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	ACADEMIC POLICY
	Number:  

	Title: 	
	Annual Programme Evaluation and Review (APER)

	Academic Board Approval
	Ac Bd
Paper No
	
	Ac Bd
Date: 
	
	Effective 
Date	
	

	Previous Policy No
	
	Review Date: 
	

	Contact Authority: 
	[bookmark: Dropdown1] Designated Senior Academic Manager[footnoteRef:1]  [1:  General Manager, Director, Dean, Deputy CEO, etc] 

	[bookmark: Dropdown2]Status:  




	Purpose


	To ensure that every ITP programme is reviewed annually, using a self-assessment and continuous improvement process which:
focuses on outcomes for learners and other stakeholders
results in evidence-based judgements
is authentic, real and transparent; reflecting the perspectives of all stakeholders
leads to improved outcomes for learners and other stakeholders
meets external quality assurance body requirements


	Background
	The Preamble to the Gazetted Criteria for Course Approval and Accreditation 2008 requires TEOs to undertake self-assessment and be subject to external evaluation and review (EER).  Annual Programme Evaluation and Review (APER) is an educationally sound and effective self assessment process which meets these requirements. 

The procedures within this policy have been developed in relation to the following considerations:
external standards
the need to ensure that programme reviews cover all key purposes


	Statutory Compliance
	Education Act 1989 and subsequent amendments
The need to ensure that programme reviews cover all key purposes


	National Guidelines
	“Getting Started: Using Self-Evaluation as an Approach to Quality Assurance” (ITPNZ, November 2008)
NZQA Consultation Document: “Policy Requirements for an Evaluative Approach to Quality Assurance in Tertiary Education Organisations” (November 2008)
NZQA Quality Assurance Framework:  www.nzqa.govt.nz/for-providers/tertiary/
NZQA: “Requirements for approval and accreditation of degrees and related qualifications”; 2003, amended January 2007 (post graduate programmes)
ITP Quality: “Approval and Accreditation of courses leading to Degrees and related qualifications”; April 2004 (undergraduate programmes)






	
Policy
	Each programme is to be formally evaluated and reviewed once each year.  (Appendix A, Appendix B)  If a programme is delivered more than once in a year, it will be evaluated and reviewed once.  Larger programmes are to be reviewed alone;  smaller programmes are to be reviewed in clusters.
The Programme Manager[footnoteRef:2] is responsible for ensuring that there are continuous self evaluative/self assessment activities which culminate in the formal evaluative review and that these evaluations and reviews are carried out and that appropriate actions are taken at the School/Department/ Programme level. [2:  Depending on the institution, the programme manager may be referred to as: head of school; head of department; head of programme; dean; programme coordinator; etc] 

The Executive Leadership Team is responsible for initiating and conducting the formal evaluation and reviews.
Each programme evaluation and review is to be documented according to the requirements of the Annual Programme Evaluation and Review Report template (Appendix C).  The reports are to be held in the central file and within the School/Programme records and are to be available for internal or external monitoring, evaluation, review and audit purposes.
If, as a result of the evaluation and review, it is proposed to change the programme in any way, then the usual processes to approve these changes (involving the Academic Board) must be followed.
If during the Annual Programme Evaluation and Review it is identified that the programme and its documentation no longer meet current internal and external needs/requirements, a revised programme document must be developed and approved. 

	Procedures
	The membership of each APER Team and the timeline for conducting each APER shall be determined by the Designated Senior Manager in consultation with the Programme Manager and other relevant staff.
Information shall be gathered and entered directly into the APER Report template where possible.
As part of APER, the following shall be completed:
completion and retention data
external stakeholder feedback analysis
a summary of student satisfaction feedback and evaluation on all courses (refer to Student Surveys and Course/Programme Evaluations Policy)
graduate satisfaction/destinations analysis
employer satisfaction analysis
financial viability analysis
These input documents are to be included or appended to the Programme Evaluation and Review Report.
As part of the APER the inputs in “3.” above shall be made available to, and feedback requested from:
all staff involved in the delivery of the programme
all External Advisory Committee[footnoteRef:3] members [3:  Or External Advisory Network] 

other relevant external stakeholders
External Advisory Committee feedback shall be summarised and the summary appended to the APER Report.  The collective view of the External Advisory Committee members shall be recorded at the External Advisory Committee meeting and duly minuted.  (This may need to occur after the APER has been submitted to the Designated Senior Manager.)
The APER Report including an Action Plan shall be completed by the Designated Senior Manager or delegate using the standard template following the formal evaluation and review and forwarded to the Head of School and Programme(s) staff.  
The Designated Senior Manager is responsible for reporting key issues arising from APERs to Academic Board and/or Senior Management Team as appropriate.
The Designated Senior Manager is responsible for forwarding degree and post graduate APER reports to the external Quality Assurance Boards.
The Designated Senior Manager is responsible for maintaining a central repository of all APER reports. 

	Referral Documents

	Quality Management System Manual 
External Advisory Committees Policy and Procedures
Student Surveys and Course/Programme Evaluations Policy and Procedures
Appendix A – Annual Programme Evaluation and Review Process
Appendix B – Programme Information compiled prior to Annual Programme Evaluation and Review
Appendix C - Annual Programme Evaluation and Review Report Template
www.nzqa.govt.nz/for-providers/aaa/course-approval.html
NZQA Quality Assurance Framework:  www.nzqa.govt.nz/for-providers/tertiary/
www.itpnz.ac.nz and www.itpq.ac.nz
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Appendix A
ANNUAL PROGRAMME EVALUATION AND REVIEW (APER) PROCESS
 (
Membership of Annual Programme Evaluation and Review (APER) Team determined and timeline confirmed
)




 (
Action Plan reported on in the APER report in following year
) (
Programme Changes reported on in the following year’s APER report
)
 (
Gather relevant information about the programme(s) to be evaluated and reviewed:
see attached information source chart
)




 (
APER Team members analyse and synthesize information collected; including (e.g.):
completions and retention data
student feedback summary
graduate destinations analysis
external stakeholder feedback 
financial viability analysis
)








 (
Draft APER Report compiled by Designated Senior Manager and circulated to members of APER Team
(
including
 proposed master action plan)
)






 (
APER Team meets and discusses report – judgements made; Action Plan for programme or programme cluster finalised with time lines; APER Report amended as appropriate
)
 (
Actions listed in Action Plan take place over the ensuing year
) (
Programme Changes approved by Academic Board and externally if necessary
)






 (
APER Report forwarded
 
to 
Head 
of  School
/Programme(s) staff 
)



 (
Designated Senior Manager or delegate prepares a 
summary(
ies
) of APER reports and presents to Academic Board and Senior Management Team
)




 (
Designated Senior Manager or delegate forwards copy to ITP Quality or NZQA (for degree and post-graduate programmes only)
)


 (
Copy filed in Central File
)

Appendix B
 (
Stakeholder 
Engagement; 
including for example:
External Advisory Committee or Network
Stakeholder needs analysis
Stakeholder feedback on graduates
Industry trend information
Employment data
) (
Research and Scholarly Activities
outcomes
 
) (
Accreditation Panels
requirements
/ recommendations
) (
Institution-wide considerations; 
including for example
:
Investment Plan
Council feedback
Senior management feedback
Sector benchmarking information
) (
Re
port on implementation of Master Action Plan from previous APER
) (
Staff Management; 
including for example:
Staff qualifications and experience
Performance Reviews
Professional Development Completions and Plans
Peer Observations;
360º Feedback
(
record
 that 
has been 
done, not the detail)
) (
Internal Audit/ Evaluation
requirements
/ recommendations
) (
Student Feedback; 
including for example:
First Impressions Surveys
Programme Satisfaction Surveys
Course Evaluations
Teacher Evaluations
Focused Interviews
(
action
 required if targets not met or issues need attention)
) (
Physical Resources
 
) (
External EER
and/or
 Audits
requirements
/ 
recommendations
) (
Self reflection of staff team
 
) (
Student Destinations – Outcomes and Value
; 
including
 for example:
Graduate Destination Survey 
Graduate Tracer Studies
Graduate Focus Groups
Staff knowledge
) (
Monitors for Degrees
requirements
/ recommendations
) (
Recruitment Practices, Entry and Selection
Enrolment information
) (
Internal and External Moderation
requirements
/ recommendations
) (
Programme information
 compiled prior to Annual Programme 
Evaluation and 
Review
) (
Business Plan?
  
ie
 Curriculum Review – delivery methods
)











 (
Student Achievement/ Results; 
including for example:
Success
Retention
Non-completions
(
action
 required if targets not met or issues need attention)
)


 (
Teaching and Learning; 
including for 
example
:
 
Delivery methods
Teaching and learning plans
Curriculum review
)













Appendix C
ANNUAL PROGRAMME EVALUATION AND REVIEW (APER) REPORT

This annual programme evaluation and review report is an integral part of self assessment and continuous improvement process which:
· focuses on outcomes for learners and other stakeholders
· results in evidence-based judgements
· is authentic, real and transparent; reflecting the perspectives of all stakeholders
· leads to improved outcomes for learners and other stakeholders
· improves strategic value and financial viability
· meets internal and external quality assurance requirements

The annual programme evaluation and review should be linked to the School/Programme Area’s Business Planning processes.

Included in or in the appendices to this review report are: 
· Course success and retention rates as submitted in SDR
· Course success rates for those retained
· Summary of key enrolment information
· Results from programme satisfaction survey 
· Summary of student feedback on all courses current taught within the programme
· Summary of External Advisory Committee feedback
· Research and scholarly activity outcomes (required for degree and postgraduate programmes, optional for diploma and certificate programmes)
· List of staff and qualifications with current professional development completions/plans to maintain currency with industry and meet the institute’s strategic directions
· Financial results


School	     

Date		     

Present	     


Programme Details
	Programme Title
	Person Responsible

	Programme Code

	
	
	




Update on Previous Year Review Actions

The review discussion will commence with an update on progress towards the actions that were identified in last year’s review.  Please see tables at end of this Programme Review.

The review discussion will then be focussing on the following evaluative questions, for each of the school’s stand alone programmes.


How well do your learners achieve?

	Course Retention and Success
	2008
	2007
	2006

	[Programme]

	
	%
	Actual no
	
	

	Completions/Success % (those passing of those enrolled using MOE codes 2, 3 and 4)
	
	
	
	

	Completions/Success % (those passing) and number of those passing of those retained (MOE codes 2 and 3)
	
	
	
	

	Retention Rate %
(there at end/enrolled) (MOE codes 0-4 inclusive)
	
	
	
	



     

2a	What changes have been made in the last 12 months to improve student success and retention rates?
     

2b	What are the opportunities for further improvement in the next 12 months?
     

2d	What, if anything is getting in the way of improvements to retention and success rates (eg systems, support, staff capability, guidance, other)?
     

2d	To what extent do your graduates gain employment in a field relevant to their studies?
     


Do your learners enjoy a high quality learning experience?  (learning environment, experiential curriculum, student support, socialisation)

3a	Student Satisfaction Rates 
	Overall Satisfaction %
	2008
	2007
	2006

	[Programme]

	Number of respondents
	
	
	

	Quality of the programme
	
	
	

	Quality of the teaching
	
	
	

	Learning Environment
	
	
	



3b	Course evaluations
	The [School/Programme] [does/does not] use the centralised systems.

3c	What changes have been made in the last 12 months to improve the student experience? 
     

3d	What are the opportunities and priorities for further improvement in the next 12 months?
     

3e	What, if anything, is getting in the way of improvements to the student experience (eg systems, support, staff capability, guidance, other)?
     

3f	Research and Scholarly Activity Outcomes for 2008 (if applicable)
     

3g	Outcomes and Actions from Monitoring Process 2008 (if applicable)
     

3h	Outcomes and Actions from Internal and External Moderation Activity 2008
     


How well are learners guided and supported?

4a	Effectiveness of Recruitment, Selection, Entry and Enrolment Processes.
     

4b	What changes have been made in the last 12 months to improve learner guidance and support?
     

4c	What are the opportunities and priorities for further improvement in the next 12 months?
     

4d	What, if anything, is getting in the way of improvements to learner guidance and support (eg systems, support, staff capability, guidance, other)?
     

4e	Adequateness of Learning Support from outside School/Programme Area
     


How effective is the teaching in each programme?

	We are interested in the proportion of staff who have been gaining regular feedback, hold relevant teaching qualifications and have had a performance review in the last 12 months. 

5a	Teaching staff capability
	
	Name
	Teaching Qualification Currently Working Towards
	Most Recent Teacher Qualification
	Other Teaching Qualification

	
	
	
	



     

5b	Staff Performance Management 
Has each staff member had a current Performance review completed?
Has each staff member a current Individual Development Plan?

Student Feedback on teaching obtained in 2008 by each staff member:
[Staff names]

     

5c	What changes have been made in the last 12 months to improve teaching?
     

5d	What are the opportunities and priorities for further improvement in the next 12 months?
     

5e	What, if anything, is getting in the way of improvements to teaching (eg systems, support, staff capability, guidance, other)?
     


To what extent are your programmes meeting stakeholder needs?  How do you know?

6a	Analysis of Stakeholder Feedback on Graduates
     

6b	Outcomes of Graduate Satisfaction Feedback 
     

6c	Analysis of Industry/Community Trends
     

6d	Analysis of Sector Benchmarking Information
     

6e	What actions have been taken in the last 12 months to ensure that programme and course relevance has been maintained?
     

6f	What actions are planned for the next 12 months to ensure that programme and course relevance is maintained?
     


To what extent is each programme financially sustainable?

	EFTS summary
	2008
	2007
	2006

	[Programme]

	Total EFTS
	
	
	

	Forecast EFTS
	
	
	

	EFTS excess(shortfall)
	
	
	




7a	What changes have been made in the last 12 months to improve financial sustainability? 
     

7b	What are the opportunities and priorities for further improvement in the next 12 months?
     

7c	What, if anything, is getting in the way of improvements in financial sustainability (eg systems, support, staff capability, guidance, other)?
     

7d	To what extent are equipment and facilities fit for purpose?  Are substantive upgrades required in the next 12 months?
     

[Insert Financial Report]


To what extent is each programme aligned with the Maori Strategic Framework?

	Percentage of Maori student participation in [Name of School] compared with Maori participation at [ITP]
	-
	

	
	
	

	Participation (number of students)
	-
	

	Success rate (the number of courses passed out of the number who completed)

	-
	

	Retention (the number who completed out of the number who enrolled)
	-
	




8a	What changes have been made in the last 12 months to develop a learning experience embracing of Maori?
     

8b	What are the opportunities and priorities for further improvement in the next 12 months? 
     

8c	What, if anything, is getting in the way of improvements to the learning experience for Maori (eg systems, support, staff capability, guidance, other)?
     


To what extent does the curriculum in each programme embrace education for sustainability?  To what extent are operational practices in each programme sustainable?

9a	What progress has been made in the last 12 months to embed education for sustainability?
     

9b	What changes have been made in the last 12 months to ensure operational practices in your programmes are more sustainable? 
     

9c	What are the opportunities and priorities for further improvements in sustainability in the next 12 months?
     

9d	What, if anything, is getting in the way of improvements in sustainable practice (eg systems, support, staff capability, guidance, other)?
     


Innovations and Good Practice




Action Plan resulting from APER






The review will conclude with a discussion on the longer term priorities for the programme.
[bookmark: RANGE!B2:AQ584]



