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What is the Course and Program Quality Review?

The Course and Program Review (CPR) is a function of the Course and Program
Management System (CPMS). It is composed of two review processes. One for courses
called the Course Quality Review (CQR), and the other for programs called the Program
Quality Review (PQR). The CPR has been specifically designed as a tool to facilitate staff in
the review and improvement of courses and/or programs.

It stems from the University’s quality intention which requires regular evaluation of its
learning and teaching, courses and programs in all modes and at all campuses, using
student and other stakeholder feedback as appropriate as stated in the following:

e Item 2.3 of the USQ Policy Section 7.5.1 on the Evaluation of Teaching, Courses
and Programs states that each course shall be evaluated or monitored by the
teaching team or discipline team once in each year it is offered.

e Item 9.1 of the USQ Policy Section 4.2 on the Planning, Accreditation and Review
Process for Academic Programs states that each faculty is required to report on
the academic performance of all programs at the mid-point of the term of
accreditation.

The CPR is a workflow enabled automatic system with pre-populated student data for
staff’s consideration when reviewing the courses and/or programs. This means that staff
will be alerted by the system, usually via an email, with the intended task and time period
to complete the task. More importantly, for staff’s ease of use and convenience, staff need
not physically search for the relevant quantitative student data to complete the review.
The guantitative data will be pre-populated in the form.

Courses will be evaluated through the CQR process once in each year they are
offered. There are two cycles of review for courses.

Programs will be evaluated through the PQR process at the mid-point of the term of
accreditation.

Aims of CPR

e To promote reflection on teaching and learning practice

e To identify and share good practice

e To trace trend data about student load, retention, progression, student
satisfaction, and student results

e To identify areas for improvement

e To facilitate faculties in the continuous monitoring of, and reporting on, the
academic performance of all programs
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http://www.usq.edu.au/learnteach/qualpolplan/cpms
http://www.usq.edu.au/learnteach/qualpolplan/cpms
http://www.usq.edu.au/policy/calendar/part7
http://www.usq.edu.au/policy/calendar/part7
http://www.usq.edu.au/policy/calendar/part4
http://www.usq.edu.au/policy/calendar/part4

What is the Course Quality Review?

Courses will be evaluated through the CQR process once in each year they are
offered. There are two cycles of review for courses.

Schedule

e It is expected that each course is reviewed annually after its main semester of
offer.

e Semester 1 courses will be expected to commence review in August of each year.

e Semester 2 courses will be expected to commence review in Mid December of
each year.

e Semester 3 and Semester 6 courses will be expected to be commence review at
the request of faculties in the following August or Mid December cycle .

e Where a course has multiple offerings, the Faculty will nominate one offering for
review, during the August or Mid December review period .

Workflow
, Completed
form Approve
Courses Team »
Fill out

COR form

Y

Publish
Rework Rework
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Staff involved

Role

Responsibilities

Course Team (course
examiner, moderator and
members of the teaching
team)

e completes the Course Quality Review form consisting of
guantitative guestions which are pre-populated
by SBMI with data about student grade distribution and
student satisfaction with the course, as well as
gualitative questions about learning and teaching.
Included in the Course Quality Review form is a space
for the Course Team to develop an action plan for
improvement

Course Examiner

e meets with course team to discuss the data before
completing the course review template

e is responsible for completing and submitting the course
review template by the due date

Moderator

e provides comments after the course examiner completes
the review form

Head of School/Discipline/
Department

e receives the completed course reviews from the course
examiners and provides input into the course reviews

e submits course reviews to nominated Associate Dean by
the due date

e is provided with two weeks to review and submit the
course reviews

Associate Dean (Learning
and Teaching)

e provides final input to the course reviews by the due
date

e is provided with two weeks to provide final input

e Associate Dean (Learning and Teaching) presents course
review report via the Faculty Learning and Teaching
Committee through to the Faculty Board and USQ
Learning and Teaching Committee

L= & W = W = i —

CQR/RO_C1V_July/August 2010

3|Page




What are the sections in the Course Quality Review form?
The sections in the Course Quality Review form are:

e Student retention, performance and satisfaction (two quantitative questions)
e Learning and teaching issues (four qualitative questions)

e Moderation and Benchmarking (two qualitative questions)

e Action Plan (Good Practice and Actions to be taken in the next revision)

e Moderator’s Feedback

See Appendix 1: Course Quality Review Form
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“HOW TO” operate the Course Quality Review system

This section refers to the instructions on how to operate the Course Quality Review system
for each role of the workflow/ process.
Course Team

Start of Review

When the process starts SharePoint automatically sends an e-mail to nominated course
examiner and moderator which contains links to open the course quality review form and
also to view the course summary data.

You and your course team are invited to participate in the Course Quality Review. It provides an opportunity for the course team to evaluate the quality of the course.
The deadline for completing the review is 21/07/2009 12:00:00 AM.

To start the review, please click on the link to open the document.

Links

+ Open the Course Quality Review form
+ View Course Summary data

Note:

Please do not reply to this message. It is sent from an unmonitored account.
To contact us for any enquiries or to provide any feedback, please send an email to CPR.suppot@usg.edu.au.

1. Click the link “Open the Course Quality Review form” to open the form (a partial
form is shown below).

L= = = = = = I i S I T
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= Print View

UNIVERSITY OF
SOUTHERN QUEENSLAND

Course Quality Review

Course

Moderato

&L

Click to view reference data
Flezase ensure that you save your work frequently via the "save" button. The system security measure is in
place for a session time out which expires when you do not save the form within 30 minutes from the
last 'save’ function.

Save & Close

Student performance and satisfaction Save |

Analyse student outcomes below, and identify positive learning and teaching outcomes
and issues for improvement.

Grade distribution across campuses

Click to view reference data

Grade distribution between domestic and international students

Click to view reference data

2. Fill out the CQR form.

3. The “Save” button at the start of each section allows you to save data as you fill out
the form.

Caution:
It is advisable that you save your form frequently to prevent any loss of changes due
to system timeouts of loss of internet connection.

4. Click “Save & Close” when you have completed the form.

5. Click “Print View” at the top of the form to access a printer friendly version of the
document.

Note:
The system automatically forwards the form at the due date to the next level for
approval.

To re-enter the system

You can access the form again by either of the below methods:

= U @ @ ¥ 9 B 5 T [
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1. Go back to the course review email and open the form from there.
2. Go to the CPR sharepoint site at https://intranet.usq.edu.au/sites/cpr , navigate
to My Course Quality Reviews and then open your course form.

Reminder to complete the review

Before the due date, the course team will receive a reminder email to complete their review.

On 21/07/2009 12:31:54 PM you received an email message advising you and your course team to assist in evaluating
the quality of your course by filling out the web-based document.

If you have completed the review, thank you.
If you have not had the opportunity, please complete by 21/07/2009 12:00:00 AM.

Links

+ Open the Course Quality Review document

Note:

Flease do not reply to this message. It is sent from an unmonitored account.
To contact us for any enquiries or to provide any feedback, please send an email to CPR.support@usg.edu.au.

Follow the steps outlined above to complete the review if you have not already done so.

= = @ @ ® W % T
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https://intranet.usq.edu.au/sites/cpr

Rewo

rk Task

Scenario — Rework from HOS/HOD

If the HOS/HOD requires more work or changes on the form, you will receive an email
requesting you complete this rework.

Note:

Thank you for contributing to the recent request for information on Course Quality Review for 2009 51 ABC1234. The
Head of Department has reviewed this document and has the following comments:

needs mare work

The Head of Department has requested that a task be assigned to the course team to update the document to reflect
these comments. Please update the review document and click Complete Task on the assigned task.

Links

+  Open the task

Please do not reply to this message. It is sent from an unmonitored account.
To contact us for any enquiries or to provide any feedback, please send an email to CPR.support@usg.edu.au.

R «“ ”
1. Click “Open the task” to open the task form.
Tithe: Rework Review Document
Description: The Head of Department has requested changes to the Course Review Document, Please review thewr commaents and adjust the

document accordingly, When fimushed chick Complete Task,

Related list item:

SaveDrat |  CompleteTask | Cancel |

2. Click the “<Course Link>" (circled above) to open the Course Quality Review form to
make the necessary changes and or incorporate HOS/HOD’s comments.
3. After completing the necessary changes, click “Save & Close”.
Caution:
It is advisable that you save your form frequently via the “Save” buttons at the start
of each section to prevent any loss of changes due to system timeouts of loss of
internet connection.
4. After closing the form you will be returned to the task form.
5. Click on the “Complete Task” button on the task form when you have completed
your changes. This will then send the form back to the HOS/HOD for approval.
L & » ® & ® & O p——— ]
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Accessing Quantitative Data

1. Summary format

From the course review email you receive; there is a link to the reference data summary for
your course. The summary data will look similar to below.

You and your course team are invited to participate in the Course Quality Review. It provides an opportunity for the course team to evaluate the quality of the course.
The deadline for completing the review is 21/07/2009 12:00:00 AM.

To start the review, please click on the link to open the document.

Links

beRoview form
View Course Summary data

Note:

Flease do not reply to this message. It is sent from an unmanitored account.
To contact us for any enquiries or to provide any feedback, please send an email to CPR.support@usg.edu.au.

SBMI Course 001 2009
Colour Legend Benchmark Legend
- Above Averags NSR Self Referent (item)
- NERG Self Referent (group)
- Averags ARC Averzgs Annusl Rtz of Changs
4 NRF Relstive to Faculty
- Bzlow Aversgs NRU Relstive to University
NRDrg Felstive to Distance Educstion Intensive Refersnce
group
NRE Rezlative to S=ctor
Cs Course Enrolments
rCe Froportion of course enrolments for group instanoce
P Progression Rats
Self Referent Internal Benchmark External
Benchmark
Drimension Student Growp % % % § % o E -
Courss oversll results All Students g3 0.784
Attendance Typs Full tims attendance =] D.B4z
Fart time sttendsncs 15 183 | 0487
Att=ndsncs mods Distancs 8 23% | 0684
Oncampus 24 TE 0.7s2
Delivery Channsl Domestic - Oncampus &1 Ti3% | 0780
Dromestic - Onoampus - Fraser Cosst ] 11%| 0750

Domestic - Oncampus - Toowoombs

=
w
=

Diomestic - Distance -

Diomestic - Distance - Standard Distance

Int=rnationsl - Oncampus

Intzrnationzl - Dnoampus - Fraser Cosst
International - Oncampus - Toowoomba
Gandar Famslzs
Walz
Mationality Diomestic

Internationsl

- s
IEL}
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2. Comprehensive format

From within the course review form there is a link at the top to access all reference data for
your course. This will give you all the reference data in one pdf document if you want to
print it all out.

UNIVERSITY OF
SOUTHERN QUEENSLAND

Course Qualitz Review

Faculty: Course:

FARS e e TS AN O T
Examiners )y Moderator(s):
BT B B R B
Offer:

AR TR AN A

Flease ensure that you save your - = . The system security measure is in
place for a2 session time out which expires when you do not save the form within 30 minutes from the
last 'save’ function

Save & Close |

3. Question-specific format

For each quantitative question in the form; there is a link access to just the data associated
with that question.

Student performance and satisfaction Save

Analyse student outcomes below, and identify positive learning and teaching outcomes
and issues for improvement.

Grade distribution across campuses

C ik to view rafacacce gD

Grade distribution between domaestic and international students

| view reference

= = @ @ ® W % T
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Grade Distributions by Campus

- - T .

80.0—

60.0 . . -

B .

20.0

0.0
1 1 1
L2000 L2005 L2006 I 2007 o 2008 I L2000
loncampus -..| | Oncampus - T J
W Passing grade - HD Passing grade - C I Other - WWP Fails - FNC Incompletes - IM
Passing grade - A Il Conditional Passes - LP Fails - F Il Fails - FNP [ Conditional Passes - P
I Passing grade - B N Other-T Il Fails - FLW I Fails - FNS
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Head of School/ Department (HOS/HOD)

Start of Review

After the completion of the review by all the Course Teams, you will be notified with a
summary email to review the documents. It will contain all the links to the tasks assigned to

you.

You will also receive an email that contains a link to the reference data for your courses.

Click abave to connect ta this tasks list,
From: PR [intratest@usq.edu.au]
To Umanda Ranaweera
=]

Subject: CPR Tasks

» CPR-Tasks

Sent: Fri 7/08/2009 9:01 AM

/I:;-n d90a+e = CPR Tasks - Share —=
a =
Share [
a
P 3 = ¥ | @4 Find
4 QXS 6
7% = = = T (3 Related ~
Connectto Previewthis | Reply Reply Forward Delete Moveto Otner | Categorize Mark as
this Task List  Task List to All Folder - Actions ~ - Unread | ki Select -
Open Respand Actions Options = Find

LK SharePoint Tasks List
http://intratest.usq.edu.au/sites/cpriLists/ Tasks

. E
Tasks - Daily Summary

Modify my alert settings = View Tasks | Mobile View

Title Meodified Modified by

Head of Department Course Review 7/08/2009 8:35 AM Robert Wood L]

Title Head of Department Course Review |
Priority (2) Normal 1
Status Not Started

Assigned To Umanda Ranaweera

Start Date 7/08/2009

Link 2010 S1 ACC5202

Workflow Name CQR Workflow L
Head of Department Course Review 7/08/2009 8:35 AM Robert Wood Newr!

Title Head of Department Course Review

Priority (2) Normal

Status Not Started

Assigned To Umanda Ranaweera

Start Date 7/08/2009

Link 2010 S1 BCA3000

Workflow Name CQR Workflow

There are several ways you can navigate to a task.
e Editing individual tasks.
e Navigating to the task list and editing the tasks.

Editing individual tasks

1. Click the heading of a task to navigate to the task form.

CPR

Tasks - Daily Summary

Modify my alert settings  View Tasks  Mobile View

Title Modified Modified by
Head of Department Course Reviewl 7/08/2009 8:35 AM Robert Wood
Title Head of Department Course Review

Priority (2) Normal

Status Not Started

Assigned To Umanda Ranaweera

Start Date 7/08/2009

Link 2010 51 ACC5202

Workflow Name CQR Workflow

I . B IR T [T EE——
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2. Following task screen will be displayed

CPR = Tasks = Head of Department Course Review

Tasks: Head of Department Course Review

Close |
=i’ New Item EEdit Item | ¥ Delete Item n-'l-:?ManagE Permissions | Alert Me LLB]‘.Fersicn History

Title Head of Department Course Rewview
Priority {2) Mormal
Status In Progress

% Complete

Assigned To Umanda Ranaweera
Description

Start Date 7/08/2009

Due Date 8/08/2009
Workflow Name CQR Workflow

Ready for Associate
Dean review?

Head of Department
Comments

Content Type: Head of Department Course Review

Version: 2.0 Close |
Created at 7/08/2002 8:35 AM by Robert Wood

Last modified at 7/08/2009 8:35 AM by Robert Wood

3. Click Edit Item to navigate to the task form.

Title: Head of Department Course Review

Description: Please review the attached Course Quality Review document. Then fill out this form and click Complete Task,

 Yes, ready for Associate Dean review
€ No, needs more work

Ready for Associate Dean review?:

Head of Department Comments:

Please enter any comments

Related list item:

SMDnﬁl Complete Task I Cancol]

4. To view the completed Course Quality Review form, click the “<Course Link>"
(circled above)

5. When the HOS/HOD has finished reviewing the form, click the “Save & Close”
button on the Review form to return to the task form.

6. If the HOS/HOD decides to approve the document, click on the “Yes, ready for
Associate Dean Review “button. By selecting this option, a task form will be
assigned to the AD.

= = @ @ ® W % T
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7. If the HOS/ HOD decides that the course team need to make changes, click on the

“No, needs more work “button.
assigned to the Course Team.

By selecting this option, a rework task will be

8. Click “Complete Task” button when a final decision is made.

Navigating to the task list and editing tasks.

1. You also can navigate to the last list, where all the tasks will be listed.

2. Inthe summary e-mail, click View Tasks link

() d9 v+ %)= CPR Tasks - Share
i)

Share

=
i & e g b S EH 3w  dena
iad - - el = L Related -
Connectto Previewthis = Reply Reply Forward Delete Moveto Other | Categorize Mark as
this Task List  Task List to Al Folder = Actions - - Unread || W Select~
Open Respond Actions Options i) Find

Click above to connect to this tasks list.

From:  CPR [intratest@usq.edu.au]

To: Umanda Ranaweera

cc

Subject  CPR Tasks

s CPR-Tasks
SharePoint Tasks List
http://intratest.us.edu.au/sites/cpr/Lists/Tasks

22

Sent: Fri 7/08/2009 9:01 Al

cPR
Tasks - Daily Summary
Modify my alert settings Mobile View

Title Modified

Modified by

Head of Department Course Review 7/08/2009 8:35 AM

Title Head of Department Course Review
Priority (2) Normal
Status Not Started

Assigned To Umanda Ranawesra

Start Date 7/08/2009
Link 2010 51 ACC5202

Workflow Name CQR Workflow

Robert Wood New!

3. This will navigate to the task list. Task list contains all your active tasks

CPR = Tasks

Tasks

Use the Tasks list to keep track of waork that vou or your team needs to complete.
Mew - Actons — Setbings —
Tide Diocument Link _dAassigned To  Status Due Date
¥ | Head of 2009 51 Urmanda In 21072009
Department Umandas Ranaweera Progress
Course Course
Rewaork
Rewiew

L = = = = & I & S
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4. To edit a task Click the drop down menu of the Title and select Edit Item

Wiew All Site Content IUze the Tasks list to keep track of work that vou or your team needs to complete,
Documents Mew - Actions Settings -
= Course Quality Review Edit Title Document Link ) Assigned To  Status Due Date
Lists Head of 200551 Umanda In 21/07/2009
» Tasks Department Umandas Ranaweera Progress
a Course - | Course
= Create CQRs Fewaork
Review
Di -
rons View Item 200951 Umanda In 31072009
Sites — EMG1101 Ranaweera Progress
IJ— Edit Item
People and Grou |
- : B@ Manage Permissions
2 Recydle Bin 2010 51 Umanda In 8/08/2009
x SEEELES ACCS5202 Ranaweera Progress
] version History
Alert Me
201051 Umanda In 3/03/2009
Department BCA3D00 Ranaweera Progress
Course
Review ! HEw

5. Following task screen will be displayed

6. Complete the task form and click “Complete Task”

Title: Head of Department Course Rework Review
Description: Please review the updated Course Quality Review document. Then fill out this form and click Complete Task.
Reworked document ready for " Yes, ready for Associate Dean review

Associate Dean review? *: 'l
Mo, needs more work

=
Head of Department Rework
Comments:
[
Please enter any comments
Related list item: 2009 51 Umandas Course
SaveDraft |  Complete Task | Cancel |

L 5 ® ® & © & Soulaaeeess |
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Rework Tasks

Scenario 1 — Rework from Course Team

When HOD/HOS decides that course team needs to make changes, a task will be assigned to
the Course team. After the course team have completed the rework, HOD/HOS will receive a
rework task e-mail for next action.

To complete this task:

1. Fill out this task form, and then click the Complete Task button to mark the task as completed.

Mote:

Please do not reply to this message. It is sent from an unmonitored account.
To contact us for any enquiries or to provide any feedback, please send an email to CPR.support@usg.edu.au.

Task assigned by CQR Rework Workflow on 21/07/2009 12:58:08 PM.

1. Click “this task form” to open up the rework task form.

Title: Head of Department Course Rework Review
Description: Please review the updated Course Quality Review document. Then fill out this form and click Complete Task.
Reworked document ready for (& Yes, ready for Azsociate Dean review

Associate Dean review? *:
(& No, needs more work

Head of Department Rework
Comments:

Related list item:

Save Draft | Complete Task | Cancell

2. Click the “<Course Link>" (circled above) to review the reworked Course Quality
Review form completed by the Course Team.

3. Click “Close” to return to the TASK form.

4. Click “Complete Task” button when a final decision on the rework is made.

L= = = = = = I i S I T
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Scenario 2 — Rework at the request of the AD

If the AD requires more work on the form, you will receive an email requesting for a rework.

Task assigned by CQR Workflow on 21/07/2009 1:27:24 PM.

To complete this task:

1. Fill out this task form, and then click the Complete Task button to mark the task as completed.

MNote:

Please do not reply to this message. It is sent from an unmonitored account.
To contact us for any enquiries or to provide any feedback, please send an email to CPR.support@usg.edu.au.

1. Click “this task form” to open the rework task form.

Title: Head of Department Course rework required

Description: The Associate Dean has requested changes to the Course Review Document. Flease review their comments and adjust the document
accordingly. When finished click Complete Task.

Related list item: 2009 S1 ABC1234
Save Draft | Complete Task | Cancel

2. Click the “<Course Link>" (circled above) to open the Course Quality Review form to

make the necessary changes and or incorporate comments.

3. After completing the necessary changes, click “Save”.

Note:

The SAVE button allows you to save data multiple times. That is, when you next
open this document - after some time and before the due date, the last saved
document will be presented for you to resume work.

Caution:
The system automatically forwards the last saved document at the due date to the
next level for action.)

4. Click “Close” to return to the TASK form.

5. Click on the “Complete Task button” on the task form when you have completed
the changes. This will then send a new review task to AD for final approval.

= = @ @ @ 9 B N T [
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Associate Dean

Start of Review

After the completion of the review by the HOS/HODs, you will be notified with a summary
email to review the documents. It will contain all the links to the task assigned for you.

You will also recieve an email that contains a link to the reference data for your courses.

(On TR Table Tools CPR Tasks - Share ==q
2/ share | nset  Options  FormatText | Design  Layout C|
S Lt = ¥ 43 Find
My @ e XA E | BE S g
this Task List  Task List to All Folder~ Actions = - Unre: by Select -
From: CPFR [intratest@usq.edu.au] Sent:  Fri 7/08/2009 9:01 AM
To: Umanda Ranaweera
o @
&
e 3
zTasks - Daily Summary M
Modify my alert settings | Wiew Tasks Mobile View
Title Modified Modified by
Associate Dean Course Review 7/08/2009 8:35 AM Robert Wood N
Title Head of Department Course Review |
Priority @) Normal I
Status Not Started
Assigned To Umanda Ranaweera
Start Date 7/08/2009
Link 2010 51 ACC5202
Workflow Name CQR Workflow '
Associate Dean Course Review 7/08/2009 8:35 AM Robert Wood Nawe!
Title Head of Department Course Review
Priority (2)Normal
Status Not Started
Assigned To Umanda Ranaweera
Start Date 7/08/2009
Link 2010 51 BCA3000
Workflow Name CQR Workflow
There are several ways you can navigate to a task.
e Editing individual tasks.
e Navigating to the task list and editing the tasks.
1. Click the heading of a task to navigate to the task form.
ta
CPR -
. Tasks - Daily Summary
Modify my alert settings | View Tasks | Mohile View
Title Modified Modified by
Title Head of Department Course Review
Priority (2) Normal 1
Status Not Started
Assigned To Umanda Ranaweera
Start Date 7/08/2009
Link 2010 51 ACC5202
Workflow Name CQR Workflow

= = @ @ ® W % T
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2. Following task screen will be displayed

CPR > Tasks > Associate Dean Course Review

Tasks: Associate Dean Course Review

Close |

=i New Item mEdit Iterm || X Delete ITtem n—"-jManagE Permissions | Alert Me ~L::] Version History

Title Associate Dean Course Review
Priority (2) Normal

Status Completed

% Complete 100%

Assigned To Moel Francis

Description

Start Date 30/07/2009

Due Date 1/08/2009

Workflow Mame COQR Workflow

Ready for publishing? Yes, ready for publishing

Associate Dean
Comments

Content Type: Assodate Dean Course Review

Version: 4.0 Close |
Created at 30/07/2009 1:57 PM by Robert Wood

Last modified at 30,/07/2009 2:13 PM by System Account

3. Click Edit Item to navigate to the task form.

Tithe: Associate Dean Course Rework Review

Description: Flease review this document. Then fill out this form and click Complete Task.
Reworked document ready for " ¥as, ready for publishing

publishing? *:

" No, needs more work

Associate Dean Rework Comments:

Related list item:

SaveDraft | Complete Task | Cancel

9. To view the completed Course Quality Review form, click the “<Course Link>"
(circled above)

10. When the AD has finished reviewing the form, click the “Close” button at the
bottom of the Review form to return to the task form.

11. If the AD decides to approve the document, click on the “Yes, ready for publishing
“button. By selecting this option, a task form will be assigned to the AD.

= = @ @ ® W % T
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12. If the AD decides that the HOS/HOD needs to make changes/ rework, , click on the
“No, send task to Head of Department to update document “button. By selecting
this option, a rework task will be assigned to the HOS/HOD.

13. Click “Complete Task” button when a final decision is made.

Navigating to the task list and editing tasks.
7. You also can navigate to the last list, where all the tasks will be listed.

8. Inthe summary e-mail, click View Tasks link

You forwarded this message on 7/08/2009 11:12 AM.
Click above to connect to this tasks list.

O\ H9 G 2+ 9 )+ Table Tools CPR Tasks - Share S
Share | Inset  Options  Format Text Design  Layout @
>
3 = b 34 Find
ﬁ\/‘ ﬁ SRS x = "B
*$ Vel = b () Related -
Connectto Previewthis —Reply Reply Forward Delete Moveto Other | Categorize Mark as
this Task List  Task List to All Folder - Actions ~ s Unread || kg Select -
Open Respond Adtions Options Find

Sent:  Fri7/08/2009 9:01 AM

Mad

Title

Associate Dean Course Review

Workflow Name

. Tasks - Daily Summary

ify my alert settings Mobile View

Modified

7/08/2009 8:35 AM

Title Head of Department Course Review
Priority (2) Normal

Status Not Started

Assigned To Umanda Ranaweera

Start Date 7/08/2009

Link 2010 51ACC5202

CQR Workflow

From:  CPR [Intratest@usq.edu.au]
To: Umanda Ranaweera
cc
Subject: CPR Tasks
yipt CPR-Tasks
SharePoint Tasks List
http:/intratest.usq.edu.au/sites/cpr/Lists/Tasks
&l
CPR =

Modified by

Robert Wood New!

9. This will navigate to the task list. Task list contains all your active tasks

B

Assodate 201051 Moel Frands Completed (2)
Dean CD51000 Mormal
Course

Review

Assodate 201051 Moel Frands In (2]
Dean CIS3002 Progress Mormal
Course

Review

Assodate 201051 Moel Frands Completed  (2)
Dean BCAI0DZ Mormal
Course

Review

1/03/2009

1/03/2009

1/03/2009

I . B IR T [T EE——
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10. To edit a task Click the drop down menu of the Title and select Edit Item

4 | Associate 2010 51 Moel Francis Completed  (2) 1/08/2009
Dean .| Accs202 Maormal
Course
Review
View Ttem 2010 51 Moel Frands Completed (2} 1/08/2009

BCA3000 Marmal
Edit Ttem
ﬁg' Manage Permissions
201051 Moel Francis Completed  (2) 1/08/2009
X | Delete Item BI01101 Normal
{:,] Version History
Alert Me
2010 51 Moel Francis Completed  (2) 1/08/2009
Dean CD51000 Maormal
Course
Review

11. Following task screen will be displayed

12. Complete the task form and click Complete Task

Title: Head of Department Course Rework Review
Description: Please review the updated Course Quality Review document. Then fill out this form and click Complete Task.
Reworked document ready for & Yes, ready for Associate Dean review

Associate Dean review? *:
& Mo, needs more work

=
Head of Department Rework
Comments:
=
Please enter any comments
Related list item: 2009 S1 Umandas Course
Save Draft Complete Task Cancel

= = @ @ ® W % T
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Rework Task

Scenario — Rework from HOS/HOD

After the HOS/HOD has completed the rework, AD will receive a rework task e-mail for next
action.

Task assigned by CQR Rework Workflow on 21/07/2009 1:30:47 PM.

To complete this task:

1.  Fill gut this task form, and then click the Complete Task button to mark the task as completed.

Maote:

Please do not reply to this message. It is sent from an unmonitored account.
To contact us for any enquiries or to provide any feedback, please send an email to CPR.support@usg.edu.au.

1. Click “this task form” to open up the rework task form.
Title: Associate Dean Course Rework Review
Description: Flease review this document. Then fill cut this form and click Complete Task.
Reworked document ready for o Yes, ready for publishing
publishing? *: e No, needs more work
Associate Dean Rework Comments:
Related list item:

Save Draft Complete Task | Cancel |

2. Click the “<Course Link>" (circled above) to review the reworked Course Quality

Review form completed by the HOS/HOD.

3. Click “Close” to return to the TASK form.

4, Click the “Yes, ready for publishing” OR “No, needs more work”.
5. Add any comments in the comment box.

6. Click “Complete Task” button to finish task.

= = ® = @ » B 5 T N
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“HOW TO” approach the Course Quality Review

The suggested approach to completing the review is to have a conversation or dialog among
the course team members when looking at the data before filling the form electronically by
the course examiner.

The following is a suggestion on how the course team can approach a review.

Before completing the review form electronically

1. Print out the review form (blank copy) and reference data associated with the
course and have previous course reviews (if applicable/ available) made
available for every member of the course team.

2. This gives the team an opportunity to reflect on the course. The main purpose is
so the course team does not to attempt completing the form immediately and
submit it.

3. Begin a discussion/dialog with all members of the course team regarding the

actions required from the previous course reviews, the contexts, and current
review questions (if applicable/ available).

4, Discuss the different components of the form and find out what is required for
each section.

5. Use the supplementary resources in the Resource Kit to assist with each review
qguestion, if needed.

6. Having discussions/ dialogs/ reflections or conversations with the team on the
different components of the review may take a few iterations or at least one
meeting.

7. The course examiner is responsible for completing the form, have the course

moderator review and provide his/ her feedback on the completed review, and
ensure that the review form is completed within the specified timeframe.

8. The moderator is to provide his/her feedback on the course review after it is
fully written up by the course examiner.

After ‘completing’ the review form electronically

Upon completing the review, the form will be forwarded to the HOS/HOD for their review by
the system automatically at the specified due data.

One of two outcomes may occur.

1. The course team will be notified via an email to rework the form if the HOS/HOD
requests for a rework.

a. If thisis the case, the course examiner is required to revise the form.

b. Your may wish to make the revisions personally or after having discussions
with the team. You are strongly suggested to get the team involved again
for the revision as this also acts as a closing of the loop on course review for
all the members of the team.

2. The course team will receive an email that the review is approved by the
HOS/HOD.
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“HOW TO” communicate the Course Quality Review

To assist the course teams facing the task of completing the Course Quality Review report,
the following resources are prepared.

On the left-hand panel is the CQR form as viewed at the start of the review period. The
second panel provides the course team with a series of questions to consider in answering
the questions. The third panel contains the relevant policy documents for the team’s
reference.

Course Quality Review Form ‘ Questions for consideration ‘ Related Policies/ Resources
Student performance and satisfaction
1. Analyse student e What are the anomalies?

outcomes below, and e What are the highlights/

identify positive learning positive outcomes?

and teaching outcomes
and issues for

improvement.

2. Analyse and compare e What are the anomalies?
student satisfaction with e What are the highlights/
this course for different positive outcomes?

learning settings. Refer
specifically to SET data
and how this course
compares with faculty
and USQ means. Note
positive outcomes and
identify points for
improvement.

Learning and Teaching Issues

3. To what extent do the e How was teaching USsQ Mission and Vision
teaching activities and strategies varied to Statements
assessment support accommodate the http://www.usq.edu.au/resources/
student learning? different learning needs of 11.pdf
students?

http://www.usq.edu.au/resources/

e Do students know that

111.pdf
student feedback is acted
on (closing the loop on USQ Good Teaching
student feedback)? Guidelines
e Are there any scholarship http://www.usq.edu.au/resources/
of teaching and learning usgtlguidelines.pdf

and/or research associated
with learning and teaching | USQ Academic Regulations -

sl http://www.usg.edu.au/policy/cale
activities and/or dar/oarts
assessment to further
T . B e e — ]
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http://www.usq.edu.au/resources/11.pdf
http://www.usq.edu.au/resources/11.pdf
http://www.usq.edu.au/resources/111.pdf
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http://www.usq.edu.au/resources/usqtlguidelines.pdf
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http://www.usq.edu.au/policy/calendar/part5

enhance student learning
being carried out for the
course?

How was feedback on
students’ assignments
and/ or assessments to
enhance student learning
used?

Are academic learning
skills and graduate skills
embedded in the course
e.g. in the learning
objectives, assessment
tasks?

Are the assessment tasks
for the course for learning
or of learning?

Have the assessments in
the course provided
opportunities for students
personal development and
documentation of
students’ achievements
through e-portfolios?

Is a criterion-referenced
approach to assessments
adopted?

What is the extent of the
alignment of the course
learning objectives,
learning activities and
assessments of the
course? Are they aligned?
Was the students’ overall
workload considered when
designing the course e.g.
the assessment tasks?

Are the assessments
manageable from the staff
members’ perspective?

’

Final Report of the
Assessment Working Group
2006

http://www.usqg.edu.au/resources/
assessworkgroupreport.pdf

LTSU Information Flyers &
Resources on various

learning and teaching areas
http://www.usg.edu.au/learnteach

4. To what extent do the
flexible learning
opportunities provided,
enhance the course.

How have “flexibility”
being incorporated into
the course i.e. course
design, teaching and
delivery of the course,
course materials, and
assessments?

Are the three minimum
standards for courses on
uUsQ Study Desk being met
i.e. (1) have a welcome

uUsQStudyDesk — Minimum
Service Standards

http://www.usq.edu.au/resources/
iminstandardsusgstudydesk.pdf
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message; (2) checking of
discussions and other
student access areas at
least three working days
per week; and (3) student
requests to be responded
within 48 hours during the
working week?

5. How well are the How are the Indigenous, LTSU Information Flyer on
Indigenous, international international and Embedding Indigenous
and intercultural intercultural perspectives | Perspectives at USQ
perspectives embedded deployed in the course (if | http://www.usq.edu.au/resources/
in the learning and appropriate to the embeddingindigenouspro.pdf
assessment activities in course)? .
G e If appropriate to the LTSU Inff)rma_tlor.m Flyer on
. Internationalisation of USQ
course, are the learning
.. . Programs
objectives rewritten to
. http://www.usq.edu.au/resources/
reflect the Indigenous, internationalisationofusgprograms.
international and pdf
intercultural perspectives?
Are the rewritten (new) LTSU Information Flyer on
learning objectives TIPS For Managing an Inter-
updated in the course cultural Classroom
specifications? http://www.usg.edu.au/resources/
Are the course learning | &2 Rt T o
objectives, Indigenous, odf
international and
intercultural perspectives
and assessment criteria
aligned?
For some ideas of the
learning and teaching
activities for managing an
inter-cultural classroom,
see LTSU Information Flyer
on TIPS For Managing an
Inter-cultural Classroom
6. Identify, as appropriate, What are the deficiencies?

successful outcomes and
points for improvement
in any practical
components of this
course (laboratory work,
studio work, work-based
learning, clinical or
professional placements)

What are some possible
ideas to overcome the
deficiencies?

Moderation & Benchmarking

7.

Comment on the
moderation process used
within the course.

e What was the moderation

process used in the course
to ensure that all students
were treated fairly and

USQ Academic Regulations -
Assessment Policy 5.6

http://www.usq.edu.au/resources/
561.pdf (Pls note: New policy
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equitably?

Were all the summative
assessment items of the
course moderated?

Have the course examiner
and moderator met to
confirm the recommended
course grades before the
Board of Examiners’
meeting?

— Work in progress)

LTSU Information Flyer on

Moderation of Assessments
http://www.usqg.edu.au/resources/
moderationofassessments.pdf

Identify required actions
for course enhancement
arising from the Board of
Examiners.

What were the actions
identified at the Board of
Examiners meeting?

Action Plan

Using the review above and cou

rse experiences through the semester,

9. Summarise examples of e What are some
good learning and outstanding
teaching practice in this contributions to the
course. development of
students’ learning?
10. Summarise actions that To develop the actions, the following may be considered - an

should be undertaken to
enhance the learning
experiences of students
in the next revision of the
course:

easy three-step template to develop the action plan where the
‘actions’ required can be extracted.

Step 1. Review last year’s Action Plan
Step 2. Perform a situation analysis of this year’s review
Step 3. Develop actions for continuous improvement

Refer to the section “HOW TO” develop an action
plan
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“HOW TO” develop an action plan

This is an easy three-step to develop an action plan.

Step 1. Review last year’s Action Plan (Ignore this step if this is a new course review or
there is no existing LY’s review document).
Review the progress made on issues and actions identified in previous year’s report and the

results of the actions.

Last Year’s
Recommendation/ Actions

Last Year’s
Target/
Indicators

Outcomes/ Results

Comments/ Actions
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Step 2. Perform a situation analysis

A situation analysis involves the examination of the situation surrounding the course before
generating alternatives for the course. Think of this step as taking a step away from the
numerous data and vast information recovered in this review (internal information), and
putting them in perspective within the wider environmental context (external information)
that the course also faces.

By performing a situation analysis, the course team is in a better position to leverage the
strengths of the course, correct any weaknesses, capitalise on opportunities, and deter
potential threats.

Areas of Opportunities (refers to the environment/ trends/ situations outside your course
which are beyond your control)

Areas of Threat (refers to the environment/ trends/ situations outside your course which
are beyond your control)

.= @ @ » @ » B B [
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Areas of Strength (refers to strengths in your course — those within your control. They are
most likely to be those information discovered in the review.)

Areas for Improvement (refers to weakness in your course which you can improve)

What are some barriers/ challenges encountered during the course?

.= @ @ » @ @ B B T N - -]
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Step 3. Develop strategies for improvement

Consider last year’s review and current review’s situation analysis.

Identify the changes

required as a result of this review. What are some key areas for course improvement
(consider not more than three actions for each area/ and work on a maximum of three

areas)

Areas Rationale — Actions Targets/ Outcomes

for Optional (What are the | Indicators (to be completed at
improvement (What are the changes to be | (What quantityor | next review)

reasons for
selecting the
category to
focus?)

made?)

quality of these
activities do you
expect to achieve
this year? How
will achievement
of these activities
be measured?)

(What quantity or quality
of these activities did you
achieve?)

Course design

Assessment

Flexible learning

Moderation

Retention,
performance,
satisfaction
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Enquiries, Feedback and Resources

General enquiries

Mrs Colleen Wilson, LTSU
Phone: +61 7 4631 1660
Email: colleen.wilson@usqg.edu.au

Technical assistance

Mr Robert Wood, SBMI
Phone: +61 7 4631 1096
Email: robert.wood@usqg.edu.au

Miss Umanda Ranaweera, SBMI
Phone: +61 7 4631 5330
Email: umanda.ranaweera@usqg.edu.au

Reference data

Mr Shane Klease, SBMI
Phone: +61 7 4631 2088
Email: shane.klease@usqg.edu.au

L&T questions

Dr Megan Kek, LTSU
Phone: +61 7 4631 2883
Email: kek@usqg.edu.au

Email

The CPR team appreciates your feedback. Please email your feedback or enquiries to:
CPR.support@usg.edu.au

Resources

The resource kit and more information can be found at the CPR web page at:
http://www.usq.edu.au/learnteach/topics/eval/cpreview
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Appendix 1. Course Quality Review Form

UNIVERSITY OF
U SOUTHERN QUEENSLAND
Course Qualrtz Review

Student performance and satisfaction

Analyse student outcomes below, and identify positive learning and teaching outcomes
and issues for improvement.

Grade distribution across campuses

Grade distribution between domestic and international students

Grade distribution between international and international partner students

Grade distribution between on campus and external students

Grade distribution between equity groups

Grade distribution for major offer (as required)

% passes and failes

Analyse and compare student satisfaction with this course for different learning settings.
Refer specifically to SEC data and how this course compares with faculty and USQ means.
Note positive outcomes and identify points for improvement.

On campus students Toowoomba

On campus students Springfield

On campus students Fraser Coast

Distance Students

International Partner Students

Majors (as required)
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Learning and Teaching Issues

To what extent do the teaching activities and assessment support student learning?

Please rate between 1 (lowest) and 5 [highest)
1 2 3 4 5

Comment

To what extent do the flexible learning opportunities provided enhance the course?

Please rate between 1 (lowest) and 5 [highest)
1 2 3 4 5

Comment

How well are the Indigenous, international and intercultural perspectives embedded in the
learning and assessment activities in this course?

Indigenous perspective

International perspective

Intercultural perspective

Identify, as appropriate, successful outcomes and points for improvement in any practical
components of this course (laboratory work, studio work, work-based learning, clinical or
professional placements).

Laboratory work

Studio work

Work-based learning

Clinical placements

Professional placements

Other

.= = @ U @ B B [
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Moderation and Benchmarking

Comment on the moderation process used within the course.

Comment

Identify required actions for course enhancement arising from the Board of Examiners.

Comment

Action Plan

Summarise examples of good learning and teaching practice in this course.

Comment

Summarise actions that should be undertaken to enhance the learning experiences of
students in the next revision of the course:

Course design

Assessment

Flexible learning

Moderation

Retention, performance, satisfaction

Moderator's Feedback

Comment on this course quality review.

Comment

.= @ » @» @ & B B - [
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