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Guidelines for Faculty Quality Assurance Teams

The Faculty Quality Assurance Teams were established to implement University-wide monitoring mechanisms in respect of learning and teaching quality.  The teams assure the quality of learning, teaching and assessment and of the student learning experience in the context of the research environment which underpins it.  The following guidelines provide a basis for the work of a quality assurance team during an academic year.

1. Terms of Reference

i. To consider and review school
 mechanisms for monitoring and sustaining the academic standards necessary for achieving stated aims and objectives in relation to teaching and learning within the University, faculty and school plans.

ii. To comment on the extent to which procedures in place in individual schools reflect best practice.

iii. To identify good practice in relation to the maintenance of academic standards and to make appropriate recommendations to the Education Committee.

iv. To make annual reports on their findings to the Education Committee and to the relevant Faculty Committee.

2. Objectives

The main objective of the work of the teams is to monitor the structures and mechanisms in place in school, programmes, or units (as appropriate) and to ensure that the application of these is effective in maintaining and enhancing academic standards. 

3. Membership – staff and students 
Staff: Academic staff are nominated as FQAT members by the Dean of the Faculty and approved by Faculty Board.  There will normally be at least one academic member from each school in the faculty.  The team will normally include the Faculty Education Manager, and may include a member of the Education Support Unit. Other members may be co-opted from time to time for specific tasks.  The faculty will arrange to service the operations of the team. 

Students: FQATs will normally include at least one undergraduate and one postgraduate student member from two different schools.  These students will normally also hold the role of student representative within their school. 
The FQAT visit team may include FQAT student members. Members of ESU will not normally take part in school visits. 
4. General Principles

i. Teams should collect data from schools during the first half of the academic year using the minimum amount of documentation needed to provide the necessary information.  The recommended documentation should include:

a) Annual Programme Review (APR) reports;  

b) external examiner reports (if not already included in the above);
c) most recent report of any accrediting organisation;
d) school response(s) to recommendations made by external examiner(s), the QAA or accrediting organisations;
e) student and any other school handbooks (e.g. staff handbooks);
f) any relevant programme review reports;
g) any further documents the school agrees to provide after consultation with the FQAT.

ii. The Faculty Education Manager, or another designated faculty officer, is responsible for ensuring that the relevant documentation is available to the team for their consideration in good time before each visit.    

iii. Where appropriate the FQAT should liaise with school (or faculty) quality assurance committees, or with individuals designated as responsible for quality control and University quality assurance groups.
iv. In the second half of the academic year, after examination of the documentation, the FQAT should arrange to visit the school, or in the Faculties of Medicine, the unit or element, whichever is appropriate.  Meetings will be held with the Head of School, unit or element organiser, or his/her nominated representatives, the Head of Education and any other school staff, as agreed between the team and the school.  The purpose of meetings will be to:

a) clarify any points not made clear in the information already available;
b) discuss that years’ FQAT themes with the school;   

c) enable general discussion of any issues which the team or school views as being relevant to the process; for example, as a result of the school’s own monitoring process, there may be aspects of its learning and teaching it wishes to change, and discussion with the team may help to focus on appropriate changes.  It is at this point that there is an opportunity for dissemination of good practice at faculty level;
d) follow up with the school any actions recommended in the previous year’s FQAT report.

v. Teams will also meet with a representative sample of students from across years and programmes to discuss the learning and teaching in the school or programme of units.  

vi. Members of FQAT whose home school/unit is being reviewed will not normally attend those visits and should never Chair that particular visit team.  

vii. Each year the meeting of the Plenary Group of FQAT Chairs will undertake the following:

a) examine the annual report of each FQAT (see 6:ii below);

b) identify issues for consideration common across the University, for examination by each FQAT within their own Faculty;

c) examine an overview report of the external examiner reports received in the previous year.  The overview report will be prepared by the Education Support Unit.
5. Integration with other internal quality procedures

i. Schools undergoing School Review will not be subject to an FQAT visit in the same academic year.  

ii. A representative of the relevant FQAT, usually the FQAT Chair but otherwise an FQAT member nominated by the FQAT Chair (but who is not a member of the school being reviewed) will be invited to attend the Review meetings relevant to the work of the FQAT. The FQAT representative may participate in the sessions but will not be a member of the Panel. 

iii. A list of those schools undergoing reviews in each year is available from the ESU website. 

6.
Reporting Procedures

The following reporting mechanisms for Faculty Quality Assurance Teams have been agreed:

i. Once the team has completed its review of the school or programme/unit (as appropriate) within the faculty, a brief report on each school or programme/unit will be prepared.  Draft reports will be circulated to Heads of School (or their equivalent) for correction of factual matters.

ii. Once all reports on schools have been finalised, teams will prepare an overview report for their faculty.  This will summarise the reports on schools, highlight good practice or concerns and refer to any recommendations to individual schools.  All reports will comment on how the issues for consideration previously identified for that year’s activities have been followed up. A template for this report is available on the ESU website.  
iii. Faculty Reports should be submitted to the appropriate Faculty Committee meeting. 

iv. The reports will also be submitted to the Plenary Group of FQAT Chairs in the autumn term each year, and through a Plenary FQAT Chairs Report, to Education Committee.

v. It is the responsibility of the Dean of each faculty to ensure that appropriate action is taken in response to the FQAT report.

7.
Supporting documentation


The following documents should be read in conjunction with these Guidelines:

i.
Job description for FQAT members

ii.
Job description for FQAT Chairs

Copies of these documents are available on the ESU website www.bris.ac.uk/esu/.
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� Note: Use of the word school in this document can also relate to departments or centres.
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