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Procedures and Guidelines for Self Evaluation of Programmes and Services

POLICY ON THE EVALUATION & MONITORING OF PROGRAMMES AND SERVICES

Monitoring

The College will monitor the implementation of the quality assurance policies and procedures it has developed.

Monitoring will be concerned with the effectiveness and efficiency of the developed procedures and will be carried out systematically and consistently.

Monitoring will seek areas of provision that are successfully implementing policy and those which are not. Monitoring will seek clear evidence when checking the implementation of any policy and will include the use of a monitoring plan which will show the various responsibilities for the implementation of each policy element.

The monitoring process will be linked to improvement mechanisms and to the evaluation of programmes and services.

Evaluation
The evaluation of programmes and services is seen, by the College, as an essential component of its quality Assurance systems.

All programmes will be evaluated; at least, every third year .The process will involve both staff and learners and will make use of the services of an external evaluator.

A report will be produced which will contain the findings of the evaluation of the programme and the services related to it and will identify the strengths and weaknesses of the programme, areas needing improvement and recommendations for improvement.

Procedures and Guidelines for Self Evaluation of Programmes and Services 

The procedures and guidelines outlined below will guide all staff, learner representatives and external specialists involved in Evaluation of Services and Programmes. 

1.
PURPOSE

1.1 The purpose of these procedures and guidelines is to make sure that each Self Evaluation of Programmes and Services (SEPS):

· Develops the quality of the programmes;

· Ensures programmes remain current 

· Ensures that programmes continue to offer a valuable educational experience to the learner;

· Acknowledges the National Qualifications Framework and implements the procedures of the NQAI in relation to access, transfer and progression;

· Complies with all the requirements of approved external validating bodies;

2.
REGULAR PERIODIC EVALUATION

2.1
Each programme will be the subject of regular evaluation, at least once every three years, or as specifically directed by approved validating bodies.

2.2
A SEPS may be carried out on an individual programme, or a group of related programmes.  There may be a combined SEPS for all programmes in a Department.

2.3 There are two distinct elements to a SEPS, an internal element and an external element.  The internal element of a SEPS comprises a self-evaluation of the programme(s), a Programme Improvement Plan (PIP) for the subsequent three years and a revised programme document.  The external element of a SEPS entails an external evaluator considering the evidence of the self-evaluation and conducting his or her own evaluation of the revised programme document and plan.  The details of both the internal and external phases of the SEPS are contained in paragraphs? and? Respectively. (REFER TO FETAC GUIDELINES)

2.4 In evaluating programmes, the focus is on the effectiveness of the programmes in meeting stated aims and also on the success of the learner in reaching the intended learning outcomes.  The accumulation of the data from the annual monitoring process, detailed in Section B5 is fundamental to the self-evaluation.  

2.5 The procedures for the assessment of learners, outlined in Section B6 are important for both the self-evaluation stage and also in the development of the Programme Improvement Plan.

2.6 The feedback from all stakeholders supports the ongoing monitoring of programmes        and their regular periodic evaluation.  

3.
AIMS AND OBJECTIVES OF SEPS

3.1.1 Aims

3.1.2 Self-Evaluation is a structured and systematic process to explore, reflect and report on the effectiveness of an activity. It aims to capture, interpret and disseminate learning from any actions undertaken.

3.1.3 It seeks to identify good practice and to use the findings to inform future policy and practices.

3.1.4 It is a broad based approach, which is inclusive, and evidence based.

3.1.5 Evaluations will seek to:

· Identify and engage stakeholders

· Describe the activity

· Design an appropriate focus and methodology for the evaluation

· Gather credible evidence from a range of sources

· Draw and justify conclusions

· Make recommendations for improvement

· Ensure the use and sharing of lessons learned

3.1.6 SEPS is undertaken in two stages – an internal phase and an external phase – to evaluate the effectiveness of the curriculum and assessment in relation to the intended learning outcomes.

3.1.7 The Qualifications Act sets out the parameters for the conduct of a self evaluation as follows:
The procedures … shall include –

(a) The evaluation at regular intervals, and as directed from time to time by the Council of the programme of education and training concerned, including evaluation by persons who are competent to make national and international comparisons in that respect, (b) evaluation by learners of that programme, and(c) evaluation of services related to that programme and shall provide for the publication in such form and manner as the Council thinks fit of findings arising out of the application of those procedures.

3.1.8 SEPS is mainly an evaluation of the quality of the programme(s) and the effectiveness of the quality assurance system, which supports it.  

3.1.9 It also evaluates the flexibility of response to changing needs.

3.1.10 SEPS centres on a review of the development of courses over the previous three years, with particular regard to the achievement and improvement of educational quality.

3.1.11 Through SEPS a Programme Improvement Plan document is developed detailing how the findings of the SEPS report will be acted on so as to maintain and improve the quality of the programme(s). 

3.1.12 Validation of new programmes 

3.2
Objectives
3.2.1
analyse the effectiveness and the efficiency of programme(s).

3.2.2
Review the development of the programmes/suite of programmes having regard to the views of stakeholders.

3.2.3
evaluate the physical facilities provided by the College for the provision of the programmes.

3.2.4
evaluate the Programme/Department flexibility in responding to market requirements and educational developments.

3.2.5 The Self-Evaluation must detail how the observed deficiencies in the programme will be addressed in the proposed revisions to the programme (PIP). 

3.2.6 Develop a revised programme document (PIP) that takes cognisance of the views of the relevant stakeholders. 

4.
SUBJECT MATTER FOR A SELF EVALUATION OF PROGRAMMES AND SERVICES (SEPS)

The Self-Evaluation of Programmes and Services report (SEPS report) must provide information under the following headings in respect of the approved programmes being reviewed:

4.1
Programme Summary


This section outlines the aims, objectives, and learner profile and target awards. 

4.2
Programme Statistics

Enrolment and examination statistics (in comparative tabular format) for the previous three years must be provided. These statistics must deal, in particular, with student withdrawals, retention and examination performance in appropriate detail.  In addition, any special initiatives in relation to admissions e.g. broadening access, mature student must be included. 

4.3
Programme Design and Content

A brief description of the development of each course, highlighting how the design and content of the course meets the needs of learners in terms of access, transfer and progression and achievement of awards.  Any changes implemented or proposed, must be provided.  In addition this section must include the FETAC approved course schedule in operation together with course schedules being proposed as part of the current SEPS and PIP.  The report of the previous external evaluator must also be appended.

4.4
Links with Industry, Business and the Wider Community
The purpose of this section is to establish the extent to which the College/ Department is actively engaged in monitoring developments in the world of work and the wider community in order to maintain a high degree of relevance in its courses.  Is there still a demand for the programme(s) from learners, employers, and other providers?  Is this demand still evident? 

4.5
Programme Delivery Methodologies

Information in relation to teaching, such as plans to consider new types of educational technology, teaching strategies and methodologies.

4.6
Assessment of Learning

The procedures in place for the Assessment of Learners must be documented (Section B6).  The assessment of learners will be examined in terms of whether they (i) are fair and consistent and comply with standards determined by FETAC or other approved validating body, (ii) are in keeping with the National Framework of Qualifications, (iii) are effective in measuring the students’ attainment of the intended learning outcomes, (iv) contribute to the total learning experience, and (v) accommodation of learner diversity 

4.7
Review of Associated Services and Resourcing
A description of the resources available to allow staff to deliver the programme(s) effectively.   This must also specify access to reference material and IT resources.   Any projected enhancement of facilities over the succeeding three years must be outlined.

4.8
Attainment of Programme Objectives


Clearly defined objectives for the programme(s).  Details of drop out rates and possible reasons.   Also the documentation should provide further analysis and commentary where the statistics for approved courses or subjects deviate significantly from the College wide norm.

4.9
Deployment and Development of Academic Staff
Details must be provided of teaching staff on the programme(s).  Curricula vitae of staff appointed since the previous evaluation (SEPS) must be provided in addition to any developments in existing staff curricula vitae.  Details of training and development undertaken by staff must also be included.

.  

4.10
Development Plan
A Programme Improvement Plan (PIP) for the succeeding three years must be included.
4.11
Programme Document

The Self Evaluation of Programmes and Services (SEPS) report as well as the Programme Improvement Plan (PIP) must be presented in the prescribed format for each programme.  Each programme must have a self-contained programme document.

5.
STAGES IN THE DEVELOPMENT OF A SELF-EVALUATION (SEPS) REPORT 

5.1
The College Management will prepare and present a plan.  This plan will outline the process to be followed in conducting the SEPS and also identify when particular programmes and specific elements of the work will be completed ( Section ???)

5.2
The Evaluation checklist will be applied separately to each of the programmes being evaluated (Appendix ???)

5.3
The Course Director together with the Quality Assurance Officer will draw up a draft SEPS report based on the outcomes.

5.4
The External Evaluator will become involved at this stage.  Through a process of sampling, the findings of the draft report will be verified and where appropriate improvements suggested.

5.5
The SEPS report will include the agreed findings of the College and External Evaluator and also a Programme Improvement Plan (PIP) for the following three years.

5.6
The SEPS report and PIP report will be presented for approval to the Board of Management.

5.7
The final agreed programme document will be retained in the particular College, VEC Office, and made available on the College’s intranet.

6.
SELECTION OF AN EXTERNAL EVALUATOR

6.1
External Evaluator

When carrying out the evaluation an external evaluator shall be involved; a person who is independent of programme delivery and capable of comparing the quality of the programme(s) being evaluated with that of similar programmes elsewhere.

The Evaluator should have:

· Education, training or industry expertise in the broad subject area of the programme being evaluated

· Experience in national and/or international certification systems

· Experience in one or more of the following:

· Programme Design

· Programme Delivery

· Programme Evaluation

· Cross Moderation of Standards

· External Verification of Standards

· Auditing of Quality Systems

· Centre Accreditation

6.2
‘Peer Review’ 

The involvement of a person from another provider, in further or higher education and training, capable of giving an informed view on the success of the programme and able to contribute to its improvement is also an option in the selection of an External Evaluator.

7.
Self Evaluation Checklist / Evaluation Plan
The self-evaluation will examine many aspects of the programmes and services but should focus particularly on the quality of the learners’ experiences and achievements. When making judgements on any aspect of provision, the emphasis should be on the impact on learners and other stakeholders rather than on policies and procedures.  Hence the self-evaluation should involve both the college and external evaluator asking a series of questions pertaining to the presence of quality in its programmes and services.

These questions, set out in the Self Evaluation Checklist will be asked of the staff and learners involved in the programme and related services. The checklist addresses the broad policy areas reflected in these guidelines and allows the provider to evaluate the effectiveness of its quality assurance procedures as applied to a particular programme i.e. have they actually delivered quality in the programme and services and is there is evidence to back that up?

In answering each question, the provider should grade itself according to the following scale:

1 = Strength 

There is evidence, from each programme evaluated, to indicate that

achievement in this area is above average. This is an area where practice should be disseminated elsewhere.

      
2 = Acceptable 

There is evidence that achievement in this area meets expectations, though maybe not in all programmes evaluated. With further development, this could become an area of strength.

3 = For Improvement 

There is little or no evidence that achievement in this area meets what is expected. Improvement is needed.  This will allow the provider to identify those policy and procedure areas, which are succeeding, and those, which need improvement.  The findings should be use to provide the basis of reflection and discussion which will culminate in the evaluation report.
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Grading Scale:

3 = Strength 2 = Acceptable | = For Improvement

There i plertiful evidence to indicate  There is evidence that achievementin  There s little or no evidence that
that achievernent in this area is above  this area meets expectations. With achieverent in this area mests
average. This is an example of good further developrent, this could expectations Improvement is neaded.
practice which should be disseminated.  become an area of strength.

Communications

Are learners able to give feedback on their
individual and collective experiences?
Are there any barriers to communication!

Is information relevant to programmes and
services consistently available to the staff
involved in their delivery?

Avre staff able to contribute feedback and
suggestions for the improvement of the
programme(s) and associated services!

Are communications media for supplying
information to and receiving feedback
from the local community, employers and
other external agencies effective?

—
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Is there an Equality Plan in place? Are staff
trained to implement it!

Is it known if any person has experienced
discrimination in access to the programme
or services? Is there a mechanism in place
for this to be known by the provider?

Staff Recruitment and Development

Are the staff involved in programme
delivery well matched to their role and
clear about their job specifications?

Have new staff had access to an effective
induction process?

What percentage of staff have availed of
staff development over the past two years!

Are staff development issues regularly
reviewed by management?

Are staff development issues regularly
reviewed by management?

Staff Recrul

e —
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Do learners feel that they have adequate
information about the programmes and its
associated services to enable them to
successfully participate in it?

Are the following available to prospective
learners on entry to the programme(s)?

+  Clear administration arrangements

+  Statements of entry requirements
and selection criteria

+ Appeals mechanism?

Have learners gained exemption from all
or parts of a programme/assessment for
an award on the basis of recognition of
prior learning?

Have current learner supports/programme
adaptations been successful in addressing
the needs of learners! Have additional
supports been requested?

Access, Transfer and Progression — Average Grade D

Programme Development, Delivery and Review

Does the need which led to the
development of this programme still exist?

Is there a document which sets out the
programme structure, delivery and
assessment methodologies? Is this available
o learners and other interested parties?

Have such programme documerts been
checked and approved by management as
being in accordance with Mission, demand,

assessment policy and resource avalability?
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Are delivery styles used on the
programme(s) appropriate to the needs of
learners?

Does the programme team meet to
review programme delivery and other
issues? Is the information acquired used
effectively?

Avre timetables adhered to?

Are up to date records of learner
participation and progress readily available
to staff and learners?

Are the resources necessary for successful
achievement by learners of the
programme objectives allocated to and
maintained on the programme(s)?

‘What is the programme completion rate
for this programme i.e. what percentage of
those who began the programme have
attained the target award?

Are the requirements of Health & Safety
legislation being complied with?

Has this programme been reviewed on a
regular basis and the findings considered
by management!

Is there clarity as to who has the overall
responsibility for delivery and assessment
of programmes leading to FETAC awards?

Programme Development, Delivery and Review — Average Grade D
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Avre learners satisfied with the level of
information and feedback they have
received on their assessments?

Avre learners and staff satisfied with the
security and integrity of assessment.
processes and materials?

How successful has the reasonable
accommodations procedure been in
facilitating participation in assessment by
those who otherwise, due to personal
circumstances, may have been unable to
do so? Is there data available on this?

Are assessors consistent in their marking
of learner assessments?

Has the assessment carried out by
external parties been fair, consistent and
contributing to learner achievement?

Are the standards being achieved by
learners consistent with the national
standards for the award(s) available on this
programme?

Has the procedure for Corrective Action
been used? Has it been effective in
addressing non conformances in
assessment practice?

Has the learner appeal system been
effective in addressing concerns of
individual learners regarding their
assessments?

Has the process of returning data to
FETAC for certification purposes been
found to be accurate and reliable?
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[image: image7.png]Protection for Learners

Are learners aware of their position in the
event of a programme ending
prematurely?

Sub-contracting/Procuring Programme
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When programme delivery has been
procured through the use of another
provider have consistent criteria been
applied and formal agreements arrived at!

Have the reports submitted by contracted
providers and our monitoring
arrangements been sufficient to maintain
confidence in the quality of procured
programmes?
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Programme Evaluation Report

	Provider Name:
	

	Provider No.
	

	Address
	

	Phone / Fax / email / website
	
	
	
	

	Manager / Principal / Director Name
	

	Report Date
	

	Programme Title
	

	Report Author(s)
	
	
	

	External Evaluator
	Name
	Job Details

	Timeframe covered by Evaluation
	From (mm/yyyy)
	To (mm/yyyy)



Manager / Principal / Director
Date


External Evaluator
Date

Programme Summary

Enter here a brief outline of the programme, to include its aims, objectives, learner profile and target award(s)

Programme Statistics

	No. Learners who started in period: 
	

	No. Learners who achieved an award in period:
	


Evaluation Methodology

Enter here a description of how the evaluation was conducted and what sources of information were used.  In particular, explain how the views of learners were included and how the external evaluator was involved.

Executive Summary

Enter in this table the grades for this programme as assigned on the evaluation checklist.

Grading Scale:


3 = Strength
There is plentiful evidence to indicate that achievement in this area is above average.  This is an area where practice should be disseminated elsewhere.

2 = Acceptable
There is evidence that achievement in this area meets expectations.  With further development, this could become an area of strength

1 = For Improvement
There is little or no evidence that achievement in this area meets what is expected.  Improvement is needed.
	Policy Area
	Average Grade

	Communications
	

	Equality
	

	Staff Recruitment and Development
	

	Access, Transfer and Progression
	

	Programme Development, Delivery and Review
	

	Fair and Consistent Assessment of Learners
	

	Protection for Learners
	

	Sub Contracting / Procuring Programme Delivery
	


List the main strengths and areas for improvement found in relation to this programme.  They should be bullet-listed in descending order of priority 

Strengths

Areas for Improvement

List the main recommendations made in relation to this programme.  

Recommendations

Detailed Findings

Programme Design and Content

To consider: (these are prompts only.  Other questions should also be considered as highlighted by the evaluation checklist)
How has the design and content of the programme met the needs of learners in terms of access, transfer and progression and achievement of awards.  Have learners been completing the programme or dropping out? Is there sufficient information available on which to base decisions regarding demand, content, learner need etc? Is the demand for the programme from learners, employers, and other providers still evident?  Are all the requirements for the award(s) being met?  Is the design and content of the programme accommodating of learner diversity?

Strengths

Areas for Improvement

Recommendations

Programme Delivery

To consider: (these are prompts only.  Other questions should also be considered as highlighted by the evaluation checklist)
Are delivery methods appropriate to learner needs?  Have adaptations been identified?  Are learner supports and information adequate?  Are learners kept informed of their own progress?  Are the teaching and learning materials adequate for purpose?  Are timetables /schedules being adhered to?  Are learners encouraged to take responsibility for their own learning?  How well are the needs of learners with diverse needs being addressed?  Are staff confident and content in their roles?  Is staff development keeping pace with the demands on staff? Is the programme being reviewed on a regular basis and are staff facilitated to contribute to the review?

Strengths

Areas for Improvement

Recommendations

Assessment of Learning

To consider: (these are prompts only.  Other questions should also be considered as highlighted by the evaluation checklist)
Is the administration of assessment and learner registration happening effectively?  Are assessment strategies appropriate to learner needs and programme design?  Is assessment fair to learners and consistent as carried out by assessors?  Are the reports of external verifiers / monitors / examiners reviewed and acted upon?  Is the standard achieved by learners consistent with national standards? Are reasonable accommodations available to learners with disabilities?  Are exemptions from assessment given where a learner has evidence of prior achievement?  Are records of assessment maintained securely?

Strengths

Areas for Improvement

Recommendations

Associated Services and Resourcing

To consider: (these are prompts only.  Other questions should also be considered as highlighted by the evaluation checklist.)
Are the resources available to allow staff to deliver the programme effectively?  Do learners have access to the materials and facilities essential for successful participation in the programme?  Is there sufficient access for staff and learners to reference materials and I.T. resources as appropriate?  Are facilities safe and well maintained?  Is access to services available to all learner groups?

Strengths

Areas for Improvement

Recommendations

Attainment of Programme Objectives

To consider: (these are prompts only.  Other questions should also be considered as highlighted by the evaluation checklist.)
Are the objectives of the programme being reached?  Are the objectives clearly enough defined?  Are learners leaving the programme early? Are the reasons for early drop out known and understood? Are attainment levels comparable across all learner groups?  Is the demand for this programme still evident?  

Conclusions:

Recommendations

Programme Improvement Plan 

	Provider Name:
	

	Provider No.
	

	Manager / Principal / Director Name
	

	Programme Title
	


	Recommendation From Self Evaluation Report
	Action Agreed
	By Whom
	By When

	Programme Design and Content
	
	
	

	
	
	
	

	
	
	
	

	Programme Delivery
	
	
	

	
	
	
	

	
	
	
	

	Assessment of Learning
	
	
	

	
	
	
	

	
	
	
	

	Associated Services and Resourcing
	
	
	

	
	
	
	

	
	
	
	

	Attainment of Programme Objectives
	
	
	

	
	
	
	

	
	
	
	


Signed:
Date:


Nagle Community College
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