessment appraisal

Student entrance qualifications 
Student degree classifications 
Cohort analyses

f) The views of any internal quality assessment and of external bodies where appropriate (e.g. professional institutions, employers, external quality assessments

TQA6

Internal audit reports (by university or department) 
Professional body reports 
TQA assessment reports 
Minutes of Industrial advisor group meetings

Internal audit reports (by university or department) 
Professional body reports 
TQA assessment reports 
Minutes of Industrial advisor group meetings

g) Support for learning from service departments and service providers such as libraries?

TQA6

Programme of study review report

Programme of study review report

h) Resource deficiencies and future requirements including staff development requirements?

Programme of study review report 
Module review reports 
Student questionnaires 
Staff appraisal reports

Programme of study review report 
Module review reports 
Student questionnaires 
Staff appraisal reports

4.1

Recruitment, Induction and Probation
Has the department established and maintained documented systems for recruitment and induction which integrate with and inform the university's systems?

TQA6 
Prof Inst 
HEQC Audit

Documented procedures for recruitment and induction

Staff recruitment and induction records

Are members of staff provided with a clear specification of their roles and responsibilities? Are these  
specifications regularly reviewed and updated?

HEQC Audit

Staff job descriptions

Staff job descriptions

4.2

Staff Appraisal and Development
Has the department established and maintained documented systems for appraisal and ongoing development of staff?

TQA6 
HEQC Audit

Documented procedures for staff appraisal and development

Staff appraisal and development records 
Personnel files

Is there a coherent and rational link between process and procedures for staff appointment, appraisal, development and promotion?

TQA6 
HEQC Audit

Appraisal reports 
Training programmes 
Personal profiles 
Promotion criteria 
Promotion nominations 
Staff CVs

Appraisal reports 
Personal profiles 
Promotion nominations 
Promotions achieved 
Staff CVs

Where staff deficiencies in staff performance become evident become evident are staff development measures implemented?

HEQC Audit

Appraisal reports

Staff development records

5.1

Document Control
Has the department established and maintained a documented system to control all documents and information relating to quality and standards?

Procedures describing document control

Are documents reviewed and approved by appropriate staff prior to initial issue and after any change?

Documentation procedures 
Approved procedures

Where practicable, is the nature of any changes identified in the document or appropriate attachments?

Annotated documentation 
Change attachments

Documentation change records

Are current issues of all relevant documents available at all required locations?

Location of documentation 
On-line access (if appropriate )

Are documents marked with an issue number and status, to preclude the use of superseded documents?

Documentation with issue number and status

Issue list

Is a master list should be maintained to record the current status of all documents?

Issue list

If an on-line system is use, are only current issues accessible?

On-line system access

5.2

Records and Evidence
Has the department established documented systems for the identification, collection, indexing, filing, storage, maintenance and disposition of these records?

Documented procedures and responsibilities for record keeping

Records listing 
Records

5.3

Review of the Quality Management Framework
Has the department established and maintained system for review and improvement of the overall quality and standards framework.

HEQC Audit

Documented procedures and responsibilities for record keeping

Quality and standards framework 
review reports

Are all aspects of the framework reviewed and evaluated at appropriate intervals to ensure its continuing relevance, coherence and effectiveness.

Does the review include:

a) An evaluation of quality policy and objectives against the needs of students and others to whom the department provides a service.

b) ldentification of all significant quality deficiencies and an investigation of the causes of failure to achieve quality objectives, and the implementation of formal corrective actions to preclude their recurrence.

c) An assessment of the departmental systems and activities against the expectations and requirements of external bodies (e.g. funding, professional and statutory bodies) which mav conduct external scrutiny of the
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