7.0
ANNUAL MONITORING
Note (August 2011): The arrangements below apply for reports submitted in respect of the 2009-2010 Session.  The Annual Monitoring process is currently under review and revised arrangements will be published in time for submission of reports in respect of the 2010-2011 Session.

Figure 1.3 summarises the steps in Annual Monitoring.  
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7.1
Annual Monitoring of programmes helps ensure the continued appropriateness of learning aims and outcomes and that the curriculum and assessment strategy remain effective.  Staff should ensure that the appropriate actions are taken to remedy and identify shortcomings.  Any identified need for change should be recorded and responsibilities for implementing the changes assigned.

7.2
The Annual Monitoring exercise is a crucial element of the University’s quality assurance and enhancement mechanisms.  Based on the principle of peer review, the exercise provides an important opportunity for:

· Staff to evaluate, critically, the programmes for which they are responsible;

· Each School Academic Board to understand fully the entire range of programmes for which it is responsible;

· Each School Academic Board, on behalf of the Senate, to exercise its responsibility for ensuring the academic standard of programmes offered in the name of Queen Margaret University;
· Identifying actions that will enhance the student experience; 
· The sharing of good practice across the School and the University;

· Identifying areas requiring remedial action where necessary;

· Staff to report on action taken in response to any recommendations from External Examiners and other stakeholders.


Step 1 – Programme Report
7.3
Each Programme Team must produce an Annual Monitoring Report for each academic session.  The framework of the report is outlined in the Quality Assurance Documents Section of the Governance and Regulations. A report template and guidance notes are available on QMU’s Quality website.
7.4
Many of the issues contained in reports relate directly to the local context.  Annual Monitoring Reports emanating from a given Division should therefore have common elements, in particular on resources and common curriculum elements.  A report covering a scheme (a range of closely related programmes) may be a more appropriate vehicle for Annual Monitoring than separate programme reports.  The Quality Enhancement Unit can advise on the format of reports and appropriateness of combining two or more programmes within a single report form.


Step 2 - Programme Committee
7.5
The main audience for the report is the Programme Committee, which should meet to discuss the report and agree an annual action plan. It is important that the views of students and all staff are represented at these meetings. The approved report is then forwarded to the Quality Enhancement Unit, normally not later than the end of November. 

Step 3 – Head of Division Report
7.6
The Quality Enhancement Unit will provide each Head of Division with a copy of all programme level Annual Monitoring Reports from their Division shortly after the deadline for receipt of such reports.  Each Head of Division will prepare a composite report on behalf of the Division, highlighting issues arising from individual reports and also examples of good practice.  A report template and guidance notes are available on QMU’s Quality website.

Step 4 – School Composite Report 
7.7
The Dean of each School (or nominee), will produce a composite summary report on behalf of the School highlighting the main issues arising from the various individual reports. Details of this content are provided in the Quality Assurance and Enhancement Documentation Section of the Quality website.. A template will be provided by the Quality Enhancement Unit.
7.8
Head of Division reports, together with the composite School report, will be considered at the subsequent meeting of the School Academic Board.  At that meeting, the appropriate Head of Division may be invited to speak to his/her report and to answer questions from the Board.

7.9

The evaluation of the programmes should concentrate on three main areas:

· Specific programme issues;

· General University issues;

· Examples of good practice.


Step 5 – Student Experience Committee

7.10
The outcome of the School Academic Board discussion on Annual Monitoring Reports and actions arising, will be reported to the Student Experience Committee, which reserves the right to remit items back to the School Academic Board.
Programme Team produces an Annual Monitoring Report.





The Programme Committee considers the Annual Monitoring Report.  The approved report is forwarded to the Quality Enhancement Unit, normally no later than 30 November.





The Head of Division produces a composite Division annual report for consideration by the School Academic Board.





Head of Division Reports and the School Composite Report are considered at the next meeting of the School Academic Board.





The outcome of that discussion, and actions arising, will be reported to the Student Experience Committee. Issues arising will be considered by SEC and the School through the strategic planning process or referred elsewhere within QMU for consideration.
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