Programme for reviews of Schools and Departments

The review day follows a standard format, with flexibility to make adjustments where appropriate, such as adding an additional staff meeting or rearranging meeting times. The review panel seeks to meet a broad range of staff and students, and the Director of Teaching and Senior Management team are not required to attend all meetings, only those where their participation is appropriate.


University-led review of learning and teaching
<School or Department>
<Date of review>

Main base: <name of room>
Parallel meetings: <Name of room>

Programme
DAY 1
	0930
	Review team convenes

	0945
	Overview of School This will include a 10-minute (max) presentation or introduction by the School or Department. This should include a brief overview of the School/Department (e.g. student and staff numbers, management structure, current status and future plans and strategy) as well as what the School would like to gain
1. Name, Head of School
2. Head(s) of Department(s), where relevant
3. Name, Director of Teaching

	1100
	Coffee

	1115
	Recruitment, admissions, advising and exchanges
1. Name and capacity within which they are attending, e.g. Admissions Officer
2. Name and capacity within which they are attending, e.g. Study Abroad Coordinator
3. Name and capacity within which they are attending, e.g. Sub-Hons Adviser
etc.

	1200
	Review team reconvenes

	1215
	Curriculum and assessment (including examinations and feedback) 
1. Name and capacity within which they are attending, e.g. Director of Teaching
2. Name and capacity within which they are attending, e.g. Exams Officer
etc.

	1300
	Lunch

	1345
	Tour of teaching facilities 
Name and job title of tour guide

	1415
	Review team reconvene

	1430
	Meeting with taught Postgraduate students
School or Department to recruit around 12 students 
1. Name, year and degree programme
2. Name, year and degree programme
3. Etc.
	Meeting with PhD students (including Tutors)
School or Department to recruit around 12 students 
1. Name and year 
2. Name and year 
3. Etc.


	1515
	Review team reconvene

	1530
	Meeting with Sub-Honours students
School or Department to recruit around 12 students 
1. Name, year, and degree programme
2. Name, year, and degree programme
3. Etc.
	Meeting with Honours students
School or Department to recruit around 12 students including the School President 
1. Name, year, and degree programme
2. Name, year, and degree programme
3. Etc.

	1615
	Review team reconvenes

	1630
	End of Day 1



DAY 2
	0930
	Review team convenes

	1000
	Recently appointed academic staff at all levels
1. Name, job title and start date (month/year)
2. Name, job title and start date (month/year)
Etc

	1045
	Review team reconvenes

	1100
	Management of postgraduate programmes and, if applicable, short courses
1. Name and capacity within which attending, e.g. Director of PGT programmes
2. Name and capacity within which attending, e.g. Programme Director for X 
etc.

	1145
	Coffee

	1200
	Meeting with support staff
1. Name and job title
2. Name and job title
etc.

	1245
	Review team reconvenes

	1300
	Brief meeting with Head of School (and Head(s) of Department(s), where relevant) and Director of Teaching

	1315
	Lunch for review team and draft commendations and recommendations

	1400
	End of visit



