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TITLE:
EVALUATION AND REVIEW: PROGRAMMES
PURPOSE/SCOPE:
To ensure that all provisions being delivered is subject to an appropriate process of regular evaluation and review.

RESPONSIBILITY:
1     For ensuring that all provision is evaluated and  

      reviewed lies with each Division Leader.  

2
For the designation of the team leaders, team and

Grouping provision has with each Division Leader in consultation with the appropriate Section Leader.

3
For determining which provision will be considered by an External Review Board in each year lies with the Division Leader in consultation with the relevant Section Leader.

4
For the completion of all documentation lies with each designated team leader.

5
For the approval of all action plans lies with the Division Leader in consultation with each Section Leader and team leader.

DEFINITIONS:
Division Leader; Leader of each academic division plus the Business Development Director and the Leisure and Community Manager.

APPENDICES:
Forms QEEE 1-9
Quality Element Evaluation


Form PROSTAER
Annual Evaluation Report


Form PIE

Performance Indicator Evaluation


Form DTATR

Data Trends and Targets


Form ERB

External Review Board

RELATED

INFORMATION:
“SFECF/HMI Review Framework for Standards and Quality in Further Education
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1.0
INTRODUCTION

1.1
All provision will be subject to an appropriate process of evaluation at least annually.


1.2
The basis for this evaluation will be the current edition of the SFEFC Quality Framework.

1.3
An appropriate process of review for all provision will be undertaken over a maximum of two years.

2.0
PROCESSES FOR EVALUATION AND REVIEW

2.1
Specific Short Programmes directly funded by the participants will be;


2.1.1
Evaluated using an appropriate evaluation questionnaire


2.1.2
Reviewed by consideration of the completed questionnaires

2.2
All other “mainstream” provision will be evaluated and reviewed in accordance with the processes defined from Section 4 of this procedure.

3.0
EVALUATION AND REVIEW: SPECIFIC SHORT PROGRAMMES

3.1
An appropriate Programme Evaluation Questionnaire will be produced for all specific short programmes

3.2
The questionnaire will be administered at the end of each programme.

3.3
The completed questionnaires will be considered by an appropriate evaluation team and the results reviewed.

3.4   A brief review report will be drawn up including, where appropriate, any  

         identified action points.

3.5
All evaluation documentation will be retained on file.

3.6   Each review report will be passed to the appropriate Division Leader.   


.
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4.0
EVALUATION; ALL OTHER “MAINSTREAM” PROVISION

4.1
All of this provision will be evaluated annually.

4.2
The Division Leader in consultation with other staff as appropriate will;

4.2.1
Identify the grouping for provision for evaluation.  The grouping will cover ALL provision

4.2.2
Identify team leaders to lead the evaluation of all groupings

4.2.3
Identify the membership of each team

4.3
The provision will be evaluated against each element of the SFEFC Quality Framework

4.4
The evaluation will take place on an ongoing basis as appropriate using the correct QEE form.

4.5
   As the evaluation of each element is completed an evaluation report will be  

         completed and a grading applied in the relevant section of form PROSTAER.

4.6

Performance Indicators, data trends and targets will be evaluated using forms  

         PIE and DTATR.  An evaluation reports will be completed in the relevant  

         section of form PROSTAER.

4.7

Proposed target figures will be inserted on form DTATR.

4.8

Once all evaluation reports and gradings have been completed then all other  

         sections of the form PROSTAER will be completed.

4.9    The action plan will be written in SMART format.

4.10  The action plan will be agreed by the team leader, Section Leader and the  

         Division Leader

4.11   Form PROSTAER will be signed by the team leader and counter signed by the  

          Division Leader.

5.0
EVALUATION 

5.1
A minimum of 50% of provision will be subject to consideration by an External  

         Review Board during each academic year.
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5.2
The decision regarding which provision will be considered by an External  

         Review Board in any academic, year, will be made by the Division Leader in 

         consultation with the Assistant Principal, Curriculum Delivery and with the 

  
appropriate Division staff.

5.3
All provision must be considered by an External Review Board within a two

    
 year cycle.

5.4
The members of the External Review Board will consist of;

i)
The Division Leader – Chair

ii)
The Section Leader

iii)
The evaluation team leader

iv)
Minimum one lecturer representative from the evaluation team

v)
Minimum one student representative from each year of programme being reviewed.

vi)
Minimum one representative from Higher/Further Education

vii)
Minimum one representative from Industry/Commerce    

5.5
Prior to the meeting of the External Review Board all members will provided a  

copy of the PROSTAER form and with copies of all relevant PIE and DTATR forms for the programmes being reviewed.

5.6
The External Review Board will consider the team evaluation report as presented on form PROSTAER and supported by the PIE and DTATR forms.

5.7
The views of the External Review Board will be recorded on form ERB.

5.8
The action plan will be written in SMART format.

5.9
The action plan will be agreed by the team leader and the Division Leader both of whom will sign the form.

6.0 FINAL ACTION PLAN FOR SPECIFIC PROVISION


6.1 
Where the provision has been considered by an External Review Board then the final action plan to be implemented is the one detailed on form ERB.

6.2
Where the provision has NOT been considered by an External Review Board, then the final action plan to be implemented is the one detailed on form PROSTAER.
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