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Abbreviations
	ADC
	Academic Development Centre


	ISR
	Internal Subject Review



	KUSU
	Kingston University Student Union


	MEQ
	Module Evaluation Questionnaire



	MRDP
	Module Review and Development Plan


	NSS
	National Student Survey



	QEC
	Quality Enhancement Committee



	SEG
	Student Experience Group (previously Faculty Student Experience Group)



	SSCC
	Staff Student Consultative Committee



Definition
1
For the purposes of this guide student feedback involves the seeking of students’ opinions on their experience of learning, teaching and assessment at Kingston, not feedback to students on assessment.
Purpose
2
The main purposes of student consultation are
· to enhance the students’ experience of learning, teaching and assessment

· to contribute to monitoring and review of quality and standards

· to ensure the effectiveness of course design and delivery

· to identify good practice

Flowchart

3
The following flowchart illustrates the sequence of events in relation to obtaining student feedback.
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Process
4
Students have the opportunity to provide feedback as part of their studies.  This feedback is valued by the University and appropriate action is taken in response.  In addition to the informal mechanisms, the University also operates formal mechanisms for the gathering of feedback from students. There are as follows: 
· Module Evaluation Questionnaires (see paragraphs 5 to 13)
· Module mid-point review (see paragraphs 14 to 23)
· Staff-Student Consultative Committees (see paragraphs 24 to 40)
· Course Representative Scheme (see paragraphs 41 to 49)
· The Faculty Forum (see paragraphs 50 to 56)
· National Student Survey (see paragraphs 57 to 63)
· Kingston University Surveys (see paragraph 64)

Module Evaluation Questionnaires (MEQs)

Scope
5
These are a requirement for all modules.  They are specifically designed to 
gain feedback on individual modules and do not seek information about the 
wider student experience which is gained in other ways.  
6
Questionnaires are routinely provided by module leaders and faculties can arrange analysis of paper-based response forms by Information Services. 

7
Standard questionnaires must be used for undergraduate and postgraduate courses (it is a whole course/subject/school or faculty decision which version of the questionnaire to use).

Process

8
Module leaders should arrange for module questionnaires to be administered.  Time to administer questionnaires should be provided in a whole student group teaching session towards the end of the module.


Evaluation of results

9
Module leaders are responsible for analysing the outcomes of the questionnaires, including the discursive responses from students, to inform changes to the module.

10
Module questionnaire summaries should be made available to module teams, Boards of Study and SSCCs (individual discursive student comments reserved to the module team and Head of School).
11
Student feedback questionnaire analysis should be included in module boxes.  During ISR events the review team will select a small sample of module boxes to review during the event.


Feedback to students

12
Feedback to students can be provided through:

· A report on questionnaire summaries and proposed actions to relevant SSCCs
· At the start of the module guide for the next group of students who take the module (ie. to illustrate the value of the consultation process)
· An area on the University’s Intranet
13
Module Leaders may also be asked to participate in any local arrangements for comparing student feedback across modules.
Module mid-point review
Scope

14
Module mid-point review provides an important opportunity for students to make any necessary changes and to provide feedback while the module is still running.


Process

15
A short time should be set aside during a whole group teaching session to discuss with students their experience of the module to date.  Repeated sessions in sub-groups should only be used if there is no whole group session at an appropriate time.  This is unlikely to require more than 15 minutes.
16
Wherever possible, the review should be conducted by students who have agreed to undertake the task (eg. student representatives who are taking the module).  If possible the review should take place without staff present (eg. hand over the final 15 minutes of a session to the students).
17
Where students take a number of core modules in common it is possible to combine the module mid-point reviews into one teaching session for one of the modules to avoid repetition.  It is important, however, that students are encouraged to give their opinions of all of the modules covered by the mid-point review.  A longer session is likely to be required.

18
There is no standard agenda for the review; students should be free to air any matters they wish – but should include good practice as well as problems.

Analysis of results
19
The module mid-point review should be timed to take place prior to the SSCC so that the outcomes can be reported to the committee.
20
Module mid-point review should be a standard SSCC agenda item.
21
A brief report should be produced and sent to the secretary and chair of the SSCC for inclusion in the committee agenda and the relevant course representative 
22
Where appropriate the outcomes of module mid-point review should be incorporated into MRDPs.

Feedback to students

23
Outcomes of the discussion at the SSCC, or any immediate actions taken by the module teaching team should be fed back to students via notice boards, StudySpace, in teaching sessions, etc, as appropriate.

Note: The points above offer principles and guidance.  Each faculty should agree the details of module mid-point review to best meet the needs of their students and staff.  A consistent approach across a range of modules is to be encouraged for the benefit of the participating students
Staff/Student Consultative Committee (SSCC) 
Scope
24
These are a requirement for each field or closely related or overlapping group of fields.  They make use of the course representative system.
25
SSCCs are sub-committees of Boards of Study and should map clearly onto the parent Board(s) of Study.

Process

26
SSCCs are minuted and are held at least twice per academic year.
27
SSCCs should comprise of representatives of all years/levels of a course and all constituent courses (see paragraphs 42-49 for further details regarding the nomination and training of course representatives).

28
It is recognised that in some courses the whole student group may act as an SSCC meeting with key staff (eg. some postgraduate courses and courses with small numbers).  However, even in these cases course representatives should be elected or nominated to represent constituents’ views at other times, collect student views and represent the course at the Faculty Forum.

29
Normally student membership should predominate.
30
Staff membership should include course leader(s) and other staff with key responsibilities.

31
The committee should agree a chair from amongst its members (this may be a student if appropriately experienced individuals are elected to the committee and committees may wish to consider alternating the chair between staff and students).
32
SSCCs should be provided with administrative support, for example, in the preparation and distribution of agenda and minutes, provision of notice boards and StudySpace modules, etc.
33
A suggested agenda for the SSCC is as follows, additional items should be added as necessary:

i.
Minutes of the last meeting

ii.
Matters arising from the last meeting (including relevant extracts from Board of Study minutes)  

iii.
Feedback from module mid-point reviews (if they have taken place)

iv.
Feedback from other appropriate conduits (ie. MEQs, NSS, Faculty Forum, or any relevant faculty/school committees)
v.
Issues raised by student representatives

34
Chairs and secretaries of SSCCs must ensure that agendas are agreed on the basis of consultation, information for students and feedback on previous items.

35
The committee should take clear decisions (carefully minuted) about items that can reasonably be addressed to the parent board of study or the SSCC itself, reserving other matters to be raised at the Faculty Forum.


Analysis of outcomes
36
SSCC reports should be considered at Boards of Study and the minutes should be provided for course representatives and lodged on notice boards/StudySpace modules.

37
SSCC minutes are provided for review teams as part of the base room of evidence at ISR events (see section D).


Feedback to students
38
Minutes and feedback on items discussed should be posted on notice boards and StudySpace.

39
Extracts of the Boards of Study minutes where SSCC reports were considered should be provided for course representatives and lodged on notice boards/StudySpace modules.

40  
Chairs of SSCCs/course directors should regularly review the effectiveness of their SSCC with members of the committee and student constituents.


Course Representative Scheme

Scope

41
Course representatives are an essential way of making sure all students have their voices heard within the University.  A course representative is responsible for finding out their fellow students’ views on their course and bringing these to the attention of their faculty, through SSCCs and Faculty Forums.

Process

42
Staff should arrange elections/nominations of course representatives in a timely way to ensure that the representatives can then undertake KUSU/University training.
43
Names of student representatives should be forwarded to KUSU by the middle of October of each academic year.  For specific dates and deadlines refer to the Course Representative Staff Handbook. 
44 
Courses that commence at times in the academic year other than September/October should forward names of representatives to KUSU within a month of the start date.  For specific dates and deadlines refer to the Course Representative Staff Handbook.
45
Representative training is arranged by KUSU and the ADC and representatives should attend.

46
The University and KUSU have jointly produced a handbook for course representatives.  This is provided for representatives during the training, to those who cannot attend the training, and is also available for key staff.
47
The University and KUSU have jointly produced a handbook for staff including course leaders and should be provided at the beginning of the academic year 

48
Representatives should serve for one year and elections should be held/nominations sought annually (representatives may be encouraged to continue, but there should be an opportunity for others to come forward).
49
Schools and faculties must support representatives in their work by facilitating consultation with constituents, eg. a notice board, time in classes for consultation, a student-led StudySpace consultation module for all constituents to communicate with the representatives.
The Faculty Forum
Scope

50
The Faculty Forum is a meeting of all course representatives in a faculty with senior faculty staff, normally chaired by the Dean.  
51
The meeting is intended to address issues which are outside the remit of SSCCs and Boards of Study (these may commonly be “hygiene” factors). 

Process

52
The Faculty Forum should meet at least twice per academic year.
53
SSCCs should be scheduled to meet prior to the Faculty Forum.

54
Faculty Forum meetings will normally take place prior to Faculty Board meetings with reports (at least orally) to the Faculty Board.
55
Selected representatives to be in attendance at, or members of the faculty board.
56
The student membership should be in common with that of SSCCs.
National Student Survey
57
All final year undergraduate students are invited to complete the National Student Survey (NSS) administered by Ipsos MORI, an independent market research company.
58
The NSS is intended to give final year students an opportunity to report back on their experience, and to help future students choose the right course and university.


Scope

59
The survey runs across all publicly funded HEIs in England, Wales, Northern Ireland, and participating HEIs in Scotland.  Additionally, since 2008, Further Education Colleges with directly funded higher education students in England have been eligible to participate.
60
The survey asks students 22 questions relating to the following aspects of the student learning experience:

· Teaching on my course
· Assessment and feedback
· Academic support
· Organisation and management
· Learning resources
· Personal development
· Overall satisfaction
61
Students are also given the opportunity to write positive and/or negative comments on their student learning experience as a whole at their university/college.


Analysis of outcomes
62
The results of the NSS are made available on the NSS dissemination website at www.Unistats.com.  The results are also made available to participating institutions to use to facilitate best practice and to enhance the student learning experience.

63
Consideration of feedback from the NSS takes place at programme/course level through the Board of Study and, at faculty level, through Annual Monitoring Reports. SEG considers student mechanisms and processes across the University, including the NSS, generating action and considering good practice.  Additionally, results of student feedback from the NSS in relation to the subject area concerned should be provided as part of the base room evidence at ISRs (see section D).

Kingston University Surveys
64
Kingston also surveys its first and second year and postgraduate students each year.  These surveys are administered by Student Services, while other areas of the University, such as Information Services conduct their own annual user survey.  The outcomes of these surveys are reported to SEG.

Courses delivered at collaborative partners
65
It is recognised that all of the requirements and guidance described in this section cannot apply in every aspect to courses delivered by the University’s collaborative partners, particularly in partners at some distance from the University.  However, it is expected that:
· Module questionnaires should be used (University staff with responsibility for liaison with the collaborative partner should make appropriate arrangements)
· SSCCs will take place (according to arrangements normally described in the liaison document for the course(s) concerned)

Other sources of help
66
Staff in the ADC are happy to offer advice and support on other ways of seeking student opinion through course review.
67
For further information on student consultation contact the Director of Academic Development
68
For further information on the Course Representative Scheme contact the Academic Development Centre, or the KUSU Advice and Representation Manager.[image: image2]
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