
The format in which reports are presented to the University may vary, but it is suggested that it would be helpful to adopt the following format:

 (i)
Heading

QUEEN’S UNIVERSITY BELFAST


Report of a meeting of the programme evaluation meeting for 


 (programme title) submitted by 



 (name of School).


Date:




Present:
Name (Chair), names of other panel members (with post and institution of externals).


In Attendance:

 (ii)
Content

The approach should be substantive and not chronological.  Headings and sub-headings should be used to highlight key points which were discussed.


Matters of discussion should be grouped under the appropriate heading, although they may have been considered on a number of occasions.  In this way repetition may be minimised.


Each report will vary, however, examples of headings are:


-
Background/Introduction;


-
Rationale;


-
Evidence of Demand and Academic Planning Issues;


-
Course Structure;


-
Programme Aims and Learning Outcomes; Learning Outcomes Matrix;

-
Assessment;


-
Transferable/Key Skills;


-
Teaching and Learning;


-
Quality arrangements (to include reference to benchmarking statements, FHEQ levels and QAA Degree Characteristics);

-
Module Content/Descriptions;


-
Resources;


-
Programme Marketing Arrangements;


-
Programme Regulations;

-
Student Support Issues (including Visa requirements).

Each report should finish with a section on Conclusions and Recommendation(s).  This should be in the format of an actions table.

There should be a formal recommendation to Education Committee (Quality and Standards) and, if applicable, the conditions which must be met for approval.  The date by which conditions should be met and revised documentation submitted should be specified.


The report should give brief reasons for the views of panel members, express matters positively and highlight good points as well as recommendations for further action.
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