BASE ROOM FOR SUBJECT REVIEW PANEL VISIT

Institutions must provide accommodation for the audit team for the duration of their visit. The team will require a base room which should have at least four tables and chairs the audit team can use for working at, a computer and printer. The computer should if possible be connected to the Internet. (If this is not possible the institution should provide the audit team with access to the internet for the duration of the visit). Tea, coffee, water and soft drinks should be provided in the base room. The room should be large enough to take all the materials that MUST be available for the audit team during the visit.
In addition to the base room institutions will need to provide a room where the team can meet with groups of staff and students during the course of the visit. There should be somewhere close to the room where staff and students can wait for the meeting they are coming to start.
The Subject Review Room should have the following:

1. Two copies of the self assessment , one in French and one in English;

2. The programme specification document (programme validation document) for all programmes delivered in the faculty/subject;

3. The institutions Learning Teaching and Assessment Strategy;

4. The institutions Academic Regulations;

5. The institutions Quality Manuel;

6. Programme annual monitoring reports; 

7. Reports from analysis of responses to student satisfaction questionnaires;

8. The CVs of all the academic staff teaching in the faculty;

9. The CVs of all tutorial assistants;

10. A list of all the academic staff teaching the subject by grade and full and part time;

11. The teaching timetables of al staff teaching on the programme for the week of the visit;

12. The number of students on each programme by each year of the programme separately for full (day)  and part time (evening/weekend) students;

13. Details of the hours of class contact for students by year and programme; 

14. All the examination papers and marking schemes for the last four years;

15. Details of any industrial placements;

16. Details of any community placements;

17. Any materials specifically written for use on the programme;

18. Details of course work set over the last four years and examples of student work;

19. The assessment results for the last four years;

20. All the student projects  for the last four years;

21. Student programme and module handbooks;

22. A list  of, and copies of all staff publications for the last four years;

23. Details of all staff development undertaken by staff  in the last four years;

24. External examiner reports for the last four years;

25. Reports from programme validation panels for last four years;

26. Agendas and minutes from Faculty Council and departmental meetings for the last four years;

27. The timetable for the week in which the visit is taking place;

28. Details of personal development planning;

29. Details of personal tutoring system;

30. Details of staff appraisal system;

31. Details of all collaborations the subject (faculty/department ) is involved;

32. Details of the membership of international organizations/networks that the subject has and/or individual members of academic staff;

33. Details of any national or international activities by members of academic staff e.g. member of a committee, member of the board of a journal, peer reviewer for a journal, supervising and /or examining PhD students, advisor in area of subject expertise etc.
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