Guidance EG(i)

Standard agenda for the Substantive Review planning meeting


Arrangements for the Substantive Review


1. Confirmation of the scope of the review and the courses to be included.
QAE will provide the list prior to the meeting for discussion.

For provision subject to periodic substantive review, the list will include:
· all provision delivered by the collaborative partner
· any professionally accredited courses where the PSRB specifically requires the University to carry out periodic review.

2. Identification of the dates of the review events
Substantive Review events should not be held in July or August.

Periodic Substantive Review events should be completed (i.e. any conditions signed off) by the end of March so events should be held no later than the end of February.

3. Identification of the key dates in the lead-up to the Substantive Review event

· Date of Substantive Review

· 1 week prior to Substantive Review, any additionally required evidence to be made available to panel  

· 2 weeks prior to Substantive Review, panel submits requests for additional evidence and key areas to discuss with the subject team

· 4 weeks prior to Substantive Review, the faculty submits the CED and all accompanying advance documentation to QAE (note: this is the deadline by which all documents must be signed off at faculty level ready to be circulated to the panel)

· Date for the internal scrutiny (2 weeks prior to the final documentation submission)

· Date for the CED and documents relating to course and module changes to be submitted to the Faculty Assistant Registrar, at least 1 week prior to the internal scrutiny meeting 

4. Confirmation of documentation and evidence to be provided for the Substantive Review.

Evidence supplied by the QAE Team for the panel, 4 weeks prior to Substantive Review:
· Relevant metrics for each course group (note: not required for periodic substantive reviews)
· External examiners’ reports for the previous two years for all courses included in the review
· The most recent programme specifications for all the courses included in the review
· The most recent module descriptors for all the courses included in the review
· Section E of the AQSH, plus relevant appendices
· Undergraduate or Postgraduate regulations, as appropriate
· Relevant subject benchmark statements and/or QAA Characteristics Statements as appropriate
· Copies of the Course Enhancement Plans for each course included in the review
· Minutes of Student Voice Committees for one whole academic year and any for the current year

Evidence supplied by the faculty for the panel, 4 weeks prior to Substantive Review - the precise list of documentation required will vary depending on the metrics that have resulted in the course being in Substantive Review, and will be agreed at the planning meeting, but is likely to include the following:
· Critical Evaluation Document (CED)
· Canvas pages (or equivalent for collaborative partners – the partner to confirm if students use Canvas or an alternative VLE)) for all the courses within the Substantive Review
· Resources document
· Recent PSRB and other relevant reports, if applicable
· A sample of Canvas module pages (or equivalent VLE for collaborative partners) of approximately 50% of the modules (or all modules if there aren’t many), current academic year only
· Any proposed course and/or module changes submitted via the Curriculum Management System (CMS)
· Updated indicative module delivery and summative assessment map (C11) submitted via the CMS if course/module changes are being proposed, submitted via the CMS.

The evidence supplied by the faculty must be accompanied by the faculty documentation check/sign-off form (E1)

For collaborative provision, the following additional documentation will also be required:
· the Course Handbook (with updates if course/module changes are being proposed) (to be provided by the partner)
· the Liaison Document (with updates if course/module changes are being proposed) (to be provided by QAE)
· Joint Executive Committee minutes for one whole academic year and any for the current year (to be provided by QAE)
· publicity materials for the courses (to be provided by the partner)

Note: no student work samples are expected. Any information that identifies individual students should be redacted prior to submission to QAE.

5. Identification of additional advance documentation to be included with the Critical Evaluation Document.
(i.e. any supplements to the standard list)

6. Identification of the individual(s) responsible for preparing the Critical Evaluation Document(s)
It is expected that the CED will be widely discussed and will have been signed off for submission by the Head(s) of School or their nominee(s).

7. Identification of the individuals responsible for the administration of the Substantive Review who will liaise with QAE and make the necessary local arrangements.

8. Identification of the composition of the panel.
The Substantive Review panel is formed of:

· Chair
· One external panel member with relevant academic expertise
· One external panel member with industrial/professional expertise relating to the subject area 
· One internal member from a school unrelated to the provision under consideration
· One student panel member (note: a student panel member is not appointed for those events held abroad)
· QAE panel member

All external panel members will be nominated by the faculty (using form E5). A deadline for the nominations to be submitted by, should be set at the planning meeting. The Chair, internal panel member and student panel member will be appointed by QAE.

9. Identification of staff members to meet the Substantive Review panel. Different attendees would be expected for the senior staff and subject team meetings. Collaborative partner/faculty to confirm the names to QAE for both meetings at least 3 weeks before the event.
Note: The Deputy Dean (or their nominee, to be a member of the Faculty Leadership Team) should attend the first private panel meeting and/or attend the subject team meetings

10. Identification of employers and recent graduates to meet the Substantive Review panel. Usually, the employers and graduates will attend the same session. The collaborative partner/faculty will need to identify and contact the employers and graduates to see if they’re available. The graduates must be from the last 1-2 years. Names to be confirmed to QAE at least 3 weeks before the event.

11. Identification of current students to meet the Substantive Review panel. The students should be a representative sample e.g., UG and PG, each course, each level of study, full-time and part-time. The collaborative partner/faculty will be responsible for identifying the students to meet with the panel, contacting them to see if they’re available and sending them invites. Names of students to be confirmed to QAE at least 3 weeks before the event.

12. Agreement of the location for the Substantive Review event
Confirmation of where the event will be held (i.e. which campus). QAE are responsible for booking a room for events held at KU. 

For Substantive Reviews which involves provision delivered by a collaborative partner, separate visit(s) to partner sites may be required and will be confirmed by the Head of Quality Assurance and Enhancement.

For Periodic Substantive Reviews of collaborative provision, the event will normally be held at the partner location.

13. Agreement of the programme for the Substantive Review event.
A typical programme is outlined below.

Substantive Review events will usually take place over one full day. If it is felt that a longer duration would be appropriate (for example, due to the size or complexity of the provision under review), this should be discussed with QAE prior to being agreed.


08:30		Arrival and refreshments
09:00-10:00	Private panel meeting
10:00-10:30	Meeting with Senior Staff (and for collaborative provision Quality Assurance Staff where relevant) 
10:30-11:30	First meeting with subject team
11:30-12:30	Meeting with recent graduates and employers*
12:30-13:30	Working lunch
13:30-14:30	Meeting with current undergraduate/postgraduate students*
14:30-15:00	Private panel meeting
15:00-16:00	Second meeting with subject team
16:00-17:00	Private panel meeting to agree final judgements and key matters of good practice/areas for further development to include in feedback (note: it may be necessary to extend this meeting to allow more time for discussion. The feedback will then be given at 17:30)
17:00		Feedback
*Meeting can be held online if required
Tours of resources will not normally be part of a Substantive Review but may be included during the event at the request of panel members if relevant to a particular agenda item.
Where visits are required to partner sites as part of a Substantive Review (i.e. not Periodic Substantive Review of collaborative partner provision), the programme will be adapted appropriately.
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