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Section H   

Procedures and Guidelines for the Ongoing 

Monitoring of Programmes 
Procedures and Guidelines for the Ongoing

Monitoring of Programmes 
The procedures and guidelines outlined below will guide all staff and learner representatives involved in the ongoing monitoring of programmes.  This monitoring process relates to the programme as a whole and not to the progress of individual learners on these programmes.  

1.
PURPOSE

1.1 The purpose of these procedures and guidelines is to -

· ensure systematic processes exist for gathering and considering information that can be used to improve the delivery of programmes;

· ensure programmes remain current and continue to meet their stated aims;

· monitor the degree to which learners meet the intended learning outcomes of the programmes and the extent to which the assessment mechanisms are appropriate;

· contribute to the development of a quality culture in which all participants are aware of their respective roles and that actions are taken to address observed weaknesses in the programmes;

· position the monitoring of programmes within a framework of systematic periodic reviews.

2.
SCOPE


2.1
The document refers to the ongoing monitoring of programmes validated by the Institute under authority delegated by HETAC, consistent with section 29 of the Qualifications Act; and the monitoring of programmes where the Institute has responsibility for curriculum development and the assessment of learners. 
3.
NATURE OF MONITORING

3.1
Monitoring programmes involves the ongoing examination of programmes delivery.

3.2
The experience gained from delivering the programme should be evaluated in the context of the programme’s aims.

3.3
This examination of the programmes should focus on the links between the subjects/modules, the demands on the learners, and the coherence of the programme delivered.

3.4 
It is an Institute requirement that the course board complete the Course Board Annual Monitoring Report for each programme and that the necessary changes must be introduced for the next delivery of the programme.  A pro-forma Course Board Annual Monitoring Report is included in Appendix H1.  To introduce significant changes to a programme it is necessary to mirror the procedures for the validation of new programmes (see Section G).

4.
COURSE BOARDS

4.1
The main focus of course boards is to monitor the ongoing delivery of programmes and to introduce improvements. All lecturing staff together with at least one student representative per class/year, from the programmes under consideration, comprise the course board (as outlined in Section F).

4.2
The course board shall finalise the annual monitoring report in time for consideration at the October meeting of the Academic Council.

4.3
The different models for course boards employed throughout the Institute and their remit is outlined in Section F of the Institute’s Quality Assurance Handbook.  

5.
STUDENT PROGRESS COMMITTEE 

5.1 The Student Progress Committee is constituted on the same basis as the course board, but does not include learner representatives.  The Student Progress Committee is concerned with the individual student’s academic performance and attendance.  A number of different methods are employed Institute-wide to advise students on both attendance and coursework.  The Student Progress Committee would typically meet twice each academic year. 

5.2 Attendance is recorded by lecturers and is submitted to the School/Department on a four-week cycle.  The preparation of a record on student attendance and continuous assessment, for the Student Progress Committee, is overseen by the Head of School/Department.  A summary document is also prepared for consideration at the course board.

5.3 The Head of School/Department will ensure that students with poor attendance records are advised in accordance with the policy of the course board.  Course Board attendance guidelines, as approved by the Academic Council, are included in the Course Information Pack made available to students at the beginning of each academic year.  

5.4 It is important that the issues considered at the Student Progress Committee are reflected in the Course Board Annual Monitoring Report.  Any changes arising from the deliberations of the Student Progress Committee shall be detailed in the report.

6.
SCHOOL STUDENT COMMITTEE

6.1
Each School has a School Student Committee whose membership includes the Head of School, Head of Department and the student representatives.  The School Student Committee would typically meet twice each academic year.  The Head of Department will report to the course boards on issues raised at the School Student Committee. The Institute-wide School committee structure is outlined in Figure H1 below

6.2
The Institute’s regulations require that issues raised at the School Student Committee be addressed in the Course Board Annual Monitoring Report where actions taken and planned actions must be identified.

7.
COURSE MONITORING/REVIEW DATA

7.1 Institute regulations require that each course board be supplied with the data outlined in Appendix H3.

7.2 The Registrar will supply the admissions information, in the required format, to the Head of School as it becomes available.

7.3 The Head of School/Department will ensure the final examination performance data, obtained from the Registrar, is added in September to facilitate the completion of the Course Board Annual Monitoring Report.

7.4 All of the course monitoring/review data, with the exception of the Employment Status of Graduates, is available in September each year.

7.5 Amendments required to the programme delivery, in the light of the Course Monitoring/Review Data, must be clearly identified in the Course Board Annual Monitoring Report. 

8.
SURVEY OF STUDENTS BY LECTURER

8.1
 Learner Appraisal as per the Student Survey Questionnaire (Form QA 1) is included in Appendix J1.  

8.2
The questionnaire encompasses: student attendance, resources available, organisation and content of subject, effectiveness of communication, and general evaluation and suggestions. 

8.3
It is an Institute requirement that learners are given the opportunity to appraise the subject/module anonymously.  

8.4
The learners’ responses belong to the lecturer who will provide a summary of responses for consideration at the course board.  A pro-forma summary document Form QA 2 is included in Appendix J2. 

8.5
The Institute will provide support to lecturers, who require it, for the administration and analysis of the subject appraisal forms.

8.6
The lecturer’s summary of the Student Survey is a crucial element in the ongoing monitoring of programmes.  The Course Board Annual Monitoring Report includes a section for summarising the learners’ appraisal of subjects/modules.  The Institute’s regulations require that changes to be made as a result of subject appraisal must be clearly documented.  

9. DEPARTMENT SURVEY OF STUDENTS

9.1 The Course Survey Questionnaire (Form QA 3) is included in Appendix J3. The questionnaire is concerned with all the constituent elements of a programme.
9.2
The questionnaire encompasses: student attendance, resources available, organisation and content of subject, effectiveness of communication, and general evaluation and suggestions. 

9.3
It is an Institute requirement that learners are given the opportunity to appraise the programmes anonymously. 

9.4
The Head of School will arrange to have the questionnaires administered towards the end of the academic year and will ensure that they are analysed for the first meeting of the respective course boards in the next academic year.

9.5
The Head of School will also provide the relevant sections of the questionnaire to the Registrar, who will organise responses from the various service providers for consideration at the first meeting of the course board in the new academic year.

9.6
The appraisal of the programmes by learners is a central part in the ongoing monitoring of programmes.  The Course Board Annual Monitoring Report will reflect the learners’ appraisal of the programme.  This section of the report must detail the revisions to be undertaken to overcome weaknesses in the programme.

10.
EXTERN EXAMINERS’ REPORT

10.1
Extern examiners are appointed by the Institute in accordance with the procedures outlined in Section L6 of the Institute’s Quality Assurance Handbook.

10.2
Each extern examiner is required to submit a report by 15th of October summarising the previous academic year’s assessment/examinations.  A copy of the Institute’s Report Form for Extern Examiners is included in Appendix L5.

10.3
The extern examiners’ report is detailed in nature and provides important information for consideration at both course board and Academic Council level.

10.4
The Institute requires that the issues raised by extern examiners be addressed in the Course Board Annual Monitoring Report.  Existing and proposed measures and any deficiencies should be detailed. 

11.
GRADUATE DESTINATION SURVEY

11.1
The careers office administers a questionnaire to all full-time students graduating students on graduation day.  A copy of the questionnaire is included in Appendix H2.

11.2
The graduates in employment are asked to supply the following information: title of job, name of company, nature of business, starting salary, how they obtained the particular post. 

11.3
The survey also asks graduates in full-time education to name their new course, the duration of the course, and the college that they are studying at.  Where appropriate, students outline why they did not continue their education at Letterkenny Institute of Technology.

11.4
This information is analysed, used to update the list of employers and enhances graduates’ employment opportunities.  New entrants to the employer list are contacted to see if they would be interested in making presentations to students regarding job opportunities.

11.5
The analysed results relating to employment and further study are fed back to the course boards through the relevant Head of School/Department.  

11.6
Important matters for the continued development of the programme arising out of the graduate destination survey are included in the Course Board Annual Monitoring Report. 

12. ANNUAL ACADEMIC STAFF QUESTIONNAIRE 

12.1 The Annual Academic Staff Questionnaire is included in Appendix H4.  The questionnaire facilitates suggestions for improvements under each of the broad section headings.
12.2 Part I of the questionnaire concerns management and organisation at both Institute and School level, and the physical resources and services in place to support the education programmes provided.  Part II of the questionnaire elicits the view of the academic staff regarding the programmes they teach on. Academic staff are asked to complete Part II of the questionnaire for each programme and module they teach on.
12.3 The questionnaire is separated into two parts to ensure staff can complete Part I of the questionnaire anonymously. Part II should be detached from Part I and submitted separately.
12.4
The Head of School will organise the collection and analysis of these questionnaires for the first meeting of the respective course boards in the new academic year.

12.5
The Head of School will also provide the relevant sections of the questionnaire to the Registrar, who will organise responses from the various service providers for consideration at the first meeting of the course board in the new academic year.

12.6
The Annual Academic Staff Questionnaire is very important in the ongoing monitoring of programmes.  The Course Board Annual Monitoring Report will reflect the staff responses.  This section of the report must detail the revisions to be undertaken to overcome weaknesses in the programme. 

Figure H1 School Committee Structure
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Letterkenny Institute of Technology

Appendix H1

Course Board Annual Monitoring Report

1.
Course Monitoring/Review Data (admissions, course work, exams)

1.1 Analysis of Course Monitoring/Review Data by year 

1.2
Quality enhancement measures planned and changes made in response to Course Monitoring/Review Data 

2.
Student attendance

2.1 Analysis of student attendance by year

2.2 Course board’s response to attendance

3.
Extern Examiners’ Reports

3.1 Summary of Extern Examiners’ Reports


3.2
Quality enhancement measures planned and changes made in response to Extern Examiners’ Reports

4.
Student Progress Committee

4.1
Summary of Student Progress Committee considerations and recommendations

4.2 Changes made and planned arising from the Student Progress Committee

5.
School Student Committee

5.1
Summary of Student Committee considerations and recommendations

5.2 Changes made and planned arising from the Student Committee

6.
Subject/Module Appraisal

6.1 Summary of Subject/Module Appraisal by year

6.2 Quality enhancement measures planned and changes made in response to Subject/Module Appraisal

7.
Programme Appraisal

7.1 Summary of Programme Appraisal (course provision)

7.2
 Summary of Programme Appraisal (service provision)

7.3
Quality enhancement measures planned and changes made in response to Programme Appraisal

8.
Monitoring of Programme 

8.1
Summary of quality enhancement changes made 
8.2
Planned and recommended changes
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