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Higher Education Course Review Table (Stage 1 – 6)
For a detailed Course review process, please consult the “Review of Established Sealed Award Courses (Higher Education) Procedure”.



Note 1: 
· A School Board can also substitute for an Institute Board (where appropriate)

Legend:

· ASSD		Academic Service Support Directorate 
· CAI		Centre for Academic Innovation 
· Chair (LTQC)	Chair of the Learning and Teaching Quality Committee
· CRP: 		Course Review Panel 
· D(L&T):		Director (Learning and Teaching)
· EO, CR:	Executive Officer, Course Review
· LTQC: 		Learning and Teaching Quality Committee 
· CC:		Course Coordinator (Chair of the Course Review Panel)
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End of document

1. Course Review Schedule


Identify courses for annual review 
Responsible: LTQC, Chair


2. Preparing for the Course Review Panel (CRP) membership and date


Identify the Course Review Panel (CRP) membership
Responsible: CC


3. Preparing the Self Review Report for Institute Board 


Provide second overview discusson to the CC prior to the prepration of the Self Review Report 
Responsible: Chair, LTQC


Confirm the course for review
Responsible:
D (L&T), CC  


Set a "SAVE A DATE" calendar invite with at least 6-8 weeks notice and communicate to the EO,CR to send out the panel members
Responsible: CC and EO, CR


Prepare the MS TEAMS sharing environment
including confirmation for service centres support staff (ASSD, CIA, Library)
Responsible: EO, CR and Chair, LTQC


Accessing Self Review Report data inputs
Responsible: See detail in the Course Review Data Source Input Summary 
(Important that the CC has options of clarifying data)


Submission of Self Review Report to the Institute Board. See endorsement.

Responsible: CC 


Prepare the resources and upload them into Course TEAMS site: Flowchart; Procedure and associated forms:  Data Input summary; Self Review Report Template; Program Review Panel Report
Responsible: EO, CR - Through TEAMS site


Provide first overview to Course Review Chair (CC)
Responsble: Chair, LTQC via email


Provide link access to each CC to their individual TEAMS site 
Responsible : EO, CR
 


Completed the Self Review Report
Responsible: CC 



6. Continuous quality assurance and improvement 


2-Year Progress update report template is sent to Course Coordinator for completion (6 months before 2 years since review)
Responsible: Chair, LTQC


The Course Coordinator prepares the 2 year Progress Report and submits it to Insitute Board for approval 
Responsbile: CC


The approved Progress Report is submited to Academic Sec for LTQC noting 
Responsible : Director (L&T)


LTQC minutes demonstrate progress report noted at Academic Board
Responsible: Chair, LTAC


5. Development of the 'Course Reveiw Panel Report' ready for Institute response and committee endorsement


4. Preparing for Course Review Panel meeting 


Provide the endorsed Self Review Report report to the EO, CR who can upload documents into TEAMS (At least 10 working days before the meeting)
Responsible: CC



All Course Review Panel members need to undertake some pre-reading and add comments into the 'Notes Files' in preparation for the day before
Responsible: All members of the Course Review Panel 


The Course Review Panel occurs with deliberations and confirmation of commendations and recommendations for the course. See agenda for detailed guidelines
Responsible: All members of the Course Review Panel as led by the Chair



Ensure all panel members can access the documents via TEAMS
Responsible: EO, CR



Finalisation of Course Review Panel Report post Course Review Panel Meeting 
Responsible: CC


Submit Course Review Panel Report to Institute Board for endorsement
Responsible: Director (L&T) 


Submit the endorsed Course Review Panel Report to LTQC for university level endorsement 
Responsible: Director (L&T)


Submit the endorsed Course Review Panel Report to Academic Board for university level approval
Responsible: Chair, LTQC


Training offered to the Panel Members regarding what to observe and discuss
Responsible: Chair. LTQC
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