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TITLE:
EVALUATION AND REVIEW: SUPPORT UNITS 
(SELF EVALUATION)
PURPOSE/SCOPE:
To ensure that all support activity is subject to regular evaluation and review.

RESPONSIBILITY:
For ensuring that all support activity is evaluated and reviewed lies with the Unit Manager.

For the designation of Unit Teams and Team Leaders (if required) lies with the Unit Manager.
For the completion of all documentation lies with the Unit Team.
For the approval of all action plans lies with the Unit Manager.
For ensuring that Annual Support Unit Evaluation and Review Meetings are arranged lies with the Assistant Principal: Quality Development and Human Resources.
DEFINITIONS:
Support Unit Team:


A representative group of staff who deliver support.


Annual Support Unit Evaluation and Review Meeting:


An annual meeting held between College and Unit Managers to evaluate and review activity.

APPENDICES:
Forms

Support Unit Annual Self Evaluation Report General Information


(SU-USEGI)


Support Unit Annual Self Evaluation Report Last Year’s Gradings


(SU-USELYG)


Support Unit Annual Self Evaluation Report Element U1 (SU-USEU1)


Support Unit Annual Self Evaluation Report Element U2 (SU-USEU2)


Support Unit Annual Self Evaluation Report Element U3 (SU-USEU3)


Support Unit Annual Self Evaluation Report Element U4 (SU-USEU4)


Support Unit Annual Self Evaluation Report This Year’s Gradings


(SU-USETYG)


Reference Documents


Support Unit Annual Self Evaluation Report Guidance Notes


(SU-USEGN)

RELATED

INFORMATION:

Originated
Approved
Date

SLWG
1.0
INTRODUCTION

1.1 All activity will be subject to an appropriate process of annual evaluation.

2.0
EVALUATION AND REVIEW

2.1
The Unit Manager will:

2.1.1 Identify Unit Teams for all activity (if required);

2.1.2 Identify Team Leaders.

2.2 Each Unit Team will evaluate in accordance with Support Unit Annual Self Evaluation Report Guidance Notes.

2.3 The Unit Manager will collate all provision grouping reports and submit a Unit return to the Quality Development Unit by the end of July each academic year.

2.4 The responsible SMG member will ensure that Annual Support Unit Evaluation and Review Meetings are arranged to take place before the end of September each academic year.

2.5 Each ASUERM will be attended by:

2.5.1 The responsible SMG member (Chair);

2.5.2 The Unit Manager;

2.5.3 One other appropriate individual e.g. Another SMG Member, a Board Member or a representative from an External Body

2.6
The Quality Development Unit will provide copies of all relevant paperwork to attendees of their ASUERM at least one week in advance of the meeting taking place.

2.7
The purpose of the ASUERM is to:

2.7.1 Enable the Unit Manager to present key information on changes or issues arising from the evaluation process;

2.7.2 Enable both the Unit Manager and the responsible SMG member to review progress during the previous year on Unit and Cross College improvements;

2.7.3 Agree Action Points.

2.8 Agreed Action Points will be copied to the Quality Development Unit.

2.9 The Unit Manager will ensure that actions arising from evaluation and review are reflected in Unit Development Plans.
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