[bookmark: _Hlk142659576]Quality Baseline: Checklist for Departments and Schools
This checklist outlines key areas departments and schools should be covering as a baseline for quality assurance and enhancement activity each year. While there is no requirement to submit a completed checklist, we do encourage you to use the checklist as a guide during meetings to ensure that all areas are covered.
	[bookmark: _Hlk142659647]ACTIVITY
	EXPECTATIONS FOR DEPARTMENTS/SCHOOLS
	QUESTIONS TO CONSIDER
	

	Annual Review of Courses (ARC)
	· Students are consulted in the process of producing your ARC submissions, and ARC reports are shared with Student Voice Groups (SVGs).
· Management committees are convened for joint course annual review purposes. If you have joint courses, discuss your submissions with the other department/school involved.
· ARC action plans are regularly reviewed, treated as a live document.
· The ARC should be sent to External Examiner(s).
	· Are ARC action plans being monitored for impact and outcomes?
· Are trends in educational performance data being reviewed and addressed?
· How is good practice being highlighted and shared across your department/school and wider faculty?
	☐
	Student involvement with quality assurance and enhancement (including Curriculum Update)
	· Students are consulted ahead of curriculum developments and changes to courses and modules are communicated to all affected students and applicants with formal consultation where needed. (Download the student framework of consultation from the guidance and resources on this webpage).
· All modules offer opportunities for Student Module Feedback and actions identified are implemented.
· Actions and issues arising through NSS are disseminated to staff and students.
· You are regularly confirming actions (or lack thereof) taken in response to student feedback in a format that is accessible to current students. 
	· Have there been any challenges over communicating and consulting regarding upcoming course and module changes? How have these been managed? 
· Are you receiving any queries from students following when Curriculum Update notifications are circulated? Is any feedback from applicants generated?
· How can student feedback and data relating to education performance be used to reflect and enhance courses?
	☐
	Student Voice groups (SVGs)
	· Outcomes of actions identified in SVG minutes are reported at subsequent meetings.
· SVG minutes are published to students on the departmental website/Moodle site.
· SVGs receive and discuss External Examiner reports.
	· Has engagement with SVGs been monitored? Is there regular communication between your department, the SU and Student Voice team about this?
· How are SVGs and actions from them incorporated into other departmental processes and the ARC action plan?
	☐

	ACTIVITY
	EXPECTATIONS FOR DEPARTMENTS/SCHOOLS
	QUESTIONS TO CONSIDER
	

	External expertise and Professional, Statutory and Regulatory Bodies (PSRBs)
	· Departments use external expertise from a range of sources, which could include: External Examiners; other external academic input; Employer Advisory Boards or other employer or industry representatives; Professional, Statutory or Regulatory bodies.
· Where relevant, departments maintain links and records relating to their PSRBs and ensure that all requirements are met. Heads of Department and Department Managers should allocate these tasks to a specific member or members of staff in the department.
	· What kinds of external expertise are sought and used for curriculum developments? 
· Is your department in regular communication with its accrediting bodies, and are there any upcoming reaccreditations due?
· Have you completed risk assessments for your upcoming accreditation events?
	☐
	[bookmark: _External_Examiners_(EEs)]External Examiners (EEs) (Taught)
	· EEs are appointed, briefed, and provided with module and course info for the start of the academic year (including year abroad and placement year information) and throughout the year. Guidance is available on the information that must be shared.
· Records of marking, feedback, moderation and second marking are maintained in formats that are shared with EEs.
· Issues raised by EEs are discussed and acted upon.
· Action taken is reported to EEs, and each EE is sent a response from the department using the report portal.
· EEs are informed/consulted prior to changes to existing modules/courses as required by the external consultation framework.
	· Have there been challenges or examples of good practice in providing EEs with the information they need? 
· How have EEs been inducted to the department and new academic year?
· Is feedback from EEs communicated and acted upon effectively?
· Are you in regular communication with QUAD regarding allocation of modules to schedules and addressing any gaps in provision?
	☐
	Assessment
	· The assessment, marking and feedback strategy in place aligns with the University’s Marking and Assessment policies.
· Systems are in place to monitor the quality and timeliness of feedback to students.
· Assessment to be reviewed in line with Senate decisions relating to – use of exams, alignment to learning outcomes and credit value, and inclusivity, effectiveness, and scalability. 
	· Has the revised marking policy been communicated to staff so all are aware of any changes in their practice needed?
· Are there examples of good practice in assessment that could be shared?
· Has assessment design been reviewed and is there any learning from this that could be considered in planning for Curriculum Update?
	☐
	Communicating information
	· Decisions and key issues from meetings, Education Committee, Faculty Education Committee, and Senate are disseminated, discussed, and implemented by members of your department/school that attend the meetings.
	· What methods does your department use to disseminate this information?
	☐



