

The Annual Evaluation Process

Contents:

Section 1: Annual Evaluation	  1
Introduction	1
Aims	1
Key Principles	2
Collaborative Provision	2
Professional, Statutory and Regulatory Bodies (PSRB)	3
Section 2: Process	  3
Course Annual Evaluation Reports	4
Indicative Schedule	7
Section 3: Roles and responsibilities	  8
Link Tutor	8
Schools	8
College LTQE Sub Committee	9
Academic Standards and Quality Enhancement Committee                                10
Section 4: Guidance notes on completing the process	10
Guide to writing the Course Annual Evaluation Report                                        12

[bookmark: _Toc107216743][bookmark: _Toc107816583][bookmark: _Toc107816601]Section 1: Annual Evaluation
[bookmark: _Toc107216744][bookmark: _Toc107816584][bookmark: _Toc107816602]Introduction
1. The preparation and subsequent discussion of Annual Evaluation Reports (AER) enables course teams, Schools, Colleges, and the University to evaluate the academic health of the educational programmes of the University, to identify good practice, strengthen accountability and act on the basis of informed review and analysis.  

2. As a minimum the process evidences how the ongoing quality enhancement of academic provision and the student experience meets the Office for Students Conditions for Registration. 

3. The process also supports how we demonstrate that the quality and standards of University awards meets sector-recognised standards and guidance including (for example) the QAA’s UK Quality Code for Education. 

4. More generally, Annual Evaluation Reports provide the University with the evidence it requires to enable it to discharge its responsibility for the standard of each award made in its name, and to be assured that the quality of education provided for students is at least satisfactory or better.  The process identifies issues requiring attention and a mechanism for ensuring that they are addressed, and highlights examples of good practice for wider dissemination.  In also asking course teams and Schools to establish a ‘live’ Enhancement Plan, the process contributes to continuous improvement of the quality of provision across the University.  
[bookmark: _Toc107216745]
[bookmark: _Toc107816585][bookmark: _Toc107816603]Aims
5. The process aims to:
ensure genuine critical reflection and evaluation on all aspects of the delivery of the curriculum and support for student learning
secure continued systematic improvement in the overall quality of provision and the student experience
develop live Enhancement Plans which can be effectively implemented and progress mapped throughout the academic year.

[bookmark: _Toc107216746][bookmark: _Toc107816586][bookmark: _Toc107816604]Key Principles
6. The process therefore is based on the following key principles:
a. self-critical reflective consideration of evidence 
b. accountability at all levels throughout the University
c. evaluation for forward action planning
d. dissemination of good practice.

7. As an integral part of the system, it is expected that good practice is shared amongst staff, and that feedback is given to staff, students, and external examiners on issues raised in reports at all stages in the system.  For instance, it is expected that staff communicate with students via Course Management Committees, notice boards and the virtual learning environment (VLE).  In addition, the minutes of Course Management Committees are made available for students, and a copy of the Course Annual Evaluation Report is sent to the external examiner, once it has been agreed and signed off.

8. The process is designed to complement Periodic Review.  This occurs in two key ways:  Review Panels will consider the effectiveness of Departments and Schools in managing and developing the quality of the student learning experience, maintaining academic standards, and developing the curriculum of the associated courses.  In addition, outcomes from Periodic Review inform the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan and Course Annual Evaluation Report Enhancement Plans as appropriate.

[bookmark: _Toc107216747][bookmark: _Toc107816587][bookmark: _Toc107816605]Collaborative Provision
9. Annual Evaluation Reports are produced for every course (or accredited module) that results in a UW award, including those offered by partner institutions to their students.  However, by negotiation[footnoteRef:2] partners can submit reports to the format normally used by that institution provided that required elements of the Annual Evaluation process are present.  (This will normally be the Enhancement Plan, Link Tutor reports and the response to the external examiner report(s)).  In such cases, additional information pertaining to the Annual Evaluation process should be made available to Schools alongside submission of the annual report.[footnoteRef:3]      [2:  Such negotiation normally entails the submission of a report or report template to AQU prior to use within the process.  AQU will then liaise with partner organisations about any additional requirements.  ]  [3:  This policy also applies in cases where action plans are required by external bodies, normally Ofsted.
] 


10. For provision taught at more than one site, a report should be produced for each site.  An overview report will then be compiled in the same manner as a Course Annual Evaluation Report (using the Course Annual Evaluation Report template) drawing together the key themes from each individual submission.

11. [bookmark: _Int_UCqPWGOW]All Course AERs should include a list of award titles covered by the report.

[bookmark: _Toc107216748][bookmark: _Toc107816588][bookmark: _Toc107816606]Professional, Statutory and Regulatory Bodies (PSRB)
12. Where issues have been raised by a PSRB, the action being taken to address such issues must be included explicitly within the Enhancement Plan of the Course Annual Evaluation Report.
[bookmark: _Toc107216749][bookmark: _Toc430151565]

[bookmark: _Toc107816589][bookmark: _Toc107816607]Section 2: Process
13. The process takes an evidence-based approach with outcomes clearly based on evaluation and enhancement.  The value of this process lies in all participants taking an honest, reflective, and evaluative approach.  Issues are highlighted without apportioning blame and the focus is always on how to address issues and identify action that will result in quality enhancement.

14. The Course Annual Evaluation Report template is an aide memoire to reflection on key data sets and evidence sources to identify success, achievement, limitations, and issues.  It includes the production of a short SWOT analysis

15. The Enhancement Plan should clearly be derived from evidence sources (see below).  This leads to more focussed actions that are easier to address, whether these aim to rectify issues or progress opportunities – actions have an anticipated date of completion (or milestones) and demonstrable criteria for success (i.e., when they have been achieved).

16. Heads of Department have a role in working with course leaders to ensure that the Annual Evaluation process is completed effectively and that the enhancement plans will address any issues or challenges identified and result in clear improvements to the student experience.  Additionally, they have a role in ensuring dissemination and transfer of good practice.  

17. Enhancement Plans are “live” documents which are kept under review and updated on a regular basis (e.g., via Course Management Committees), including for provision delivered through collaborative arrangements.  

18. The Enhancement Plan covers the following areas:
a. issue or objective to be addressed. 
b. actions to be taken. 
c. key dates for achievement of actions.
d. key person responsible for action.
e. criteria for success or impact.
f. Progress.

19. The following process should be followed by all Schools:
a. Academic Quality Unit (AQU) will issue a spreadsheet of approved School provision.  The spreadsheet will be saved on SharePoint and a link to the information will be sent to the School Quality Administrators and Coordinators, for dissemination to key School staff.  The spreadsheet should be used as a reference for which courses are expected to complete the Annual Evaluation process.  The School Quality Administrator will be responsible for ensuring that reports for all awards within the School, including in relation to each partner, have been received.  Quality Administrators will complete the spreadsheet, recording when reports have been received and the process is completed.  The completed spreadsheet should be appended to the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan.
b. Key data sets and Course Annual Evaluation Report templates will be saved on SharePoint.
c. Each School will have its own AER folder on SharePoint.  Within each School folder there is a folder (titled “Draft”) for Course Leaders and teams to work on the draft Annual Evaluation Reports. 
d. Schools should make use of a range of data to support their review.  QED will continue to provide Schools with information on course performance, drawing on data and where possible, external benchmarking.
e. Quality Coordinators (supported by College Directors LTQE) will facilitate workshops for Course Leaders within their Schools and relevant academic partner staff.  These workshops will support Course Leaders to analyse data and write their enhancement plans.  The workshops will be held in July and early September 2022.
f. Course Leaders, Quality Coordinators, relevant academic partner staff and Heads of Department will attend a mandatory peer supported development workshop to complete Course Annual Evaluation Reports.  The workshops aim to support quality enhancement by providing feedback to the course team and identifying good practice and any issues that need to be addressed.  The School workshops will be held week commencing 19 September 2022 and 26 September 2022.  Scrutiny templates will be provided to aid the process.
g. Following the workshops, the Heads of Department will receive completed Course Annual Evaluation Reports by 24 October 2022.  Completed Annual Evaluation Reports are to be uploaded to SharePoint in the relevant folder (titled “2021-22”) for their School.  The Head of Department’s role is to confirm the Course Annual Evaluation Report is complete and of appropriate quality to:
1) ensure that the evaluation process has been carried out appropriately.
2) identify any course in need of monitoring and additional support and feed into the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan.
h. Heads of Department should have completed the review of all course Annual Evaluation Reports within their department and signed-off the reports and action plans by 14 November 2022.  Following Head of Department sign-off, Course Annual Evaluation Reports are shared with students via Blackboard and forwarded to external examiners.
i. Alongside this process, the School Learning, Teaching & Quality Enhancement Evaluation and Development Plan should be written by nominated individual(s) in the School.  Schools do not need to wait for courses AERs before working on their own development plans.  The Evaluation and Development Plan should be agreed by the Head of School and the School Senior Management Team (including the College Director) by 14 November 2022.  The agreed School Evaluation and Development Plan should be uploaded to SharePoint for AQU to include in the College LTQE papers by 21 November 2022.

[bookmark: _Toc107216750][bookmark: _Toc107816590][bookmark: _Toc107816608]Course Annual Evaluation Reports
20. Course leaders use the following evidence base as the primary source for compiling the Annual Evaluation Report:
a. statistical data.
b. Link Tutor report(s).
c. external examiner reports and response[footnoteRef:4]. [4:  If an external examiner’s report has not been received, a course AER should still be produced.  Any additional Actions required because of the external examiner’s report should be included in the Enhancement Plan upon its receipt. 
] 

d. student feedback including the National Student Survey (NSS) and the University Course Experience Survey (CES).
e. Course Management Committee minutes or equivalent.
f. Professional and Statutory Regulatory Body Reports.
g. Internal/external review reports (e.g., Periodic Review).
h. Employer/stakeholder feedback.
i. Analysis of the response rate for module evaluations and UW CES.
j. Engagement with University and/or School quality enhancement initiatives or projects.

21. Course Annual Evaluation Reports should therefore be produced for:
a. each course or group of related courses leading to a UW award including research degrees and apprenticeships.
b. every course or accredited module, or group of modules, run by a partner institution.

22. Reports are normally drafted by the Course Leader (or equivalent) but are the outcome of discussions with the course team and student representatives through course management committees or other appropriate meetings. 

23. Course Annual Evaluation Report is comprised of the following:
a. The completed report template and narrative.
b. Action Plan from the previous year, with report on progress and commentary as appropriate.
c. Enhancement Plan for current year.
d. Commentary on the evidence informing the Enhancement Plan including a short SWOT analysis.

24. The following are also appended:
a. Data summary report.
b. Course management committee minutes.
c. External examiner reports including response.
d. PSRB report(s) as applicable.
e. Link Tutor report (in cases of collaborative provision)
f. Partner Overview Report (see paragraph 10).

25. Course Annual Evaluation Reports are shared with students via Blackboard and forwarded to external examiners; consideration should be given to ensure that individuals are not identifiable within the reports.

26. The completed Course Annual Evaluation Report and action plan should be a standing item at the Course Management Committee.  It is the role of the Course Management Committee to consider the course Annual Evaluation report and monitor progress in relation to the Enhancement Plan

School Learning, Teaching and Quality Enhancement Evaluation and Development Plan for 2022/23 (Annex 3)
27. The Head of School and School Senior Leadership Team (including the College Director) should take responsibility for the formulation and agreement of the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan.  Schools do not need to wait for courses AERs before working on their own development plans.  

28. Schools should use the following evidence base as the primary source for compiling the Learning, Teaching and Quality Enhancement Evaluation and Development Plan:
a. Statistical data related to key performance indicators at School and course level (externally benchmarked where possible).
b. Student feedback, including CES and NSS outcomes, and engagement with module evaluations.
c. External examiner, PSRB, Link Tutor and other external reports – e.g., from employers.
d.  Impact of developmental and enhancement activity, including PSRT. 

29. It is not expected that reference to every Course Annual Evaluation Report is made in the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan, although attention should be drawn to excellent performance or courses where there may be challenges or issues.  The emphasis for the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan is on managing risk and planning for continuous improvement.

30. There are no set criteria for the identification of courses identified as in need of additional support and this is at the discretion of the School Senior Management Team.  Reasons for the identification vary and could include concerns related to:
a. Recruitment: This has the potential to impact on course viability and, where recruitment is low, to student experience.
b. [bookmark: _Int_dc5QTslG]Retention: Low retention impacts on the student experience, both those who leave the course and, in some cases, those who remain and progress.  Low retention can have resource implications, both staff and financial.  Retention and non-completion metrics, as these are now included key OfS (Office for Students) metrics, can have broader implications.
c. Adverse student feedback: This can be through module evaluation, course evaluation and through student surveys which is below benchmarks or UW agreed parameters.
d. Adverse feedback from External examiners, external advisors through the Periodic Review process.
e. Adverse feedback through annual monitoring by Professional Statutory Regulatory Bodies.
f. Adverse feedback from students through course management committees or from other sources.
g. Quality concerns can also arise where courses do not meet national benchmark requirements, for example, grade inflation, lower progression rates and lower completion rates.
h. Courses may also be identified if concerns are raised in relation to graduate employability or inclusivity. 
1) Courses in need of additional support should have action plans appended to the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan. 

31. The specific support requirements should be identified and agreed by the Head of School and the College Director LTQE, in discussion with the Head of Department and Course Leader.  The agreed support should form part of the Course AER enhancement plan when completed. 

32. The School Learning, Teaching and Quality Enhancement Evaluation and Development Plan will have a short statement of evaluation, for each section, together with any planned developments as appropriate.  Specific actions should be identified, indicating who is responsible, the key dates/milestones for achievement and the intended success criteria/impact.  It is not necessary to identify actions in relation to every heading in each section, and it is assumed that course level actions are identified in the Course Annual Evaluation Reports.  The School Learning, Teaching and Quality Enhancement Evaluation and Development Plan is the opportunity to identify potential developments and enhancements at School level.

33. As deemed appropriate, the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan may also include key information required in relation to key priorities of University strategy (e.g., to gather evidence on external engagement, student success, etc.).

34. The enhancement plan should be updated in relation to progress on actions by Friday 10th March 2023 and sent to AQU for inclusion in the College LTQE papers by Monday 13th March 2023 for monitoring purposes.

35. A key part of the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan is updating the previous year’s Action Plan and providing commentary on progress and addressing any barriers to achievement, with organisational barriers to be identified as matters to be referred beyond the School, if appropriate.  The updated Action Plan should be appended to the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan for consideration by the College LTQE Committee.

[bookmark: _Toc107216751][bookmark: _Toc107816591][bookmark: _Toc107816609]Indicative Schedule
36. Schools are advised to use (and adapt as appropriate) the following indicative schedule:

	July and September 2022
	Course Leaders to attend AER writing workshops

	June – September 2022
	Course Leaders to draft AERs between June and end of September, focussing on statistical analysis, completing the report, and identifying priorities for an enhancement plan.

	Early September 2022
	Link Tutor report submitted to UW Course Leader for inclusion with AER*

	w/o 19 September and 26 September 2022
	Course Leaders, Quality Coordinators and Heads of Department attend a mandatory peer supported workshop to complete Annual Evaluation Reports and enhancement plans.

	24 October 2022
	Course AERs received by Heads of Department

	14 November 2022
	Course AERs reviewed and signed off by Heads of Department

	14 November 2022
	School Learning, Teaching and Quality Enhancement Evaluation and Development Plan to be agreed at School SMT by the Head of School and School Senior Leadership Team (including the College Director)

	7 December 2022
	The School Learning, Teaching and Quality Enhancement Evaluation and Development Plan considered by College LTQE Committee 

	11 January 2023
	ASQEC Considers AER process

	29 March 2023
	Progress on the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan is considered by the College LTQE Committee


[bookmark: _Int_ISMUiShi]* The Link Tutor report should also be sent to the HE Manager (where appropriate, the Course Leader (or equivalent)) at the partner organisation, the Head of Collaborative Programmes, and the Head of School.
[bookmark: _Toc107216752]

[bookmark: _Toc107816592][bookmark: _Toc107816610]Section 3: Roles and responsibilities
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37. [bookmark: _Ref107215650][bookmark: _Int_Kp5ZcORa]The Link Tutor has a dual role: assisting and supporting staff in the partner institution and providing assurance to UW that the partnership is operating appropriately.  During the year, the Link Tutor might make several visits to a partner organisation, in accordance with the guidance on the role of the Link Tutor.  They are requested to produce a short annual report (normally no longer than two pages) on these visits.  These reports are an important feature of the Course AER and should be a part of the evidence base for the Enhancement Plan.  A template for the Link Tutor report can be accessed via SharePoint.

[bookmark: _Toc107216754][bookmark: _Toc107816594][bookmark: _Toc107816612]Schools
38. Heads of School, in association with the School Senior Management Team, are responsible for the production of the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan.  Schools should monitor the progress of the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan through their SMT a minimum of twice per annum.

39. Heads of Department in liaison with the School Quality Co-ordinator are responsible for ensuring the effectiveness of the process at course level, including the quality of enhancement planning, and for maintaining an overview of quality and standards across provision (including collaborative programmes).  Heads of Department are responsible for supporting the continuous improvement of quality and standards through quality enhancement activity, for managing risk and ensuring that actions and recommendations from internal or external review activity at course and departmental level are addressed. 

40. Therefore, in relation to the Course Annual Evaluation process, the School SMT should:
a. ensure: 
1) that a complete and appropriate set of reports (including Link Tutor reports) for all applicable provision has been completed.
2) that all reports provide a full and appropriate response to external examiner(s).
b. discuss: 
1) the academic health of courses, including the academic health of courses delivered by partner organisations, as evidenced by key performance indicators, metrics, and any other relevant external reports.
2) generic issues arising from the Annual Evaluation process (these might be matters of process/procedure or issues about courses/student experience – including recruitment, retention, achievement, etc.).
a. determine: 
1) those courses that may require specific monitoring or additional support in the current reporting year and the action to be taken to manage any risk or enable any identified opportunities.
2) matters for the School (or Department) to address in relation to quality and/or standards issues.
b. refer matters that need University level review or development and/or response as appropriate.
c. review progress on actions from previous year.
d. agree any actions/priorities to enhance the quality of courses and the student experience over the next academic year.
e. Monitor, a minimum of twice per annum, the progress against 
1) the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan.
2) Courses identified as in need of additional support.
[bookmark: _Toc107216755]
[bookmark: _Toc107816595][bookmark: _Toc107816613]College LTQE Sub Committee
41. The role of the College LTQE is to oversee the annual evaluation process and report to ASQEC on the AER process and outcomes.  This will be done by ensuring that each School has robustly carried out the process and that the School has an appropriate evaluation and development plan in place, based on the evidence provided in the School Learning, Teaching and Quality Enhancement Evaluation and Development Plan.

42. Therefore, in relation to Annual Evaluation process, the College LTQE Sub Committees should:
a. Monitor courses identified as in need of additional support – these are initially identified by the School in their enhancement plan but can also be identified by the College LTQE when considering the outlier data and other metrics/KPI data.
b. Receives the School Learning, Teaching and Quality Enhancement.  Evaluation and Development Plan including progress update on last year and spreadsheet showing receipt of course AERs and Link Tutor reports etc.
c. Review key metric and KPI data.
d. Receive verbal reports from the School Quality Co-ordinator on the School scrutiny process.

43. [bookmark: _Int_hDXGHnvo]In keeping with an approach that supports a lighter touch for lower risk courses, good practice would suggest that course enhancement plans are continually reviewed and updated through Course Management Committees.  College LTQE will receive School Learning, Teaching and Quality Enhancement Evaluation and Development Plans once per annum to review and discuss progress against past year’s plan.  The College LTQE will receive metric reports as when they are available over academic year cycle.  Courses identified as higher risk and/or requiring additional support and/or where there are challenges in achieving improved outcomes may be more formally monitored by College LTQE Sub Committee; this will usually be done by presenting updates against the enhancement actions.

[bookmark: _Toc107216756][bookmark: _Toc107816596][bookmark: _Toc107816614]Academic Standards and Quality Enhancement Committee
44. [bookmark: _Int_KEDDvTSR]The Academic Standards and Quality Enhancement Committee (ASQEC) retains responsibility for reporting annually to Academic Board on academic standards and the academic health of the University’s portfolio of taught programmes and the quality of the student learning experience (see ASQEC Terms of Reference).  This includes monitoring of progress in relation to University level enhancement and development projects related to educational and student experience matters.

45. ASQEC maintains oversight of academic standards and quality through consideration of regular reports pertaining to:
a. Statistical indicators for retention, progression, achievement, and employment outcomes.
b. External examiner and PSRB reports.
c. Course approval and periodic review reports.
d. Results of student surveys, including NSS and CES.
e. Teaching Excellence Framework data sets.
f. Access and Participation data sets.

46. College Directors will each present to ASQEC a report, evaluating the effectiveness of the AER process, specifically to note:
a. Overview of process.
b. Commentary on development plans.
c. Common themes.
d. Consideration of matters referred from Schools for University level action.
e. Courses in need of additional support.
f. Identification of any courses where an Evaluation Report has not been completed.
g. Conclusions and recommendations to ASQEC.
[bookmark: _Toc107216757]
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Appendix 1
[bookmark: _Toc107216758]Standard Evidence Base
47. Normally, the following statistical data is used for the purposes of the Annual Evaluation process:
a. applications and admissions
b. student characteristics
c. graduate destinations data
d. retention and completion data
e. progression and achievement data. 

48. [bookmark: _Int_hPcxH8kU]To benchmark provision, report authors are also encouraged to make use of external benchmarking and trends over the last three years and benchmark with similar courses in other HEIs (i.e.: see DiscoverUni).  

49. In addition, authors of Course AE reports are expected to draw upon evidence from the following in arriving at their Enhancement Plan:  
a. external examiner reports[footnoteRef:5] [5:  If an external examiner’s report has not been received, a course AER should still be produced.  Any additional Actions required because of the external examiner’s report should be included in the Enhancement Plan upon its receipt.] 

b. internal review reports and responses
c. NSS and other survey outcomes (where applicable)
d. Course Management Committee and/or Staff/Student Liaison Committee minutes
e. student module feedback and evaluation
f. Link Tutor reports (in the case of collaborative provision)
g. external review reports (e.g., PSRB)
h. module results summaries, analysis of response rate for module evaluations and UW CES
i. employer (and other stakeholder) feedback

50. [bookmark: _Int_3PKzlWsm]Courses must also consider national subject developments (e.g., the publication of an updated subject benchmark statement) and University and School development priorities.  

Appendix 2

[bookmark: _Toc107216759][bookmark: _Toc107816598][bookmark: _Toc107816616]Guide to writing the Course Annual Evaluation Report
51. [bookmark: _Int_5w0xcBzk][bookmark: _Int_hTMm2ztc]The following points provide a step-by-step guide through the process of gathering and evaluating evidence to inform the Enhancement Plan.  The nature of the questions to be asked of the evidence will be course specific as well as more general questions as indicated below.  Therefore, this guidance aims to be neither exhaustive nor prescriptive.

52. [bookmark: _Int_hHc683iO]Gather information to create evidence base.  
a. statistical data.
b. external examiner report(s).
c. periodic review reports and responses.
d. CES and other survey outcomes.
e. NSS outcomes. 
f. module results summaries (as published on SharePoint and/or available from exam boards).

53. [bookmark: _Int_nqahnt1p][bookmark: _Int_4tQ4hiiG]Other information will be available within your School.  If you are unsure how to access these items, your School Quality Administrator will be able to guide you.  This includes:
a. Course Management Committee and/or Staff/Student Liaison Committee minutes.
b. student module evaluation.
c. external review reports (e.g., PSRB monitoring reports). 
	
54. You should also collect any other relevant information, which might include:
a. Link Tutor reports (in the case of collaborative provision; provided by the UW Link Tutor[footnoteRef:6]). [6:  Details of the role of the Link Tutor regarding the AE Process can be found in paragraph 37 of the AE Process document.  A Link Tutor report template is available on the AQU Annual Evaluation webpages.
] 

b. employer (and/or other stakeholder) feedback.
c. national subject developments e.g., updated subject benchmarks.

Following the collation of evidence:
55. Explore the statistical data – guidance on interpreting the data will be made available and would typically include changes from last year including reflection specifically on trend data and comparison with competitor institutions.

56. [bookmark: _Int_fwdD4bGr][bookmark: _Int_DZ27khzJ][bookmark: _Int_fLWYsyVz][bookmark: _Int_I9FhE5vL]Review external examiner reports, highlighting key issues and good practice.  The report asks you to make a summary response to the external examiner(s).  In addition, where issues are raised, these should be entered into the Enhancement Plan.  Please bear in mind that upon completion of the Annual Evaluation Report and once it has been agreed and signed off through the scrutiny process, the full report is sent to the external examiner.  Currently some Schools manage this centrally while others require Course Leaders to send a copy to the EE.  Please check with your School Quality Administrator if you are unsure.

57. [bookmark: _Int_ugy2cg5K]Note progress made in response to any internal and/or external review reports – are there any changes to the current plans?  If external (PSRB) reports require action, these MUST form part of the Enhancement Plan.

58. [bookmark: _Int_0GN0mOjs]Review Course Management Committee and/or Staff/Student Liaison Committee minutes – are there common themes relating to student expectation/satisfaction – should any action be taken?  Does this relate also to NSS and/or UWSS outcomes, student module feedback, module results, external examiner’s report, etc.?

59. Do Link Tutor reports raise any issues that require action – either in the form of potential developments or the mitigation of risk?

60. [bookmark: _Int_EgZMpDxV][bookmark: _Int_biNHcZJl]Do module results or exam board minutes raise any issues regarding assessment?  Does an exploration of these minutes relate to matters arising elsewhere (e.g., external examiner’s report, Course Management Committee minutes/NSS/module feedback)?  If there are common themes, what action might be taken to rectify issues or to enhance current practice?

61. [bookmark: _Int_pbBFjfvw]Is there other information, arising from stakeholder groups, sector-wide subject development, etc., which might necessitate action?  

62. [bookmark: _Int_VXnF9RgF]Complete the Course Annual Evaluation Report template, ensuring that all actions noted can be clearly related to the evidence base, have realistic milestones/completion dates, and clearly identify the individual with lead responsibility.  Completion dates do not have to be within an academic year, although for longer term plans it is expected that at least annual milestones are put in place to track progress.  Items to append to the AER include:
a. Enhancement plan with progress update from last year 
b. Enhancement plan for the current academic year 
c. Course Management Committee and/or Staff/Student Liaison Committee minutes.
d. student module evaluation.
e. external review reports (e.g., PSRB monitoring reports). 
f. Link Tutor report (for collaborative provision).
g. Partner Overview Report (for collaborative provision).

63. Use the SWOT analysis to identify key strengths, weaknesses, any identifiable opportunities to strengthen the course further, or any threats that may impact on its future viability or quality.  Key actions identified through the analysis should normally feed through to the enhancement plan. 

64. [bookmark: _Int_BfHJL7WM][bookmark: _Int_8zOzCrz6][bookmark: _Int_nK7VvGLv]Regarding progress against previous plans, where actions are not completed it may be appropriate to report progress to date (or reasons for delay), and either amend milestones/completion or amend the action itself in the light of new evidence.  In such cases, the changes made should be apparent to provide oversight of progress.  Avoid use of the term ‘ongoing’.  

65. Submit the completed Course Annual Evaluation Report to your Head of Department for review and once confirmed by the Head of Department, submit to the School Quality Administrator.
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