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GUIDELINES FOR DEVELOPING THE SELF EVALUATION REPORT (SER) 
1. Introduction

The guidelines below will address three areas relating to the process of developing the SER viz. approaches to writing the SER, suggested content for the first two headings in the SER template, evaluative questions and responses which represent examples of good practice, as well as impact of implementation, and responding to a criteria using the manual’s criteria section and the SER Template. This guideline document should be used together with the Programme review manual, specifically the criterion section thereof, and the SER template.

2. Part A: How should (SER) be Written?

We attempt to answer this question by looking and various aspects of the SER, the nature purpose and uses amongst other things.

2.1 The nature and purpose of the SER
The SER is a candid exposition of the current state of the quality of delivery in the programme. This is done by describing and critically analysing the present situation by looking at what has happened in the past and how it has impacted on the present and coming up with future plans aimed at improving policy and practice and the quality of delivery in general, for the benefit of all stakeholders. The exposition is driven by introspection into the way we do things, captured by the following questions:

· Why do we do what we do? (Do we have a comprehensive understanding of what we are, or supposed to be, doing?)

· Why do we do it in a particular way (Do we do the right things in the right way?)?

· How well are we doing it?

· How do we know how well we are doing?

· What can we do better? (Do we really achieve what we set out to do?)

The purpose is to provide the programme team with the opportunity to reflect of their own practices with a view to improving these. The SER also feeds into planning as it will give clear signals to the institution as to which programmes are at risk and therefore require additional support.  Thus programme review has both planning and resource implications, and with its focus on quality, programme review effectively links quality, planning, and resourcing. The material for the SER is generated in the main through a candid and honest response to the evaluative questions which describe the essence of each of the 13 criteria selected as standards against which we measure the quality of our programmes. Please note that the evaluative questions should be used as guidelines and the programme group should feel free to include any additional information not covered by the evaluative questions.

2.2 Uses of the SER

The self evaluation report should represent a straightforward, candid report of the department's status and opportunities. Do not just state problems; be introspective and analytical. For maximum usefulness, make the report as credible as possible. Since the self-evaluation has to be written, take advantage of the situation. Ensure that the department/programme will derive the full benefit from the process. A thorough, accurate, and unbiased self-evaluation, focused on the department's/programme’s goals, needs, and future plans provides the best hope that the university will understand and appreciate the department's programme’s situation. Finally, the SER will also be used by the review panel to assess quality arrangements in regard to teaching and learning, research and community engagement in the programme. The panel will use the SER in conjunction with the supporting evidence and interviews for triangulation, to arrive at a judgment about the quality of delivery in the programme and make commendations and/or appropriate recommendations in accordance with its findings. In view of the presence of especially external peers on the panel, it is important to be cognizant of this latter audience when writing the SER by contextualising information as much as possible.

2.3 Responsive
The report should follow the outline provided for by the SER Template. Make variations only if it improves the report. Be thorough, but make it succinct and readable. Emphasise program quality and visible indications thereof; try to avoid extraneous issues.
2.4 Presentation and use of Quantitative data

Make the report data-based (qualitative and quantitative data) where possible. In respect of the latter, data should be analysed, interpreted and evaluated - not just included in the document. As far as it is possible, present information from excel spreadsheets as graphs, especially where this facilitates analysis and interpretation. Provide examples of ways assessment data has been used to make improvements in the program. (Your departmental and faculty strategic Plans are a good source of information and documentation. It is certainly permissible to include the most recent plans in your appendices.)

2.5 Tone and Perspective

The report should be constructive in nature and tone. Focus on challenges, aspirations, goals and needs. Do not dwell on problems and avoid axe grinding. Do as much as possible highlight and celebrate good practice. It is said nothing like success breeds success. It is necessary that we have a base of success stories which we will use to draw and build on for future success. Also remember to make the report forward looking and consistent with departmental, faculty and university mission statements and goals. Discuss needs comparatively, with appropriate attention to priorities and time frames. This will make it easy for you to prioritise your improvement action plans.

2.6 Accuracy
Make an effort to avoid errors of fact or views. If different individuals write different sections of the report, make sure that everyone has up-to-date information. The report should reflect the departmental views, not the views of the individuals writing the report. The writing team should work collaboratively with the HoD, the Dean, and the rest of the faculty and admin staff.

2.7 Signoffs

A signature sheet should be attached to the front of the self-study report certifying that the report has been reviewed and approved by the HoD and the Dean before it is forwarded to DQP. 

2.8 Supporting Documentation

It is important to differentiate between supporting documents which should go into the appendices section of the SER and evidence documents to be viewed during site visit. The table Programme Review supporting documents, including Statistical/ Data Tables, Location and Sources of data, provides guidance regarding which documents will accompany the SER as appendices, and which are for the evidence room. 

Sampling of evidence documents will be informed by the degree to which they illuminate and support the evidence contained in the SER.

In respect of documents which will form part of the SER appendix, ensure in-text referencing as much as possible, in order to enable the reader to relate document or table to the both the content and context of the SER. Footnote possible improvement actions mentioned in the body of the SER, and insert footnote number in the first column of the action plan table. The footnote number that appears in the reference column directs the reader to the page in the SER where the improvement was mentioned should the reader need more information and context. 

In respect of evidence documents, careful indexing of documents will ensure easy access by panel members especially in view of the brief period assigned to viewing of evidence. (Put documents into meaningful categories, and label and index accordingly). Make sure that you do a final check on your indexing of site visit document prior to submitting the SER, in view of the changes that might have occurred in the latter. 
2.9   The submission

Submit both hard and soft (MS word not PDF) copies of SER (DQP will courier hard copies and CD and/or memory stick/flash disk to members of the review panel.
2.10 Sources of information 

The following constitute some of the data sources which can be consulted for purposes of the Programme Review. For more sources, please refer to the list of supporting documents in the table entitled Programme Review supporting documents, including Statistical/ Data Tables, Location and Sources of data. 

· Institutional quality management policy and teaching and learning strategy

· Description of the internal quality management system for programme and course review and evaluation, including examples of data gathering instruments. 

· Analysed results of student opinion surveys.

· Analysed results of external stakeholder opinion surveys (as appropriate).

· Analysed results of programme team opinion surveys and self-evaluations.

· External validation of assessment strategies reports.

· Improvement plans, and where relevant, evidence of their implementation.

· Approval / Accreditation  / Registration documents

3. Part C: Evaluative Questions and responses which represent examples of good practice, as well as impact of implementation
Example:
Criterion 3: Customer and Market Focus 

Element/Focus area: Programme design and Management  

1. Is there a system in place for the planning, approval and administration of academic programmes? How does the system allocate responsibility and lines of accountability? How effective are the organisational structures for this process?

Response which exemplifies good practice

An effective management structure is in place that identifies, at each level of the organisation, individuals and structures responsible for the planning, management and administration of programmes. 

Procedures, time frames and lines of accountability, reporting and communication are clearly defined.

Usually, macro-planning and monitoring are managed centrally, with responsibility for design and implementation lying at the programme and course levels. As far as possible, institution-wide approval procedures should allow for innovation and flexibility at programme and course levels.

2. Does the institution have clearly defined policies and effective procedures for determining the need for a programme and for designing and approving programmes and their modules/ courses?

Response which exemplifies good practice
The HEI has developed clearly defined policies and procedures and realistic time frames for the design and approval of its academic offerings, and provides guidelines from which academic staff and programme teams work. 

The institution has a well planned course-/ module- and programmes-based system, in which the credit ratings, levels and status (e.g. core or elective) of its modules are clearly specified so that they articulate internally and externally.

All programmes in the institution are approved on the basis of transparent criteria, by an institutional authority
 that is independent of the programme team. There is consistency of frameworks and standards across the institution. (Reference to source of evidence in the portfolio or during site visit should be provided for every claim made
3. Prior to a new programme’s approval, how does the institution consider issues of feasibility and the resource implications of running the programme?  

Response which exemplifies good practice:


There is alignment of planning and budgeting. Programmes are not approved to run unless there is:

· Confirmation, based on evidence, that there are adequate financial, physical, human and administrative resources to run them by means of their planned delivery mode; and

· An adequately resourced and sustainable learning environment, e.g. access to adequate library and information technology (IT) services. 

Time-tabling, venue allocation for delivery and assessment and learning resource production are worked out efficiently for all modules in a way that accommodates both the delivery method and the needs of targeted student groups.
4. To what extent does the programme meet disciplinary and academic requirements as well as being relevant to the needs of legitimate stakeholders (e.g. students; communities of scholarship; professional bodies; the institution; potential employers of its graduates; local communities)? Do stakeholders make an input in respect of programme design?

Response which exemplifies good practice

Student need

The programme’s design, volume of credits, expected completion time and delivery methods are based on a detailed profile analysis of its target students. For example, the programme may cater for educationally disadvantaged students by allowing them to take reduced loads over a longer period; it may provide early exit points for different types of achievers; it may offer flexible delivery arrangements for working, part-time, off-campus students; it may offer high achievers accelerated routes. 

The programme offers all students a degree of curriculum choice and flexibility and is delivered via an appropriate media and technology mix.

Disciplinary and occupational demands

The programme offers students a sound disciplinary knowledge base and sufficient theoretical and conceptual depth taught at the appropriate level to serve its educational purpose. (For example, if it is an undergraduate programme, its students will be adequately prepared to progress to postgraduate studies.) The programme outcomes include an appropriate balance of theoretical, practical and experiential knowledge and practitioner skills. 

There is evidence that the content and theory taught on the programme are current and up-to-date with recent developments in the discipline/ field.

There is evidence that, where appropriate, staff members’ research activities contribute to the depth and rigour of the programme’s offerings.

Contextualisation

Where appropriate, the programme offers opportunities for the contextualisation of the knowledge and skills learnt. Contextualisation is achieved by using appropriate teaching methods, for example, through work-site placements, service learning, community service, project work and South African/ African perspectives in the curriculum.

Requirements of external stakeholders

The programme’s design meets the requirements of legitimate external stakeholders such as professional bodies and potential employers and, where appropriate, undertakes a scientific and academic interpretation of expressed industry needs and identified competences.

Marketable qualifications

Where appropriate, evidence of the programme’s marketability and credibility in the labour market can be shown.

5. To what extent is the design of the programme coherent and aligned in terms of content, learning outcomes, teaching-learning and support activities, and assessment? 

Response which exemplifies good practice

Purpose and exit-level outcomes

For each qualification offered, the purpose of the programme, its overarching graduate competences and exit-level outcomes, and the associated assessment criteria, are clearly defined and communicated to students.

Modular design

The modules or courses comprising the programme are likely to realise its overarching purpose and graduate competences. Modules/ courses are adequately planned; for example, by specifying the following: title; level; credits; purpose; learning outcomes; list of key content areas; status on the programme (core or elective); rules of combination and prerequisites; and assessment strategy and methods. This information is clearly communicated to students to inform their choice of modules/ courses. 

For vocationally oriented programmes: care should be taken to measure accurately and incorporate the notional hours of experiential learning and workplace-based assessment requirements. (Provide source of Evidence)

Intellectual coherence
The programme’s design is fit for its purpose. The programme thus offers a coherent intellectual map of the field, sufficient sustained content and theoretical depth and/or interdisciplinary breadth, and opportunities for student choice. (References to source of evidence)

Assessment

Assessment tasks and their assessment criteria are clearly understood by staff and students and aligned with the content taught the teaching-learning activities and specified learning outcomes. At key exit points on the programme, students are required to demonstrate their learning achievements through integrated assessment methods that draw on a range of knowledge and skills learnt from across the courses/ modules of the programme.

For vocationally oriented programmes: consciously integrated assessment strategies enable students to achieve ‘applied competence’. (Appendix 3: name of document/file OR Evidence files: file name and page number if possible)
4. Part D: Responding to a criteria using the manual’s criteria section and the SER Template 

In this section of the guidelines, we discuss how the programme group/team might possibly approach the task of responding to criteria making both use of the manual and the SER template. We do this by using as an example, from Criterion 6: Process Management (Teaching and Learning) Element/Focus Area: Assessment.
	Element/Focus Area
	Evaluative Questions
	Evidence

	Assessment
	Do clear, consistent and published guidelines/regulations exist for:

Marking and grading of results.

Aggregations of marks and grades.

Progression and final awards.
	Guidelines and regulations for assessment and evidence of consistent application of these, including a system for monitoring of application, feedback to users, evaluation of impact of use and ongoing review.

	
	What system is in place for maximizing the accuracy, consistency and credibility of results regardless of who is assessing, including

Consistency of marking.

Concurrence between assessors and moderators on the nature and quality of the evidence which indicates achievement of learning outcomes


	· Marking guides/memoranda/rubrics

· Agendas and minutes of meetings indicating  collective reflective deliberations on examination papers and scripts, through for example, assessment/subject committees

· Internal and external examiners and moderation system and moderators’ reports

· Evaluation of impact and ongoing review of systems

	
	Are the approved policies, processes and procedures for assessment and moderation of the institution rigorously adhered to in the programme?
	Examiners and moderators reports

Absence of complaints or ability to speedily resolve these in favour of the programme group

Ongoing review of policies and practices to 

ensure their currency, relevance and effectiveness


6: Process Management (Teaching and Learning) 

Recommended approach to responding to the criterion
Note: (Although this exercise has been designed to assist in responding to the focus area assessment in Criterion 6 of the manual, the approach is fairly generic, and can be used to respond to any criterion. The exercise is also designed to demonstrate how the manual (criterion section) and the template can be brought/used together when responding to criteria).
The  sub-team assigned this criterion will convene a meeting during which they deliberate on the possible meanings of the criterion and what it means for them specifically. In other words, what critical aspects of this criterion need to be taken into consideration in order to arrive at a comprehensive description thereof? The group could list these and then compare this list with those in the manual under the heading “Element/Focus Area” The group will then decide on the critical sub items for each element/focus area, and compare these with the evaluative questions. If there is consensus on both levels of comparison, then the group could proceed to give an account of the state of affairs regarding this criterion, using the headings in the template to organise their information. The writing team can and should refer to the evaluative questions in the Programme Review manual under the relevant section to check if there are any issues which they might have overlooked and therefore if there might be any gaps in their narrative. If there are, then an effort should be made to address these issues by responding to the relevant questions. Please note that the team is not expected to respond to each question, but rather to address the issues raised by the questions using the suggested framework (description of status quo, critical analysis, evaluation, self judgment, and possible improvement action plans with expected impact).

The team is at liberty to organize the information differently, as long as they ensure that it contains elements as suggested in the template, viz. of description, critical analysis, evaluation, (self) judgment, and finally of steps to be taken to improve the situation and expected impact of improvements, which we believe is a natural and logical sequence, hence this order. It is possible for the description to include a brief historical account (things are the way they are because of what happened in 1920…) but only very briefly, to put things in perspective. This will ensure that we have all perspectives, viz. the past, present and future. 

�  This will vary, but a degree of independence is necessary. For example, a private HEI with a small staff must make appropriate arrangements. 


� The degree of flexibility possible will vary; for example, with the level of qualification.
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