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Higher Education Council
HANDBOOK FOR INSTITUTIONAL AUDITORS 

HANDBOOK FOR INSTITUTIONAL AUDITORS

Introduction

This Handbook provides guidance for the members of panels for institutional audits. It should be read in conjunction with:

· The Handbook for Institutional Audit;

· The Rwandan National Higher Education Qualifications Framework;

· The Code of Practice;

· Higher Education Institutional Infrastructure and Academic Standards;

· Requirements for the Base Room for Institutional Audit.

The Handbook provides guidance for auditors in coming to judgement on the ways and extent to which the institution meets the criteria for institutional audit.

The criteria cover two broad areas which will form the focus of evaluation during the visit to the institution:

Area 1: Mission of the institution; links between planning and resource allocation and quality management;

Area 2: Teaching and learning, research, consultancy, knowledge transfer and community engagement.

The criteria will guide the evaluation during the audit visit. 

Institutional Visit
An audit is incomplete without verification of assets together with assessment of statements made by an institution. Such verification takes the form of an institutional visit which is an integral part of a quality audit. 

The audit panel will visit the institution for a period of between three and five days during which it will try to establish the thoroughness and accuracy of the self-assessment reported in the institution’s briefing paper. It will be guided by a programme of activities previously agreed upon. As part of the exercise the panel will also visit any aspect of the institution which is considered as significant with respect to quality assurance, quality enhancement and/or the standards of the academic delivery of the institution.

Areas for Consideration by the Audit Panel during the Visit

Institutional Mission 
The institution has a clearly stated Mission and purpose with goals and priorities, which are responsive to its local, national and international context, are in line with the Higher Education Policy and which provide for transformational issues. There are effective strategies in place for the realisation and monitoring of these goals and priorities. Human, financial and infrastructural resources are available to give effect to these goals and priorities.

· The institution has a Mission that is explicit;

· Aims and objectives are in keeping with the mission. They are realistic and achievable;

· Adequate attention is given to transformational issues; 

· The Mission goals and priorities are understood and owned by staff;

· The institution has a strategic plan with clear time frames; 

· There are effective strategies in place for the realisation, monitoring and evaluation of the strategic plan through an implementation process; 

· Human, financial and infrastructural resources are available to achieve the goals and priorities.

· Responsibility for implementation, monitoring and evaluation are allocated to the responsible senior managers.

Institutional Management of Academic Standards
The audit panel will examination the arrangements in place for ensuring that the graduates from the programmes achieve internationally credible qualifications. In making judgements about the extent that students are achieving appropriate standards the audit panel will give particular attention to the extent to which the institution is making strong and scrupulous use of independent external examiners in summative assessment procedures and the use made of independent external assessors in the internal validation and periodic review of programmes.

· The institution has a strategy for quality and standards;

· The institution has a clearly established quality assurance system that sets out the responsibilities of departments, faculties and individual;                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

· The institution has systems in place for external examiners, and external reviewers; 

· The assessment policies and regulations are designed to ensure the maintenance of academic standards;

· External examiners are independent of the institution and are appointed for a specified period not exceeding three years and are from reputable institutions and have the necessary expertise and experience.

· Terms of reference for external examiners are explicit and include moderation of question papers and model answers, moderation of scripts and providing feedback on performance of students. A feedback on the curriculum should be included. 

· Ethical practice is given due importance.

Institutional Management of Learning Opportunities 
The use made of external examiners and reviewers, research and other scholarly activity to inform teaching, learning resources, admission policies, student support and guidance, staff appraisal and academic staff development including staff engaging with pedagogic developments in their discipline.

· Policies regarding admissions are clear, transparent and accessible by the public;

· Policy on equal opportunities is implemented; 

· Consideration is given to physically disabled and mature students;

· The institution has well established policies for appointment, appraisal and promotion of staff and the policies are effectively implemented;

· Performance appraisal  of academic staff is undertaken periodically in a transparent manner with the employment of clearly developed  criteria;

· Staff are informed of management’s recorded perception of their strengths and weaknesses

· Appropriate support and training is provided for academic staff to enable them to perform more effectively and stay abreast of recent developments both in their subject area and in higher education pedagogy;. 

· Continuing professional development is actively promoted
Academic Support Services 
Academic support services include the library, learning materials, computer support services, teaching accommodation, specialist facilities, ancillary support for learning and teaching. It is essential that they are adequate to support teaching and learning needs.

· Academic support services which adequately provide for the needs of teaching and learning, research, consultancy, knowledge transfer and community engagement, and help to give effect to teaching and learning objectives. Efficient structures and procedures facilitate interaction between academic provision and academic support.

· Academic support services which are adequately staffed and resourced and have the necessary infrastructure in place. The institution provides development opportunities to support staff in enhancing their expertise and to enable them to keep abreast of developments in their fields;

· Regular review of the effectiveness of academic support services for the core functions of the institution.

Institutional approaches to Quality Assurance and Enhancement 
 The existence of a quality assurance handbook readily available to all academic staff, the use made of external examiner reports, internal and external review, student feedback, peer observation of teaching, management information, dissemination of good practice and staff development to enhance quality.

· The institution has adopted a working definition of quality assurance which is compatible with its mission;

· A systematic and comprehensive approach to quality assurance affecting all the essential services of the institution is being implemented;

· An academic planning framework exists which articulates the institutional Mission and strategic goals, and is adequately resourced;

· A quality assurance handbook addressing all the affected activities is in evidence and is available to all departments for consultation by all staff members;

· Key quality improvement priorities with regarded to teaching and learning have been identified and appropriate resources allocated to enable improvements within a given time frame;

· Staff development policies and strategies which promote the professional competence of staff;

· Regular reviews of the effectiveness of systems of quality assurance and support for learning and teaching;

· The availability of up-to-date data to inform policy, planning, implementation and review of teaching and learning;

· Clear and efficient systems are in place for the design and approval of new programmes, courses and modules. The requirements are consistently applied and regularly monitored.

 Institutional Arrangements for Postgraduate Research Students (where appropriate)
This includes the arrangements for supervision and the training of supervisors, student feedback, monitoring of student progress and the provision made for students;

Institutional arrangements for the quality assurance, development, support, increasing productivity and monitoring of research and consultancy activities.

· Students are clearly informed of their commitment to research through appropriate guidelines.

· Role of supervisors is explicit and expectations by students from them and vice versa are clearly understood.

· Students receive adequate support through regular tutorials and continuous monitoring of progress, together with feedback.

· Physical resources including appropriate equipment are readily available  

Research and Consultancy
Institutional arrangements for the quality assurance, development, support, increasing productivity and monitoring of research and consultancy activities.

· A research policy and/or plan which indicates the role and nature of research conducted at the institution and the monitoring and evaluation of research undertaken;

· Regular reviews of the effectiveness of the arrangements for the quality assurance, development and monitoring of arrangements for the quality assurance, development and monitoring of research functions;

· A clear research policy and regulations which indicate the role and nature of research conducted at the institution.

Administrative and Management Issues
Objectives and mechanisms for quality management are integrated into institutional planning. Financial planning ensures adequate resources are allocated for the development, improvement and monitoring of quality in the core activities of teaching and learning, research, consultancy, knowledge transfer and community engagement

 Including governance, leadership, academic management, the admission of students and support of students, staff appointment procedures, development opportunities, appraisal and promotion. The qualities and competencies of academic staff are appropriate for a provider with qualification-awarding powers, including maintaining high professional standards and acceptance of the professional responsibilities of operating in a higher education environment.

· Academic programmes, research, consultancy, knowledge transfer and community engagement are clearly aligned to the institutions mission and strategic goals;

· There are clear links between planning, strategic choices, resource allocation and quality management;

· Institutional planning which includes: quality management prioritisation and target setting at all critical decision making levels; and, goal setting and allocation of responsibilities for development issues;

· Management of resources in a way which ensures :transparency and accountability;  proper budgeting and rational use  of funds taking into account  short and long term goals; the cost effective of programmes and other academic activities; and, effective internal auditing

· Adequate resource allocation through financial planning for the development , implementation , review and improvement of quality management mechanisms at all relevant levels;

· Regular review of the effectiveness and the impact of the integration of the objectives and mechanisms for quality management with institutional and financial planning;

· Institution-wide participation in the formulation of policies encouraged;

· Leadership is demonstrated by senior management  through: developing and communicating the institution’s strategic plan with identifiable short term and long term goals and objectives; developing and communicating the institution’s mission and plan; establishing effective links with external stakeholders; and, developing an organisational structure which reduces bureaucracy and improves communication, efficiency and effectiveness

· Management of academic activities to ensure that programmes are relevant; ensuring that academic standards are continuously monitored and improved, and ensuring that the institution’s awards are recognised nationally, regionally and internationally.

· Recruitment, selection, development and support policies that facilitate the availability of suitability of qualified and experienced academic and support staff to deliver the programmes. Staff capacity in relation to programme needs regularly reviewed.  

Community Service and Good Governance:
The institution plays an active role in inculcating an ethic of community service and the ways these are linked to learning and teaching. Quality related arrangements for community engagement are formularised and integrated with those for teaching and learning where appropriate and are adequately resourced and monitored.

· The institution plays an active role in inculcating the spirit of a healthy community and in providing its services and expertise to promote socio-economic integration and development;

· The institution has in place procedures for the quality management of community engagement;

· The effectiveness of community engagement is regularly reviewed.

Deliberations and Decision of the Audit Panel
The audit panel takes note of all the findings. Members discuss their observations and decide on their conclusion, ensuring that it is a true reflection of the state of affairs at the institution. At the end of the audit the panel gives an oral feedback to the top management. Thereafter the institution is given a copy of the draft report within two months of the visit. This is followed by the final report which is sent within a period of three months.


Draft Audit Programme

Day 1

08.00 - 09.30
Meeting with Institution’s Director of Academic Quality, Academic Register, and institutional facilitator followed by orientation

09.30 - 10.15
Interview with Rector, Principal and Executive Management Team

10.15 - 10.30

Review 

10.30 - 10.45

Coffee

10.45 - 11.45

Interview with Deans of Faculties/Heads of Schools

11.45 - 12.00

Review

12.00 - 12.45

Interview with Heads of Departments (one from each Faculty)

12.45 - 13.00

Review

13.00 - 14.00

Lunch

14.00 - 14.45

Interview with Lecturers (one from each department)

14.45 -15.00

Review

15.00 - 15.15

Tea

15.15 - 16.00

Interview with Student Representatives

16.00 -18.00

Review




Plan for day 2




Day 2

09.00 - 09.45

Interview with Members of Senate

09.45 - 10.00

Review

10.00 - 10.15

Coffee

10.15 - 11.00

Interview with Members of the Board of Directors 

11.00 - 11.15

Review

11.15 - 12.00

Meeting with Administrative and Support Staff

12.00 - 12.15

Review

12.15 - 1.15

Lunch

13.15 - 14.00

Interview with members of Staff Association

14.00 - 14.30

Review




Planning for day 3

14.30 - 16.30

Visits

Day 3

09.00 - 09.45

Interview with Quality Committee

09.45 - 10.00

Review

10.00 - 10.15

Coffee

10.15 - 11.00

Interview with Library Staff

11.00 - 11.15

Review

11.15 - 12.00

Interview with Employers

12.00 - 12.15

Review

12.15 - 13.15

Lunch

13.15 - 13.45

Interview with Director of Research and Knowledge Transfer

13.45 - 15.00

Meeting with Professors and members of Research and   

                                    Consultancy Committee

15.00 - 15.15

Tea

15.15 - 16.00

Meeting with Vice Rector Academic/Vice Principal 

16.00 - 16.30
Meeting with Vice Rector Administration and Finance

16.30 – 18.00              Review and preparation for Day 4

Day 4

08.00 – 09.00              Meeting with managers responsible for academic and generic

                                    Staff development

09.00 – 10.30

Open Session – Students and Staff


10.30 - 11.00

Coffee

11.00 -
13.00               Private Panel Meeting to draft conclusions



13.0 – 14.00
            Lunch

14. 00- 14.45
            Closing meeting with Rector/Principal (and others): brief

                               outline of Panel’s main conclusions
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