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UNIVERSITY OF MALAWI

1.
QUALITY ASSURANCE AND ENHANCEMENT

	Policy Name
	Quality Assurance and Enhancement

	Policy No.
	UP 01/09

	Effective From
	To be determined by Council

	Senate Proposal
	Yes

	Responsible University Officer
	Deputy Vice-Chancellor, Director of Quality Assurance, University Registrar

	Responsible Office(s)
	Principal, Dean, Head of Department, Registrar


1.1
STATEMENT OF POLICY

	Rationale
	This policy provides a framework for improvement of the quality of teaching and learning, research, outreach programmes and qualifications. The framework defines the fundamental element of University Quality Assurance (QA), that of Programme Review and Annual Monitoring, the links between this process and other University Policies supporting or providing evidence for quality assurance of the curriculum. Together these policies provide guidelines for monitoring and review of University provisions including:

· curriculum development;

· evaluation of teaching and learning;

· implementation of quality standards;

· development of academic programmes;

· student services and support;

· research and outreach;

· staff development and training;

· teaching and learning resources;

· responding to external QA requirements.

	Statement of Policy
	The University conducts an evidence based QA regime based on annual or continuous monitoring, periodic academic cycle
 review and academic audit of all university programmes which are described below.  It is important that the University can provide evidence that its QA procedures are effective and that the University is continuously improving its quality processes.  Evidence of QA will be reflected in the minutes and reports of annual monitoring and periodic reviews as well as consequent changes to modules, module delivery and programmes.

Annual Monitoring shall primarily be directed at modules and courses rather than the programme as a whole.  Programme teams will consider reports, self assessment and stakeholder input relating to the quality of module/course content and delivery and student performance on a regular basis.  Actions taken in response to these evidences will be recorded for review in subsequent monitoring meetings, for later periodic programme review and for input to the other University processes.  Any modifications to existing programmes that arise from this monitoring should be documented and implemented through appropriate University procedures.

Periodic Review shall cover the whole programme after every academic cycle by the Programme Review Team (PRT). This review will consider all available evidence to ensure firstly that the programme is still relevant to the needs of Malawi and the world and that it can continue to meet the required quality and standards of University programmes.  The team will decide whether the programme can continue, what modifications are needed and how those changes can be effected. If following this review the programme is considered non-viable the Faculty Dean will make that recommendation to the Principal. If a new programme is justified as a result of this process, the Faculty Dean is responsible for initiating this new development according to University APC/ACC requirements.

Academic Audit shall be carried out by a team put together by the University Quality Assurance Unit. This will involve spot checks of quality assurance processes of modules and programmes. The Team shall make recommendations to the appropriate University authority.

In addition to the above monitoring procedures, the University will conduct stakeholder consultation and feedback, which provide the evidence for programme review 

	Who is subject to this policy
	All University students, staff members and stakeholders.

	Related Policies
	All University policies impacting on programme quality are linked to this monitoring, review and audit framework.

	Revision History
	New Initiative


1.2
PROCEDURES
	Introduction
	This document outlines the principle quality assurance process of the University: Annual Monitoring, Periodic Review and Academic Audit. Outcomes of other quality assurance procedures will provide some of the evidence for these three processes, however further evidence will need to be assembled. Appendices to the procedures provide guidance to staff in conducting the reviews; they should not be used as checklists but rather guidance for self-assessment by reflective practitioners. 

	Definitions
	· Programme Team: all staff teaching on modules or courses of a programme.

· Programme Review Team (PRT): Three to five senior faculty representatives responsible for programme review.
· Academic Audit Team (AAT): Faculty members from each college appointed by Director of Quality Assurance.

	Personnel
	Activity: Implementation sequence
	Evidence, Data / Reference/ Related procedures

	Faculty Dean
	Annual Monitoring

Early in each term or semester the Faculty Dean will convene a Programme Team meeting to consider output of evaluations of programme content and delivery (by students and staff), of teaching quality and of student performance.

Meetings will be minuted and a record of actions required or responses to previously identified concerns will be retained for evidence to external QA and for periodic review.

Faculty Dean is responsible for ensuring agreed actions are carried out.

Data or evidence will be available from other procedures but some further evidence could be sought if needed.

Further guidance for conduct of these meetings is contained in appendix 1.
	· Student evaluations.

· Student performance statistics.

· Course related complaints.

· Staff evaluations.

· External Examiners’ reports.

· Any stakeholder feedback.

· Library/ ICT resource report.



	Faculty Dean
	Periodic Review 

Faculty Dean shall determine the time of this programme review to ensure that all faculty programmes are reviewed over their academic cycle and to balance the effort devoted to review, to development and to delivery by academic staff.

Faculty Dean will convene a meeting of PRT to identify evidence available from team members and from elsewhere. 

Faculty Dean will obtain available evidence and make arrangements for collection of other evidence as required for review by the PRT. 

Faculty Dean is responsible for preparing the report; ensuring agreed actions are carried out and for acting upon decisions to continue, modify or discontinue the programme.

Data or evidence will be available from other procedures.

Further guidance for conduct of these meetings is contained in appendix 2.
	· Student applications data.

· Student evaluation summaries.

· Student focus groups.

· Student representative comment/report.

· Staff development records.

· Student performance.

· Graduate employment statistics/trends and national policies.

· Stakeholder input: employers, associations, professional bodies, student representatives.

· Subject benchmarks and standards.

· External examiner reports.

· International developments in the discipline - changes of skill demand.

· Library/ICT resource report and capacity.



	Director of Quality Assurance/Pro VC
	Academic Audit

The Director of Quality Assurance shall appoint faculty members from each college to form an Academic Audit Team (AAT). The team shall conduct spot academic audits in the colleges.
The AAT shall sample evidence of annual monitoring, curriculum implementation, student services and support, research and output, human and material resource, external examining, teaching and learning facilities.

The AAT shall discuss their preliminary findings with the Faculty Dean and where necessary with the whole faculty. The Principal shall be invited to attend the exit academic audit meeting.

The AAT shall prepare an academic audit report highlighting their findings and responses from the Dean/Faculty for presentation to senate.
	· Student evaluations.

· Student performance statistics.

· Course related complaints.

· Staff evaluations.

· External Examiners’ reports.

· Any stakeholder feedback.

· Library/ ICT resource report.




1.3
APPENDICES

1.3.1:
Annual Monitoring

Annual Monitoring meetings should be conducted for each year/level of full time programme.

The suggested agenda for annual monitoring meeting shall consist of the following but not limited to:

(a) Attendance

(b) Documentation-verify that all reports/data needed are accessible to meeting participants or that summaries can be reported to the meeting by chair.

(c) Review of Actions from previous meeting.

(d) Consideration of results overall: average pass rates, grade distributions across modules, between years or levels, number of repeats, number of failures-any collective reasons for failure.
(i) Are there any alarming variations across modules, during successive years?

(ii) Is there a systematic reason for these variations?

(iii) Are first year performances at variance with later years?

(iv) If there are systematic reasons for differing overall exam performances does that constitute a matter that has been or should be reported to the external examiners, or is it extenuating circumstances experienced by the whole cohort that should be notified to the examination board?

(v) Are the variations consistent with any student feedback/evaluations or complaints?

(vi) Do the statistics suggest particular difficulties in some modules: with resources, with teaching or content?

(vii) How do these statistics compare with previous years or with faculty or university norms?

(viii) Who will be responsible for taking actions and at what time?

(ix) Consideration of staff module evaluations for each module
. Course tutors should evaluate their own module: their perception of the student learning experience.

(x) Was there teaching as it should be?

(xi) Were the resources as they should be?

(xii) Was student attendance and participation as it should be?

(xiii) Were there any particular problems, difficult areas, disruptions to delivery that could be rectified or remedied or which may have impacted on student achievement?

(xiv) What changes do they propose to the module and its delivery for next time?

(xv) What were the strengths and weaknesses of the module delivery?

(xvi) What innovation or diversity in teaching and learning support, learning materials or assessment did they introduce?

(xvii) Do the changes need ratification or approval by Senate?

(e) Consideration of Student feedback on the overall views for the summary of student evaluations of these modules.

(i) Consider specific evaluations for each module, include the good and the bad

(ii) Are there any good practices revealed in student evaluations?

(iii) Consideration of reports, comments or other contributions from student representatives. 

(f) Consideration of External Examiners reports and comments.


There should be a written response to all external examiners comments outlining the action taken as agreed in this meeting.

(g) Consideration of any other stakeholder input.


Examine employers and professional body input.

(h) Changes to staff capacity.


Review of any staff developments in relation to teaching on these modules that may have occurred: new staff, new capacities, promotions, new roles, relevant research/consultancy.

(i) Agree to a final action implementation plan.

1.3.2:
Programme Review

(a) The key issue for programme review is the relevance of the programme and graduate skills to the needs (employment needs) of Malawi students and judgement about this review should be supported by evidence. Therefore:

(i) Are the skills knowledge and attitudes developed through this programme relevant, do they meet international standards and can this be sustained? 

(ii) What evidence is there that the programme is relevant?
(iii) Does relevance mean more than ‘up-to-date’?

(iv) If the programme is not meeting its objectives or is not to the required standard or does not have the resources to sustain it, can it be modified to be a relevant, quality programme?

(v) If the programme cannot be sustained the PRT should commence development of a replacement programme and consult with others about discontinuity of the current programme with due regard for the future of students currently enrolled.

(b) PRT should consider a ‘programme evaluation’ by students in addition to the module level student evaluations -including recent graduates, to ask them about their perceptions and experience of the relevance of the learning outcomes and skills developed through this programme.

(c) Such a survey would yield evidence of how well programme content meet their needs and how well those needs are believed relevant to their employment and which skills turn out to be relevant to programme graduates.

(d) Programmes could also use ‘student focus groups’ to obtain qualitative feedback on the student experience.  One or more groups in free discussion about their experience as programme students and UNIMA students.

(e) Student programme representatives could be included in the review in many ways: by participation in some review meetings, by individual or group interviews with the Faculty Dean, by invited report or written survey of representatives or by assisting or facilitating student focus groups.  

Tracer Study

Graduate employment data or ‘first destination data’ is crucial to evaluating the relevance of the programme.

(a) For programme review it would be helpful to know whether the employment students obtain relates to their subject skills: how useful was this programme to them. 

(b) It would also be useful to know how long it took for them to obtain employment, as another indicator of demand for programme skills.

(c) Recent graduates could be surveyed, interviewed (telephone) or invited to attend a ‘focus group’ event.

(d) And any other measures that enhances the relevance of the programme.

It is the University policy that this review should be ‘student centred’.

The Suggested Agenda for Programme Review focussing on Student Centred shall consist of the following but not limited to: 

(a) Attendance

(b) Chair Outlines Process of Review for team members

(c) Review of Actions from previous Programme review

(d) Determination of Evidence

(i) Collective consideration of what evidence is needed

(ii) How it can be collected (in good time) and a schedule of future meetings for consideration of the evidence.

(e) Student Achievement and Student Experience

(i) Graduate destinations: what is happening to graduates to this programme?

(ii) Employment rates?  

(iii) Are graduates using the skills developed on this programme?
(iv) Cumulative pass rates, grade and award distributions?  

(v) How do they compare with other UNIMA programmes and with equivalent international programmes?

(vi) Withdrawals, failures and transfers do they indicate any implications for the programme?

(vii) What proportions of graduates go on to further study or research?  

(viii) Are they well prepared by this programme? 

(ix) How does first year student achievement compare with later years? 

(x) Are first year students adequately prepared for University study and for this programme?  

(xi) Do admission criteria need review? 

(xii) Do students need more support or improved induction on entry?

(xiii) What does the focus group say?  

(xiv) Is the programme attractive to students?

(xv) Is the student workload comparable with other programmes?

(xvi) What do the students say?

(xvii) How have applications for the course changed over the last review period? Is the standard of applicants and admitted students rising or declining?

(xviii) What proportions of applicants are accepted?  

(f) Student Access
(i) Consider student data (admission and performance) by gender, disability and known socio-economic status of students?

(ii) Is ‘access’ widening, static or worsening?
(iii) Does the data indicate more support is needed for some groups of students? 

(iv) Does the programme need to improve the targeting of its marketing to improve representation by these students?
(v) Are there any resource or infrastructure reasons for poor participation and achievement by under-represented groups?
(vi) Can the programme report any good practice in support for individuals from under-represented groups; marketing, learning materials, learning support?

(vii) Alternative delivery modes.   What success has there been in recruiting distance learners, part-time learners, workplace learners, credit transfer students?

(viii) Can these learning routes be extended?

(g) Student feedback

(i) Student evaluations.

(ii) Consider holding student focus group meetings for each level to discuss student experience with the programme. 

(iii) Obtain feedback from graduates, those employed and un-employed. 

(h) Stakeholder feedback


Obtain comment from employers, employer associations, Professional Bodies about the quality and relevance of the programme, their experience of programme graduates and developments in professional training needs. 

(i) Review Programme Objectives

(i) Are they still relevant objectives?

(ii) Are they being achieved by students?

(iii) Module by module consideration of the relevance of each module to the programme. Are there any changes needed to module content, objectives, level, or assessment to improve the student experience or to enable this module to contribute better to programme objectives? Compare student achievement across programme modules. Is the variation indicative of anything that could be corrected?  (Much of this is covered in Annual Monitoring)

(iv) Identify how staff research has informed the curriculum and contributed to the learning experience of students on this programme. 

(j) Key Skills


What evidence is there that the key skills targeted by the programme are being developed?  Does student assessment cover key skills? Does the programme use separate modules for key skill development or is it integrated? What do students and employers say about key skills? (see Appendix 5).

(k) Resources and sustainability

(i) Is the programme adequately staffed? Are staff capacities well suited to programme content? Is there any specific development need to ensure adequate staff competency for the next four years?  Is the viability of any programme modules threatened by lack of staff competence?

(ii) Has the annual monitoring revealed any recurring resource issues? Can these be resolved? Do they threaten viability or quality of the programme?
(l) Standards

(i) Have subject area standards changed in the last review period?

(ii) Does the programme still align properly with accepted Qualifications and Credit Frameworks?

(iii) How does the programme compare with available subject benchmarks or professional training standards?

(iv) Is the programme still in good standing with professional bodies?

(v) Have External Examiners been involved as required?  Is the engagement of externals adequate to assure standards? 

(vi) Review comments of externals of the last review period. Are there any recurring concerns?   Have all concerns been addressed? Could externals be asked to submit comment for this review or about any matter they feel competent to comment upon?

(vii) What do employers and recent graduates say about programme standards? Are graduates equipped and able to deploy the skills they need in the workplace?

(viii) What innovation, good practice or diversity in teaching and learning methods, in assessment or student support has been used on the programme?  Should this experience be shared with the rest of the University?

(m) University services to students

(i) What do students say about their experience of University student support services: careers guidance and support, basic skill or study skill support, teaching, accommodation, counselling, library, chaplaincy, housing, catering and what impact does this have on the student experience and achievement?

(ii) Does the adequacy of these services impact adversely on the student learning experience? How can it be improved, could the programme supplement these services?

(n) Prepare report

(i) The report should be evaluative-what are the strengths and weaknesses of his programme.  Evaluate the evidence and decide what changes or actions are needed - or summarise what action has been taken during annual monitoring.  This report must satisfy external quality inspectors and assure them that the University has Quality Assurance process and self-evaluation that are working and are truly self-critical. 

(ii) Where proposed modifications warrant re-approval of the programme the report should be supplemented with the documentation required to enable this to happen.  

(iii) Identify any experience, innovation or practice which could be shared with others in the University for Continued Quality Enhancement and staff development.

1.3.3:
Module Review
Guide for reflection on module delivery of Annual Monitoring Staff, Module Review shall consist of the following but not limited to:
a) Programme:

b) Module/Course (and level):

c) Lecturer/tutor Name:

The headings and questions below may guide the module deliverer in the reflection on most recent delivery of the module.

Comment on:

(a)
Student awareness of the intended learning outcomes.

(b)
Student awareness of the objectives of each teaching session.

(c)
Student preparedness for this module.

(d)
Student workload for this module.

(e)
Student attendance.

(f)
Student participation.

Guiding questions 

(a) Did you manage to cover all the objectives during the teaching sessions?

(b) Did you manage to cover all the desired module content?

(c) Did students appear to have difficulty with parts of the module?

(d) Were you approached often outside the classroom for assistance?

(e) Did you deploy any methods/tactics to increase students’ capacity for independent learning?

(f) What changes do you make with this delivery?

(g) Did you develop any new learning material for this delivery?

(h) Were there any resource issues impacting on module delivery? 

(i) Did students make use of resources beyond those you provided? 

(j) Could these have affected student achievement? 

(k) How has your research and consultancy contributed to content or delivery of this module?

(l) What are the strengths/weaknesses of the module?  

(m) What were the strengths/ weaknesses of your delivery of the module? 

Recommendations
What changes need to be made to the module: content, delivery, assessment? 

1.3.4:
Key Skills

The following is an indicative range of key skills which an undergraduate might reasonably be expected to develop. It is not an exhaustive list nor is it realistic to expect all students to develop the complete set of these abilities. 

(a)
Communication and Presentation 

(i) Write clearly, correctly and concisely for a range of contexts (including report writing) and for different audiences. 

(ii) Make effective oral presentations. 

(iii) Use effective presentational aids and techniques. 

(iv) Use numerical information in communication. 

(b)
Problem-Solving and Creativity 

(i) Use strategies for achieving realistic solutions to a range of problem types. 

(ii) Research and manage a wide range of information. 

(iii) Identify key issues and questions. 

(iv) Select and adopt effective methods of analysis including statistics. 

(v) Recognise trends and cause-effect relationships in data. 
(vi) Draw logical conclusions. 

(vii) Use strategies for generating novel ideas. 

(viii) Develop novel ideas to successful conclusions. 

(c)
Information Technology 

(i) Use word processing. 

(ii) Make appropriate use of communication technologies - Internet, e-mail. 

(iii) Use appropriate software e.g. spreadsheets. 

(iv) Use on-line bibliographic search facilities. 

(d)
Teamwork/Collaboration 

(i) Support the achievement of consensus in a group. 

(ii) Collaborate in learning and share information. 

(iii) Show respect towards, and interest in, the views of others. 

(iv) Perform agreed tasks or roles. 

(v) Co-ordinate and take leading roles in tasks. 

(vi) Assess own work and work of others. 

(vii) Negotiate in a professional context. 

(e)
Project Planning and Organising 

(i) Develop and implement formal task plans. 

(ii) Recognise entrepreneurship opportunities. 

(iii) Show consistency of commitment. 

(iv) Make decisions on a rational basis. 

(v) Carry out a risk assessment. 

(f)
Personal Development 

(i) Manage time and meet deadlines. 

(ii) Work on own initiative. 

(iii) Reflect on, and record, own work and skills. 

(iv) Plan personal development. 

(v) Learn independently. 

(vi) Develop inter-personal networks. 

(vii) Take an ethical approach in actions. 

(viii) Take account of environmental issues.
� Academic Cycle means a full time study duration of a programme


� Staff may find it helpful to use a guide for their module evaluation form such as contained in Appendix 3. Or departments might develop a standard form for this.


� From Teaching And Learning: A Guide To University Policy and Procedures, University of Strathclyde, 2003 
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