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1. Purpose and scope

11

1.2

1.3

1.4

This Quality Assurance (QA) Code of Practice statement relates to the annual review
of units and courses for all taught courses of study leading to an award of the
University of Bath. It covers unit evaluation tools as well as the Education Annual
Review and Enhancement (EARE) process, which outlines reporting requirements
for course monitoring. This QA statement also applies to courses involving
collaborative provision and student exchange (see QA20 Collaborative Provision and
QA37 Student Exchange Arrangements).

For the annual review of doctoral programmes, see QA7 Research Degrees.

For the quarterly and annual monitoring of apprenticeship courses, see QA51(A).

Annual review is a key component of the University’s mechanisms for managing
quality and standards. It draws upon the related processes of external examining
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(QA12 External Examining (Taught Provision)), input from Staff/Student Liaison
Committees (SSLCs) (QA48), as well as the views of professional or regulatory
accrediting bodies (QA8). Annual review of courses feeds into the periodic review of
courses, forming part of the evidence base for periodic review (QA13 Degree Scheme
Review).

2. Principles

2.1

2.2

2.3

2.4

2.5

The University is committed to the regular review of its units and courses to
e maintain the quality and validity of units and courses
¢ facilitate continuous enhancement of provision to reflect developments in the
sector, institution and discipline
¢ record the quality and standards of its provision as appropriate.

The University recognises that the process of review and enhancement of units and
courses is iterative and happens through a range of informal and formal mechanisms.
Annual review provides Departments/School/the Learning Partnerships Office (LPO)
with an opportunity to take a holistic view of both the unit/course(s) and the
environment in which learning and teaching occurs, drawing together evidence and
observations from a range of internal and external sources, to identify actions to be
taken and report on progress being made as required.

Annual review is an academic process underpinned by peer review and informed by
student involvement. The review of units and courses is risk-focused and aligned with
the University’s Strateqgy.

Education, Quality and Standards Committee (EQSC) is responsible for reviewing the
core indicators of the quality and standards of learning and teaching for taught
courses across the institution, including survey results, retention and degree
outcomes, External Examiners’ reports, and destinations data, and for reporting
annually to Senate and Council on performance and activity to continuously improve
the student academic experience.

University Doctoral Studies Committee (UDSC) is responsible for doctoral provision,
including professional doctorate courses.

3. Annual review of units

3.1

3.2

The purpose of annual review of units is to maintain and enhance the quality of units.
Annual review encompasses two elements:

e reviewing of the unit (of which an evaluation by students forms a part — see
3.7ff) covering for example unit aims, learning outcomes, teaching modes,
unit content and structure, assessment practice and notably formative
assessment (see QA16 Assessment, Marking and Feedback) as well as the
environment in which learning and teaching occurs, e.g. teaching space,
support services and staff development issues

e recording that review.

Heads of Departments have overall responsibility for ensuring that unit review takes
place and that any actions are completed. The Director of Teaching, supported by
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3.3

3.4

3.5

3.6
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the Director of Studies (Taught Provision or Doctoral, as appropriate) is responsible
for ensuring that annual review is undertaken for each unit for which the
Department/School is responsible.

Unit convenors should undertake the review of the unit(s) for which they are
responsible at the end of the academic session and take any action necessary. The
process for this is common to the review of all units and should encompass the
following:

1. reflection on the actions taken since last year to support enhancement and
an assessment of the effectiveness of those actions

2. evaluation of the effectiveness of formative assessment opportunities (see
QA16 Assessment, Marking and Feedback)

3. evaluation of feedback from staff, students (including unit evaluations - see
3.7ff) and External Examiners, and of formative and summative assessment
results

4. identification of areas for improvement and enhancement and planning of
appropriate action to be taken as a result.

It is open to the Department/School Learning, Teaching & Quality Committee
(D/ISLTQC), or for professional doctorates Faculty/School Doctoral Studies
Committee (F/SDSC), to decide how the outcomes of this review should most
appropriately be recorded. This may be through a series of separate written reports
for each unit; through the minutes of discussion of the units in the appropriate
course/teaching committee (or equivalent) or the Board of Examiners for Units; or
through a summary report that forms an appendix to the annual monitoring report for
the course, if applicable. A template (QA51 form 4) is available for this purpose, upon
request from Academic Registry, but its use is not mandatory. Whichever method is
deemed most appropriate, the core elements that should be recorded are:

e the names of the units being evaluated

e a note of actions taken since the previous year (or unit occurrence)

e formative assessment methods (not specified in the unit description)

e a summary of the unit convenor’s evaluation highlighting issues to be
addressed, and identifying aspects of good practice to be shared across the
University

e anote of actions planned for the coming year.

Where a unit is offered in more than one cycle per year, the process of ongoing review
and enhancement will necessarily be undertaken in stages aligned with the cycles in
which the unit is offered. However, the formal review of units and recording of that
review should still be undertaken on an annual basis, with appropriate attention being
given in the resulting report to any differences between cycles.

Unit convenors may wish to involve staff external to the Department/School/LPO in
the process of reviewing. This would be particularly appropriate where the unit is
taken by students from other Departments/School.

Feedback from students using the unit evaluation tool

3.7

Student feedback makes a significant contribution to unit review. Departments will
obtain formal feedback from students using the University’s unit evaluation tool. The
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3.9

3.10
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tool automatically incorporates mandatory core guestions agreed by Senate. There
are six sets of core questions applicable to:
e standard units (these questions apply to most units delivered at the
University)
placement units
study abroad units
distance learning units
e Combined placement and study abroad units
e Professional doctorate units

Unit convenors (in association with Directors of Studies for Professional Doctorate
courses) are responsible for selecting the set of core questions appropriate to the
unit. A maximum of two discretionary questions selected from a list provided may also
be added to a unit evaluation for an undergraduate or postgraduate taught course.
The decision rests with D/SLTQCs or F/SDSC as to who has responsibility for
selecting discretionary questions and on what basis. Advice and support for using the
unit evaluation tool includes the unit evaluation web page and a User Guide. The
Student Engagement Team, Centre for Learning & Teaching (CLT), provides advice
and support for staff on online unit evaluation.

The core question on the effectiveness of teaching should be repeated for each
member of staff who makes a significant contribution to teaching on the unit. This
may include, for example, postgraduate students who teach (Graduate Teaching
Assistants (GTASs)), Lab Demonstrators, non-academic or external staff. In reporting
the outcomes of unit evaluation to students (see 3.11 (iv)), the scores for this question
should be reported anonymously, i.e., without any reference to named individuals.

The evaluation of student feedback is normally undertaken by the unit convenor. The
Director of Teaching, supported by the Director of Studies (Taught Provision or
Doctoral, as appropriate) is responsible for ensuring that a summary of the outcomes
of unit evaluation and unit convenors’ feedback (strengths identified, areas for
development, proposed actions) is fed back to students in a timely manner via Moodle
(see 3.11 (iv)).

As agreed by EQSC and Senate, the following measures are mandatory (with the
exception of point (i)):

()  Unit convenors are strongly encouraged to undertake an informal mid-delivery
evaluation of the unit (anonymously, where possible). Unit convenors may find
it helpful to use tools such as an electronic voting system for this purpose. The
University’s online unit evaluation tool should not be used for mid-
delivery evaluation of single semester units, however for units which are
longer in duration than a standard single semester, evaluations can run
twice following a written email request to colleagues in DDaT via it-
samis@bath.ac.uk. In the first taught session following mid-semester
evaluation, unit convenors should briefly discuss the feedback received and any
changes planned as a result (or, if changes are not possible or desirable, why
this is the case). Advice and support for using the unit evaluation tool includes
the unit evaluation web page and a User Guide.
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3.13
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Annually, each September, the Student Engagement Team recommends the
open and close dates to the PVC (Education). Unit evaluation should take place
during a fixed period — normally during weeks 9 and 10 of each semester for
standard units, with unit evaluations staying open for a maximum of 3 weeks
and closing before the examination period. Unit convenors seeking to run
evaluations outside the standard timeline above should seek advice and gain
approval from the Student Engagement Team. The evaluation of placement
units, study abroad units, professional doctorate units and distance learning
units should take place at a time deemed appropriate by the unit convenor.

(i)  Students should be encouraged to complete the survey using a mobile device
during the final lecture of the unit, where possible.

(i) For all units, within eight calendar weeks of the close of the survey, the
appropriate template for the reporting of unit evaluations (QA51 Form 6 for
standard units, Form 7 for placement units, Form 8 for study abroad units, Form
9 for distance learning units, Form 10 for combined placement and study abroad
units and Form 11 for professional doctorate units) should be completed and
uploaded to the department’s unit evaluation Moodle repository (see (v) below)
by the relevant unit convenor. The report template can be downloaded from
SAMIS including the quantitative results data for the unit, and the unit convenor
should complete the report with their qualitative comments. An email should be
sent to students (usually by departmental administrative staff) to notify them
when the report is available and confirm where it can be found.

(iv) Departments should provide a central unit evaluation repository in Moodle
where reports are stored for ease of access. The repository should be clearly
signposted from relevant Department and individual unit Moodle pages.

(v) Following posting of unit evaluation reports on Moodle a summary report should
be submitted to the appropriate SSLC for discussion.

(vi) All Unit evaluation results are available via the University’s Business Intelligence
Portal for senior colleague including Directors of Studies and Teaching.

A response rate of 30% or 30 respondents, whichever is the lower, will normally
provide a sufficiently sound basis for scores to contribute to the evaluation of the unit.
(Inviting students to complete the survey in class (see 3.11 (iii)) will help to ensure
that response rates are above this threshold). For units with response rates that do
not meet this threshold, the unit convenor should provide a response for students on
Moodle, explaining that the response rate was insufficiently robust but that the
feedback received will still be taken into consideration. The CLT offers support and
advice to unit convenors on good practice with respect to increasing response rates
to obtain more representative feedback, including qualitative comments that provide
additional context for numerical scores.

All qualitative feedback on a unit is valuable and should be considered by the unit
convenor. However, open comments unit evaluations are not normally shared with
students or the Students’ Union. If there are open comments which it would be useful
to share (e.qg., if several useful suggestions have been made on the same theme),
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the unit convenor is responsible for removing any inappropriate comments and any
information that would allow an individual to be identified.

Before students can access the online unit evaluation screen, they will be asked to
read and electronically sign a statement confirming their intention to offer constructive
feedback and clarifying the types of inappropriate and/or offensive comments which
are unacceptable. They will need to complete this process once a semester (not for
each individual unit), or at an appropriate point where the unit is not delivered within
a set semester. Academic staff are encouraged to report any offensive or
discriminatory comments to their Head of Department.

D/SLTQCs and F/SDSCs should discuss the action to be taken for those units with
low evaluation scores or, in the case of units with very high scores, how good practice
might be shared.

4 Course Monitoring

4.1

4.2

4.3

4.4

4.5

Directors of Studies’ monitor and review their courses on a continuous basis,
including by reviewing relevant data sets that are made available throughout the year.
The purpose of course review is to maintain and enhance the quality of courses, by
undertaking a holistic appraisal of the course based on key indicators and the
outcome of unit review and other relevant surveys.

Course review draws upon a range of qualitative and quantitative evidence to support
the identification of good practice, success, and areas for improvement. The following
guantitative data sets musts be reviewed as a minimum each year: Course Level
Survey, NSS, PTES, UG Completion, PGT Award Completion, UG Degree
Outcomes, PGT Degree Outcomes, Graduate Outcomes.

Other data sets that may inform course monitoring include recruitment and
admissions data, OUEs and other forms of student feedback, including SSLCs.

Course review will also be informed by qualitative data in relation to the course (e.g.,
aims, learning outcomes, teaching modes, unit content and structure, assessment
practice, placements, and exchanges, external examiner reports etc) as well as the
environment in which learning and teaching occurs (e.g., teaching space, support
services and staff development). Where continuous course review leads to the
identification of changes to units or courses, standard University approval processes
must be followed (see QA4).

Academic Registry is responsible for providing statistical data relating to admission,
continuation, completion, and degree outcomes/attainment. The Careers Service is
responsible for providing data on progression and graduate outcomes. The CLT is
responsible for coordinating, and providing advice and guidance on student survey
data, including for the internal Course-level Survey, OfS National Student Survey
(NSS) and Advance HE Postgraduate Taught Experience Survey (PTES). Advice
and support on the data for continuous review is available from Academic Registry
and the CLT as appropriate. The Department of Planning, Performance and
Strategic Change supports the analysis and presentation of data.
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4.7

4.8

4.9

4.10
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Heads of Departments have overall responsibility for ensuring that continuous course
review takes place and that resulting actions are completed. Departmental actions
identified through continuous monitoring should be recorded in the Departmental
Education Action Plan (EAP) which should be reviewed at every DLTQC meetings.
EAPs are live documents, housed on the Education Action Plan SharePoint Site. A
schedule of business, published by Academic Registry on the EAP SharePoint Site,
will confirm when data sets should be considered by Departments throughout the
year.

Associate Deans (Education) are responsible for maintaining an oversight of the
performance of courses in their Faculty/School. There should be a standing item for
EAPs on FLTQC agendas so that Departments can identify actions or risks at Faculty
level.

The EARE exercise is a quality assurance mechanism undertaken annually at
Departmental level. Heads of Departments will produce the annual department EARE
report, evaluating their department’s performance in education, including both
undergraduate and taught postgraduate provision (on campus, online, and degree
apprenticeships). The EARE report should provide a high-level summary of the
continuous review of courses within the Department and should refer to actions on
the EAP where relevant. EQSC will agree the format and key themes for the report
each year. Reports should be considered at DLTQC and SSLCs, where possible. The
report must be considered by the Faculty/School LTQC. F/SLTQC will submit
department reports for consideration at an institutional review meeting, chaired by the
PVC (Education) with representatives from all Faculties/School as well as appropriate
professional services colleagues. The list of attendees will be confirmed by the PVC
(Education) each year. Institutional themes, risks and good practice identified at this
meeting are then reported to EQSC.

Reporting at course level is risk-based. There is no requirement to produce individual
course reports unless requested by the Associate Dean (Education). Templates for
course reporting are provided upon request from academicstandards@bath.ac.uk for
- QA51 Form 1 (undergraduate), Form 2 (postgraduate), Form 3 (collaborative
provision).

For apprenticeship courses, the quarterly and annual monitoring process set out in
QAS51(A) must be followed.

A significant element of annual review of courses is the gathering and evaluation of
feedback from students. D/SLTQCSs are expected to ensure that arrangements are
made for the collection of student opinion on their course of study, including from
SSLCs. These arrangements should ensure that all students are encouraged to
provide feedback on their learning experiences in ways that enable them to express
their views freely, and that enable the widest range of students to engage, including
part-time students, distance learners, students in partner organisations and those
with a disability. It is expected that Departments/School/LPO will engage with
students, including the involvement of the departmental or course-level SSLC, when
formulating actions in response to student survey data. Departments/School/LPO
should also ensure that feedback is provided to students on actions taken in
response to student feedback.
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4.12 Open comments from student surveys are normally shared with students or the

5

5.1

5.2

5.3

5.4

5.5

Students’ Union, the exception being Unit Evaluations. In OUEs, where there are
open comments which it would be useful to share (e.g., if several useful
suggestions have been made on the same theme), the Director of Teaching is
responsible for removing any inappropriate comments and any information that
would allow an individual to be identified.

Scrutiny of EARE reports

The F/SLTQC is responsible for considering the department annual EARE reports in
detail and assuring itself that:

¢ actions from previous reports have been followed up

e key risks have been identified

e new actions identified in EAPs are appropriate and referenced in EARE

report
e good practice identified is shared across the Faculty/School/LPO
e any Faculty/School-level issues are addressed

Academic Quality and Standards in consultation with the CLT, will review all annual
EARE reports in detail and produce a summary report, outlining common themes
across the institution, key areas of risk and areas of good practice for wider
dissemination.

An institutional review meeting will consider the institutional summary report
alongside Faculty/School overviews and:

¢ identify areas of risk or good practice

¢ identify any potential institutional risk

EQSC will consider the department EARE reports and:

e address any issues of institutional-level significance (both cross-
departmental issues as well as institution-wide issues) that arise, referring
matters to relevant University officers, committees and services as
appropriate

¢ disseminate aspects of good practice

In accordance with QA20 Collaborative Provision, EQSC will monitor new
collaborative arrangements through the receipt of annual review reports after the first
year of a collaborative course. The LPO produces an annual report for EQSC
summarising issues arising from the review and monitoring of collaborative provision.
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