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PROPOSED CHANGES TO ANNUAL MONITORING PROCESS 
 
BACKGROUND 
 
The University’s Strategic Institutional Sustainability Indicator 2.1 is ‘in the context of 
the principles of effective organisational development and design, to review existing 
policies, procedures and structures and agree the required policies, procedures and 
structures to ensure a sustained focus on enhancing the students’ experience, 
thereby serving to achieve a transformative experience for all students’.  Specifically 
there is a target for 2014/15 to review the revalidation process and a separate paper 
on this has been put to the Committee.   Given the complementarity of the processes 
of validation/revalidation and annual monitoring, it was considered appropriate to 
review the annual monitoring process as part of the revalidation review. 
 
The purpose of annual monitoring is to obtain assurance that the quality of the 
student learning experience is appropriately maintained.  Annual monitoring remains 
a requirement of the UK Quality Code for Higher Education which includes the 
following Expectation: Higher education providers, in discharging their 
responsibilities for setting and maintaining academic standards and assuring and 
enhancing the quality of learning opportunities, operate effective, regular and 
systematic processes for monitoring and for review of programmes. 
 
In conducting this review, three key aims were identified: 
• increase effectiveness of University-level oversight of programme management 

system (annual monitoring); 
• reduce overlap in paperwork required for Annual Monitoring Sub-Committee and 

Learning and Teaching Strategy monitoring activity; 
• reduce bureaucracy at Course Committee-level to create greater space for 

discussion and consequent emphasis on resolution of issues and development of 
good practice. 

 
This paper details proposed changes to the current system with a view to achieving 
these aims.  A flow diagram outlining the new process and a diagram indicating the 
changes to the process from the existing process are included at Appendix 1. 
 
KEY CHANGES 
 
University-level oversight 
 
The Quality Code states that “The outcomes of the processes of monitoring and 
review are reported at the appropriate organisational level. Higher education 
providers put in place mechanisms which enable them to exercise oversight of the 
outcomes of the processes, in order to identify any overarching themes. They 
determine whether strategic action is required to address the themes identified, in 
addition to using the outcomes of the processes to inform organisational planning at 
an operational level.” 
 



The following are the proposed changes to the annual monitoring oversight at 
University-level:  
• Increased focus on Learning and Teaching Strategy monitoring as the main 

method of reviewing performance against metrics.  This will involve an expansion 
of the  Learning and Teaching Strategy monitoring process to include all taught 
provision (full and part-time, postgraduate, and outcentre provision). 

• Removal of Annual Monitoring Sub-Committee with courses for review identified 
by SET based on the dataset used for Learning and Teaching Strategy 
monitoring and Faculty reports.  The process for this will remain as currently: ie 
members of SET review the dataset and Faculty documentation in pairs and 
report to SET on findings; 

• More formal role for SET in determining outcomes based on this monitoring 
activity which will be reported to LTC/ADEC as appropriate (outcomes to include: 
no further action required; course review; discontinuation of courses; 
development of new programmes). 

• Where SET determines that a course review be undertaken, these will be 
conducted by panels (similar to previous Annual Monitoring Sub-Committee 
activity).  These panels will consist of 2 Heads of School external to the Faculty in 
which the course is located and one representative from the Students’ Union.  
Course review panels will identify appropriate mechanisms for the conduct of the 
review depending on the reason for the review but it is likely that it will involve a 
meeting with current students and a meeting with staff including the Course 
Director, members of the course team, the Head of School and appropriate 
Faculty representation (normally the Faculty Learning and Teaching Coordinator).  
In addition, the members of the panel would review any or all of the following: the 
dataset and Head of School/Faculty action plans, information provided by the 
course team (eg SSCC minutes, course committee action plans, response to 
external examiners) and will be provided access for the period of the review to 
the online course support area. Course review panels will report findings and 
recommendations directly to ADEC. 

 
Faculty-level oversight of programme management system 
 
The Quality Code states that “Higher education providers maintain strategic 
oversight of the processes for, and outcomes of, programme monitoring and 
programme review, to ensure processes are applied systematically and operated 
consistently.”  Faculty oversight is intended to ensure effective operation of the 
programme management system across the Faculty.  In addition, Faculties will wish 
to ensure that Heads of School and Deans receive appropriate information to enable 
them to report effectively on activity through the Learning and Teaching Strategy 
monitoring. 
 
Faculties will be expected to continue to maintain oversight of the programme 
management system through a Faculty committee ensuring that Course Committee 
meetings are held, are well attended and effective and that communication channels 
for issues/communication of good practice are in place.  Faculties are required to 
discontinue any additional audit/review activity to ensure that, with increasing 
constraints on resources, effort can be effectively focussed on this activity. 
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Course-level: programme management system 
 
• Areas to be reviewed by course committees over the year will be split into two 

elements: management and oversight of the running of the programme; and 
monitoring activities.  The management and oversight of the programme should 
be considered by Course Committees at usual meetings during the year (2-4 
meetings).  The monitoring activities should be looked at during an annual 
meeting of the Course Committee (normally in November of each year) and 
should provide the information for Heads of School for the Learning and Teaching 
Strategy monitoring.  A checklist of the items to be considered through the year is 
included at Appendix 2.  A list of areas to be covered is included at Appendix 3.   
This may be adapted to suit Professional, Statutory or Regulatory Body 
requirements but otherwise should be taken to be a minimum requirement. 

• It is no longer a requirement that Course Committee meetings be minuted.  
However, it is a requirement that all Course Committees have a formal record.   
For ‘regular’ meetings of the Course Committee, a detailed action plan 
addressing any issues must be completed as an outcome of the meeting and this 
should be reviewed at the commencement of each subsequent meeting.  A 
template for completion following regular course committees is attached at 
Appendix 4.  The monitoring meeting (normally held in November) should result 
in a completed proforma, as currently used in the Learning and Teaching 
Strategy monitoring process and forwarded to the Head of School. 

 
IMPLEMENTATION 
 
It is proposed that the changes be implemented for 2015/16.  
 
Subject to agreement to the proposals contained in this paper, further work will be 
required as follows: 
• Review of dataset for Learning and Teaching Strategy monitoring; 
• Review of Faculty and School reporting proformas for Learning and Teaching 

Strategy monitoring. 
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Appendix 1 
 
Diagram showing the proposed changes to the University-level oversight. 
 
Flow diagram of new process
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PROPOSED CHANGES TO ANNUAL MONITORING PROCESS 

    

 
Learning and Teaching Strategy Monitoring and Academic Plan Review  
 
 
  

Course Committee to 
continue  to consider as 
items become available 

but have a specific 
meeting or part meeting 
in November at which all 

metrics are reviewed.  
This should feed into 
School report for L&T 

Strategy and Academic 
Plan monitoring.  

External 
Examiner 
report(s) 

NSS results 

Student 
Profile Entry 

data and 
Retention 

data 

Progression 
and Award 

data 

DLHE data / 
Employabililty 

journey 
information 

Module 
monitoring 

data 

 Student 
Module 

Feedback  

Faculties prepare annual 
report for Learning and 

Teaching Strategy / 
Academic Plan  monitoring 

based on School reports and 
using an agreed range of 

metrics   

Faculty and School reports 
discussed by Learning and 

Teaching Strategy 
Monitoring / Academic Plan 

Review Group 

Revised Faculty / School 
reports conisdred by SET 

Possible outcomes of SET 
Review: No action required; 
course discontinued and not 
for revalidation or specific 

review by panel 

Panels report outcomes of 
course reviews to ADEC and 

ADEC agrees actions 
required, as appropriate. 

Programme Management System       Annual Monitoring University Oversight 

The following items will no longer require separate reporting from Faculties but will 
be incorporated in the report to SET: 

• Responses to NSS results 
• Retention reports 
• Reports / responses to Annual Monitoring Sub-Committee 

Panel reviews  
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FLOW CHART OF REVISED ANNUAL MONITORING PROCESS 
 

 
 
 

Course Teams meet throughout year in 
line with current Programme 

Management System to oversee the 
organisation and management of the 
course, and address issues affecting 

current cohorts. 

By the end of November course teams 
must have conducted a monitoring 
meeting reviewing the full suite of 

performance metrics for the year and 
ensure they are in a position to provide 
any commentary required by the Head 
of School to facilitate completion of the 

School Monitoring Report  

Heads of School supported by the 
School Executive prepare an annual 
report on all courses in the School.  

This should include a consideration of 
the Academic plan as well as Learning 

and Teaching Strategy matters and 
draw upon the conclusions of the 

Course Committees' discussions.  To 
be completed by Mid November.  

Faculties receive and consider School 
reports and prepare the Faculty 

overview report Late November.  Note 
that this should preclude the necessity 

for other faculty overview of Annual 
Monitoring arrangements. 

Faculty / School reports received by the 
Learning and Teaching Strategy 

monitoring and Academic Plan review 
group and discussed 

December 

Faculties/ Schools revise reports in light 
of discussion and forward for 

consideration by special meeting of 
SET 

February   

SET meets to consider revised Faculty / 
School reports and determines future 
action (see comment below) .  At this 

stage the revalidation schedule should 
also be made available to SET. 

QMAU arranges for appropraitely 
constituted Panels to meeet and 

conduct course or subject reviews as 
determined by SET  

March - June  

Reports from Panel meetings with 
conclusions and  recommendations 
sent to ADEC.  Reports to include 

dissemination of good practice and / or 
enhancement targets which should be 
capable of measurement using metrics 

already identified. 

ADEC determines if any further action 
required and agrees enhancement 

targets and proposed  metrics.  
Faculties, Schools and Course 

Committees advised 

Enhancement targets reviewed as part 
of next cycle by Course Committee 

when relevant metric(s) become 
availble.  An update on progress should 
be included in the next School / Faculty 

report.  

SET Outcomes 
One problem with the current arrangements is that the SET outcome is not very clear.  It is suggested that a 
more defined list of outcomes is developed.  These should include: 

• no specific actions required;  
• named courses or subject areas to be reviewed in greater depth with identified matters for detailed 

consideration; 
• named courses to be withdrawn and removed from revalidation schedule, 
• new areas of course provision for consideration by Faculty.  

Other Changes 
PG courses will be included with the following metrics: available to SET 

• Enrolments against plan numbers 
• Completion and award data 
• PTES survey outcomes if available (survey conducted every 2 / 3 

years)  
Course teams / Schools and Faculties will also have available::: 

• Module Feedback Survey results 
• External Examiner reports 
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Appendix 2 
 
CHECKLIST OF ITEMS TO BE CONSIDERED BY COURSE COMMITTEES AT REGULAR 
MEETINGS DURING THE YEAR 
 
Note that there is a separate agenda for the monitoring meeting which should normally take place 
in November.  This meeting could be held alongside a ‘regular’ Course Committee but should be 
minuted.  ‘Regular’ Course Committee meetings need not be minuted but should review actions 
from the previous meeting and should result in a formal action plan (see template at Appendix 4). 
 
Topic Data / Information available Guidance 
Student Profile / 
requirements 
 

Planning Office 
data on entry 
qualification 
 
 
 
Faculty Office 
Class lists 
 
Examination 
Broadsheet from 
previous year 

November  
http://plangov.ulster
.ac.uk/information/i
nformation_develop
ment.html#Section2 
 
From September 
 
 
Late August/ 
September 

• Consider entry qualification profile and 
whether there are any additional 
support requirements for student group, 
eg disability, international students, 
students repeating with/without 
attendance and returning from LOA 

• Class sizes and implications 

Induction / 
information for 
students 
 

  Initial Orientation 
• Timetable 
• Staff roles and responsibilities at 

induction 
• Liaison with central 

departments/Faculty/School regarding 
their input 

• Arrangements for course-level induction 
• Students entering directly into year 2 or 

later 
• Induction for progressing students 
Ongoing 
• Consider timely information to students  
• Study skills support 

 
Semester  
Organisation  
  

Timetable / 
space allocation 
 
Allocation of 
Studies Advisers 
 
Communication 
of arrangements 
for teaching 
(including part-
time hours, 
demonstrators, 
e-tutors etc) 

http://www.ulster.ac
.uk/timetabling/  
 
 

• Ensure Course and Module Handbooks 
(and other information for students) are 
accurate and available for staff and 
students 

• Unresolved timetabling/space allocation 
issues 

• Assessment schedule across modules, 
submission dates and arrangements 

• Attendance issues and review of results 
of attendance monitoring and follow-up 
activity 

Personal 
Development 
Planning 

 http://pdp.ulster.ac.
uk/ 

• monitor PDP implementation 
• use of PACE 

Examination 
arrangements & 
Liaison with 
External 
Examiner 

Dates of 
progress and 
exam boards 
 
Examination 
timetable 

http://www.ulster.ac
.uk/academicoffice/
Documents&Forms.
htm 
 
http://www.ulster.ac
.uk/academicservic

• Nominations for new External 
Examiner(s) 

• Agree dates for submission of draft 
coursework/exam papers to External 
Examiner in accordance with external 
examiner and University requirements 

• Arrangement for External examiner to 
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Topic Data / Information available Guidance 
es/staff/examination
s.html 
 

meet students and, where applicable, 
service providers  

• Confirm examination arrangements 
• Review arrangements for 

resits/resubmissions and additional 
student support 

• Consider External Examiner(s)’ 
report(s) and draft response 

Staff/Student 
Consultation 

SSCC minutes Course Director • Election of course representatives and 
liaison with SU regarding training 

• Dates and feedback from SSCC 
meetings 

• Involvement of students in Course 
Committees (where applicable) 

Retention and 
Transition 

Module 
Monitoring data 
• Semester 1 

first sit 
• Semester 2 

first sit 
• Resit data 

(all 
semesters) 

Module Monitoring 
data 
 
Mid-February 
 
Late June 
 
Late September 
 
Data sent out by 
QMAU 

• Oversee any actions put in place to 
address retention 

• Review performance of students across 
modules 

• Review over- or under-performing 
modules  
 

Module Survey 
results 

Survey goes live 
to students in 
week 13 of each 
semester and 
runs for 9 weeks  

Results available as 
live data from portal 
to module 
coordinators. 
Course Directors 
can access course 
level quantitative 
information 
available from the 
School office 2 
weeks after the 
survey closes 

• Review modules in light of feedback 
received and identify actions for 
enhancement where applicable 

Communication 
with/from other 
committees 

  • Communication of issues from 
Faculty/school committees 

• Identification of actions required for 
referral to other committees 

Placement 
(where 
applicable)  

  • Liaison with placement providers 
• Ensure placement supervision 

arrangements, including visits, are in 
place 

• Arrangements for assessment of 
placement 

• Transition support arrangements for 
students returning from placement 

Other agenda 
items as 
appropriate 

  • Items identified by Course/Subject 
Director or Committee members 
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Appendix 3 
 
COURSE COMMITTEE MONITORING MEETING 
 
The monitoring activities should be looked at during a meeting of the Course Committee normally 
in November of each year and should provide the information for Heads of School for the Learning 
and Teaching Strategy monitoring.  Below is a list of areas to be covered.   This may be adapted 
to suit Professional, Statutory or Regulatory Body requirements but otherwise should be taken to 
be a minimum requirement.  Where PSRB annual monitoring arrangements require, this meeting 
may be held at another point in the year.  Monitoring meetings should result in completion of the 
proforma used in the Learning and Teaching Strategy monitoring exercise. 
 
1. Academic planning and Course/Subject Developments 

 
• Review recruitment against academic plan and associated activities eg marketing and 

recruitment practices.   
• Review major course developments, proposals for new courses, CA3 changes. 

 
2. Student progression / retention and awards 
 

Progression and award data is available in July (first sits) and in October (UG)/November (PG) 
from the QMAU website: www.ulster.ac.uk/quality/qmau/asm.html.    

 
Review data and identify actions as appropriate.  Identify any good practice. 
 

3. National Student Survey results 
 

Consider response rate and results and determine actions as appropriate. 
 

4. Employability 
 
Consider DLHE data, employer engagement, EDGE award, development of employability skills 
and currency and relevance of programme. 
 

5. Risk 
 

Identify any risks to the ongoing delivery of the course and quality of the student learning 
experience. 
 

6. PSRB engagement (if applicable) 
 

7. Placement review (if applicable) 
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Appendix 4 
 
TEMPLATE FOR REGULAR COURSE COMMITTEE ACTION PLANS 
 
ULSTER UNIVERSITY 
 
COURSE COMMITTEE:  [NAME OF COURSE(S)]  
 
DATE / TIME / VENUE:   
 
IN ATTENDANCE:    
 
APOLOGIES:    
 
Actions from previous meeting: 
 
Action Update/progress Further action required 
 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
Actions arising from the meeting: 
 
Issue/Action 
If particular to one course/module 
– specify course/module 

Responsibility 
 

Timeframe/ 
deadline 

Desired 
outcome 

Monitoring 
method / 
responsibility 
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