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	Executive summary

	
Online module evaluation was implemented at City in PRD2 2020/21. Education Strategy Forum met on 28 July 2022 to discuss some of the issues encountered by Schools in implementing the new Policy thus far. This paper outlines the issues discussed and the actions taken forward by QUAD to address them.

[bookmark: _GoBack]A key steer from Education Strategy Forum was to focus on response rates which have been disappointing thus far (16.3% in PRD2 of 2021/22). Having said that, work has also been undertaken to update and improve upon existing staff resources, update the student hub page and communications and to clarify some of the existing feedback and reporting mechanisms.


	Action(s) required from the Committee:
	
A. To note the issues discussed by the Education Strategy Forum and the outcomes;
B. To note that a term 1 Module Evaluation report will be presented to EQC in the New Year;
C. To approve the Module Evaluation Guidance.
D. To discuss next steps for Module Evaluation.
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Update on Online Module Evaluation

1. Overview:
Online module evaluation was implemented at City in PRD2 2020/21 using a system called EvaSys. Evaluations take place in week 9 of each term for ‘standard’ modules but can take place at any time for ‘non-standard’ or block taught modules. City operates a common question set for module evaluation to ensure consistency for students and equal comparison of modules. The focus is on the module not the teaching staff. The current question set was agreed after much debate and can be found here.

The Module Evaluation Policy and process are owned by EQC. They were drafted primarily by ADEs, supported by QUAD. The policy and process, including the module evaluation questions, timing of module evaluation, and post-survey activity were designed and agreed by ADE Forum. 

It was agreed at the time, by Executive Team and Deans, that teacher evaluation would not form part of the existing process or question set. This was discussed at length, including EDI and UCU concerns of evaluating both module and teacher concurrently.  There were concerns about conscious and unconscious bias in ME against staff with protected characteristics and its link to promotion.
All Schools currently use EvaSys but the majority of Bayes programmes do not (some specialist Masters programmes do). Course Officers at the School create their own surveys using Qualtrics. The questionnaire is based on City’s module evaluation questions but includes additional questions relating to teaching.

2. Response rates:
The current response rates are disappointing. In PRD2 of 2021/22, 16.3% students completed module evaluation (table 1 below). A key focus of this paper is to increase response rates in 2022/23.

Table 1. Online module evaluation response rates by period




3. Education Strategy Forum:
The Education Strategy Forum met to discuss module evaluation on the 28 July 2022. A number of issues were discussed and a number of actions noted for QUAD to take forward or look further into. The table in Appendix 1 summarises the issues discussed, the outcome(s) of the discussion and the actions taken forward and/or update from QUAD.
Since the meeting QUAD has created the following new documents:
· Module Evaluation Guidance (see appendix 2 – for approval)
· Module Leader FAQs
· Professional Services Staff FAQs
· Reporting and Feedback FAQs
· Feedback to Students Workflow
· School and University Level Reporting Workflow
QUAD has completed development of a new Student Survey Portal with EvaSys which is a static link that a student may use to access all of their open surveys (previously each survey had a unique link). A QR code has been created to take students to this Portal and will be central to all printed and digital materials.
QUAD has reviewed the presentation of staff resources for Module Evaluation and consolidated them into one section of the Quality Manual. QUAD and the Communications Team have also reviewed the text of the Student Hub page and including the aforementioned QR code and link to Student Survey Portal.
QUAD is also working with the Communications Team on a multi-platform campaign to advertise Module Evaluation on campus, online and in central communications. 

4. Next steps:
QUAD will report to EQC and Senate on the 2022/23 PRD1 responses early in the New Year. EQC may wish, at this time, to make further recommendations to adapt the module evaluation process for 2023/24.
Appendix 1: Outcome of Education Strategy Forum meeting on 28 July 2022

	Issue discussed:
	Outcome/action of ESF meeting:
	Update/action from QUAD:

	Using the EvaSys system: some staff report that the System is not user friendly, some report issues with access to the system. Some are not aware of all the EvaSys features. Communications to staff need to be clearer.
	QUAD to review the staff resource page layout and content. 
	EvaSys is still a new system for City staff so integration will take time. QUAD has created the following new documents to assist staff:

· Module Evaluation Guidance (Appendix 2)
· Module Leader FAQs
· Professional Services Staff FAQs
· Reporting & Feedback FAQs
· Feedback to Students Workflow
· School and University Level Reporting Workflow

QUAD has redesigned and consolidated the online staff resources to make more user friendly. Where possible, documents have been merged. 

	Response rates and communication to students: student engagement and awareness needs to be increased, a higher response rate will encourage academic staff to be more engaged, students to be clear on the purpose of module evaluation. 
	QUAD to work with Communications Team to increase student engagement.

	Communications Team are working on a multi-platform campaign to advertise Module Evaluation on campus, online and in central communications. 

QUAD has developed a new Student Survey Portal with EvaSys which is a static link to all of a student’s open surveys. A QR code has been created to take students to this Portal and will be central to all printed and digital materials. 

QUAD and Marketing have updated the module evaluation text on the Student Hub.

Marketing is working on a slide that lecturers can use in class (with QR code for students to complete in class).

The new FAQs, see above, include tips for School staff to promote module evaluations. 


	Timing of surveys: all modules that last 10 weeks are evaluated in week 9; modules that follow non-standard teaching patterns have their evaluation period determined by the Programme Team.
	ESF agreed that week 9 was appropriate (for the majority of modules) as students were still engaged and could reflect upon a greater proportion of their experience on the module.
	N/A

	Shared modules: noted that some modules are shared between Schools but only the module leader in the home School automatically receives the module report.
	QUAD to follow up with EvaSys to ascertain if access can be given to more than one School where modules are shared
	EvaSys follows SITS structure. In SITS, modules and staff are attached to Departments and not to programmes. As such, subunits in EvaSys represent Departments. Users are attached to subunits meaning that they have access to all modules for that subunit/Department. The only way to allow a staff member in Department X access to a module in Department Y would be to allow access to all modules from Department Y. This is not an EvaSys issue but due to the peculiar setup of City’s SITS.  
A question on this has been added to the Module Leader FAQs suggesting that the Module Leader in the home School share the module report with the other School.

	Redacted reports: noted that once surveys close, a redacted report is automatically sent to module leaders. While offensive words are redacted by the system, the content may still cause offence.  
	QUAD to look at redacted reports and what could be done to avoid Module Leaders receiving offensive comments.
	EvaSys has a comprehensive in-built list of words that are redacted in the reports that are sent to Module Leaders. While we can request to add new words, it would be very difficult to automatically redact any or all offensive comments. Students are reminded to be respectful on the Student Hub page. 
If access to PDF reports for module leaders is disabled, no results will appear in the Instructor Portal meaning that module leaders will lose access to the Qualitative Analytics tool and will have to manually search for reports. If all offensive comments and words were to be redacted, this would require a member of staff to manually do so.
An unredacted report may be generated in a spreadsheet format but this is only accessible in the Admin Portal and is not automatically sent to anyone. Module Leaders do not have access to this currently.

	ADE review: ADEs are recommended to be part of the group reviewing student comments and drafting student feedback but do not get any advance sight of comments prior to the Module Leader.
	QUAD to investigate the possibility of ADEs reviewing student feedback prior to sharing with module leaders
	This is linked to the question above. While this is possible it would mean ADEs having to review all module reports in detail (perhaps redacting text) and then manually sharing with module leaders. This would lead to significant delays in responding to students.
This would also mean we lose access to the Qualitative Analytics tool on EvaSys.

	Anonymity: to ensure anonymity, surveys need to have at least 5 unique and complete (every question attempted) for a report to be generated and sent to the Module Leader. It often occurs that a module has 5+ incomplete responses but this will not trigger a report. School Admin staff are able to pull a spreadsheet report of the 5+ incomplete answers which is then shared with the PD or HoD (if PD teaches on the module) for oversight.
	QUAD to check with EvaSys if 5 responses is the sector norm and if we could have different thresholds for smaller modules.
	During the initial OME project, EvaSys confirmed that 5 complete responses was the sector norm. We do have a process to collate student feedback for surveys with less than 5 complete responses and this is covered in the Module Leader FAQs and Professional Services Staff FAQs. Anonymity is a key selling point of the system for students and not something we should lose when a workaround exists.
Currently, there is no way to have different thresholds for different modules.

	Teacher evaluation and question set: teaching evaluation was separated from module evaluation and a replacement has yet to be found. City operates a common question set for module evaluation with a focus on the module not the teaching staff.
	ESF agreed that the current approach should be revisited in the future and that some form of teacher evaluation should be considered. This should be in consultation with staff, HR and UCU. Having said that, it agreed to focus on the response rates and student/staff engagement for 2022/23. It was agreed to not amend the question set this year.
	N/A – unclear who is to take this work forward

	Analysis, feedback and University oversight: mechanisms for analysing comments, drafting feedback to students and for University oversight have been approved. It was unclear how well these were being followed, however.
	QUAD to ensure guidance on these areas are clearer. QUAD to devise the EQC and Senate reports.
	QUAD has created the following new documents to help with this – Module Evaluation Guidance, Reporting & Feedback FAQs and School and University Level Reporting Workflow. QUAD is investigating the Dashboard functionality on EvaSys to ascertain the kinds of reports we can generate for EQC and Senate.
EDI ADEs are now recommended, in the new Guidance, to be part of the group drafting student feedback.






Appendix 2: Module Evaluation Guidance



	[bookmark: _Hlk111801219]
Scope: All taught programmes leading to an award of City, University of London.

This guidance note describes the process of how a module evaluation survey is opened, how the results from module evaluation are used and the protocols for sharing the data. It sets out the processes and responsibilities for responding to feedback, reporting and managing actions arising out of module evaluation.

To be read in conjunction with:
Module Evaluation Policy
Module Leader FAQs
Professional Services Staff FAQs
Reporting and Feedback FAQs
Survey Creation Workflow
Report Production Workflow
Feedback to Students Workflow
School and University Level Reporting Workflow

Date approved/re-approved:
Approved by EQC October 2022
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1. [bookmark: _Toc111813909]Support for staff during the module evaluation period

Module Evaluation and reflection on student feedback should take place within an enhancement context, with Schools fostering a supportive culture for Module Leaders and Teams which facilitates development and continuous improvement.

Ahead of the launch of the survey period, Schools should ensure that support for staff is available both for the preparation for the launching of the surveys and on receipt of the survey results, particularly for less experienced and/or early career academics.

Schools will designate a named role to coordinate dissemination of information about help and support to staff ahead of and after survey closure. Heads of Departments will be the primary source of support to Module Leaders and will have access to module feedback results as soon as they are available.

The module evaluation questions focus on the module rather than individuals and the subsequent reporting of results at School and University level will be anonymised and with any inappropriate words or comments redacted. From 2021/22, results from module evaluation will not be required for use in appraisals or in promotion/progression applications but can be used if desired.

A series of FAQs and workflow documents can be found in the Quality Manual. 


2. [bookmark: _Toc111813910]Creating and opening a module evaluation survey

Module evaluations at City are created and managed within specialist software provided by EvaSys. City operates a common question set for module evaluation so that we are consistent in how we monitor the quality of our taught programmes. The focus is on the module, not individual teaching staff performance. The questions acknowledge that, at the point of module evaluation, teaching and academic support will have taken place but students are unlikely to have been examined or submitted and had feedback on assessments. Questions are based on a 5-point Likert scale (some with additional text box options). A survey creation workflow has been developed to assist staff members.


3. [bookmark: _Toc111813911]Monitoring response rates and encouraging engagement

When a module evaluation survey opens, students will be notified by email and receive a link to the Student Survey Portal. This Portal is a static link that will display to students all of their open surveys. The survey will remain open for 2 weeks (block taught modules may have different timeframes). During this time students will receive periodic reminders to complete the survey.

We recommend that Module Leaders and Programme Teams mention the surveys during teaching sessions, by email, Moodle, and via any other communication channels that you regularly use to raise awareness and encourage students to complete them. It is recommended that students are given time to complete the survey in class using either the link to the Student Survey Portal or a QR code that can be displayed on screen and downloaded from the Quality Manual. The QR code can be usefully included in lecture slides.

To access details of your open and closed surveys, monitor and display response rates, and view available results please log in to the EvaSys Instructor Portal using your usual City username and password sign-on:












By default, the Instructor Portal will open on the current term and your open surveys. You can toggle between open and closed surveys by clicking on the open or closed tab. To view past surveys, please select the relevant period from the drop-down box on the right-hand side and click ‘refresh’. (Please note, you will only be able to see your surveys when they have been created by your Professional Services staff – see the relevant FAQ).

[image: ]


In the Instructor Portal, you can see the overall response rates for your modules in the top panel. The column headers provide details of the information in each column and allow you to filter your surveys. City’s columns differ slightly from the demo screenshot above.


4. [bookmark: 1._Generation_of_survey_results][bookmark: _Toc111813912]Generation of module evaluation results

Once a survey closes, results are available for designated staff to view within EvaSys. Appendix 1 outlines the access rights of the relevant members of staff (Module Leaders, Heads of Departments, ADEs, Professional Services, etc.). Results data are generated in the following formats:

(i) A PDF/Word collated Module Report is generated when a module evaluation survey closes. The software automatically redacts offensive words from a pre-determined bank of words. An email is sent to the Module Leader when the survey closes and the results are available in the EvaSys Instructor Portal. Module Reports can also be viewed in the EvaSys Admin Portal by the Professional Services staff with access rights.

(ii) Module results are also available in spreadsheet format which can be viewed by the designated Professional Staff with access rights to the relevant module(s) and shared with appropriate individuals when the surveys close.

(iii) The qualitative analytics report is generated to support analysis of results data; this is visible to the Module Leader and designated Professional Staff member(s) for the module(s).

(iv) The results data will also be available simultaneously in the EvaSys+ Dashboard. The roles with access to the Dashboards for the relevant Department/Sub-Unit are noted in Appendix 1. 

The reports can be downloaded and shared as noted in this guidance but must be reviewed by a designated person in the School first to ensure that any sensitive or inappropriate comments are redacted from the report before dissemination. Please see Section 9 for further guidance on redaction of comments. Staff should ensure they comply with City’s records management and data protection requirements before sharing the report with others. 

If a module has less than 5 complete survey responses (all questions attempted), a Module Report will not be generated and shared with the Module Leader due to concerns relating to anonymity. Professional Services staff will download these reports in spreadsheet format from the EvaSys Admin Portal and share them with the Head of Department or ADE for oversight. 


5. [bookmark: 5._School_consideration_of_module_evalua][bookmark: _Toc111813913]School initial consideration of module evaluation results

Module evaluation outcomes are considered within Schools and will be discussed with student programme representatives. Discussions will focus on identifying high quality experiences and agreeing action where change is required for future students. Outcomes from the discussions should be made available to the student cohort to show how their feedback has been considered.

The results from module evaluation, and the respective actions taken, can be used in the broader framework for programme evaluation and review, to inform the reflective reports and action plans for Annual Programme Evaluation (APEs), Periodic Review, PSRB activities and to inform future programme amendments. 

a. School Committee Reporting

Summary reports support School oversight of module evaluation activity and themes arising at module levels. Survey results can be downloaded individually (via the Module Reports) or by those with access to Dashboards (see Appendix 1) in spreadsheet format for ease of review and analysis.

Numerical scores (e.g. in spreadsheet format) with summarised student comments (but not personal details relating to individuals) and the responses to students will be shared with:

(i) Programme Committees - for formulation of student responses, programme level oversight of module feedback and actions, and to inform future curriculum development.

(ii) Boards of Studies - for School level oversight of module evaluation activity and main themes arising. Data for Boards of Studies will include an overview of numerical results and key themes arising from literal comments.

Numerical scores, specific and relevant student comments and responses to students may also be shared with the following, depending on the topics and issues concerned:

(iii) School Learning and Teaching Committee - good practice noted from module evaluations should be shared and disseminated. Learning and Teaching Committees should also note feedback on what is working well, and areas for improvement, to inform future practice. Data received by Learning and Teaching Committees should focus around the key themes that form the basis of the module evaluation questions.

(iv) Equality, Diversity and Inclusion Committee - to identify themes and common areas across modules/programmes, including good practice and areas for development. Data may focus on results for specific module evaluation questions.

(v) Other School level Committees or Groups - as determined by the School for analysis of results, oversight, preparation of responses to students, planning etc.


b. Shared modules

Where a module is shared between more than one programme, the School will designate a role in the ‘home’ Department for the module to share the module results with the other relevant programme(s) to provide them with oversight of the results. This also applies to modules shared with other Schools as these colleagues would not have access to Module Reports or feedback on EvaSys.


6. [bookmark: 6._Feedback_to_students_following_module][bookmark: _Toc111813914]Feedback to students following module evaluation

It is important to ensure that students have confidence that appropriate action is taken in response to their feedback. Formal and well thought out responses to students are essential. Actions planned or already taken in response to the current or past years’ results will be shared with current students and future cohorts by departments and programme teams. Individual survey results and collated results may be shared with students.

Feedback and actions relating to sensitive staffing matters should not be shared openly with students.

If changes to the module are appropriate, they will be made as soon as possible subject to the usual City approval processes and legal and regulatory considerations. Changes may not always be appropriate and, should this be the case, the reasons for this will be explained.

a. Responding to students following their feedback

To enable a response to be prepared and shared with students after the survey closes, there is a staged process (see also the relevant workflow document):

Stage 1 – Initial Acknowledgement 

(i) When the survey closes, an initial acknowledgement will be sent to the students within 2 weeks. 

(ii) The School will determine (a) the role(s) responsible for providing the initial acknowledgement to students and (b) the content of the acknowledgement. The responsibility for preparing and sending this acknowledgement may be at programme level, department level or as appropriate. There should be a consistent approach across the School.

(iii) The acknowledgement of the students’ feedback will not respond fully to student comments at that time, but is made to reassure students that their voices are being heard and valued. The initial response may note for instance that discussions will be held with Heads of Department, Programme Committees and other key roles to consider the students’ feedback and future actions to be taken.

(iv) It is good practice let students know the date when the detailed response will be published, and where they will be able to see the responses (for instance on the relevant Moodle page).

Stage 2 - Detailed Response 

(i) Schools will determine the roles responsible for reviewing the student feedback and preparing the response. It is imperative that feedback is considered by Senior School/Programme staff prior to sharing with students.

(ii) Feedback may be informed by the Module Leader’s reflections on the feedback, discussions with Heads of Department, Programme Director and staff, Associate Deans (particularly Education and EDI roles), members of the Programme Committee, the School Learning and Teaching Committee, Equality, Diversity and Inclusion Committee as well as relevant academic and professional services staff members where applicable.

(iii) The results for an individual module should not be viewed in isolation. A holistic approach, considering the feedback on other modules on the programme and School developments, should be taken so that a consistent and coherent response is prepared for students.

(iv) The response is signed off by the designated role in the School prior to dissemination to students (please see Feedback to students - content and format below).

(v) Where further actions have been identified, these will be detailed on an action plan and monitored by the Programme Committee or other body designated by the School (please see Section 7 on action plans).

Feedback to students - content and format

(vi) Overall feedback for the module will be provided on students’ collective comments (rather than responses to individual comments).

(vii) There should be consistency in the way the student feedback is presented. It should acknowledge the most frequently raised comments, cover generic and specific matters and be constructive and meaningful. It should reflect on both positive comments and areas identified for action and/or development (for instance, the top 3 most positive features of the module and the top 3 possible changes). If it is not possible to fulfil student requests, the reasons for this should be explained in the response to them.

(viii) The feedback to students must not include direct reference to members of staff or staffing matters which are managed outside of the module evaluation process.

(ix) Where further actions have been identified for a module these will be detailed in the School’s action plans arising from the surveys (see Section 7). Rather than replicate the action plan, the student-facing response will provide a summary overview of the plans and timescales to let students know the steps being planned to respond to their feedback.

Stage 3 - Sharing the Feedback

(i) Original cohort: The approved response is uploaded to Moodle and students are notified by the module leader or the designated professional staff for the programme, or other role as determined by the School.

(ii) Student-Staff Liaison Committee/Student Experience Committee: Module evaluation summary results should be included as a Student-Staff Liaison Committee and Student Experience Committee agenda item as soon as possible after the survey closes, and any urgent matters should be considered here. Students should be advised that medium and longer-term plans will affect future delivery rather than the current year. If any urgent matters are identified students should raise these with their Course Officer or Programme Director straight away rather than waiting for module evaluation.

(iii) Future cohorts: Students are notified that the module evaluation and actions taken/planned in response to student feedback are published on the module/programme Moodle page).

(iv) Module scores: Module scores from the numerical questions may be shared with the existing and next cohort.

(v) Feedback to students on their surveys (including via Student Staff Liaison Committees) must not mention individual comments about staff members. If students ask directly about actions being taken about an individual, they should be advised that staff matters cannot be discussed openly due to data protection requirements but confirm that all comments will be reviewed.


7. [bookmark: 7._Action_planning][bookmark: _Toc111813915]Action planning

Feedback received from a range of sources is used to inform action planning and change, including students, staff, external examiners, Periodic Review and the requirements of PSRBs. Student comments and data gathered through module evaluation are considered alongside these other sources of information and not in isolation. Changes to programme delivery or content proposed by the students should be considered as part of the School planning process and the Programme Committee, to ensure full oversight and input from key stakeholders.

Where modules have received low scores, or areas for further development or resolution have been identified through the literal comments, there should be a clear strategy for investigating the matter. The aim is to resolve any issues prior to the next delivery of the module, or as soon as possible.

For modules where it has been identified that further action should take place, Schools are required to produce an action plan to articulate the measures being taken to investigate the reason(s) for low scores and the actions being taken:

(i) Action plans must be anonymised and should focus on the issue rather than an individual member of staff.

(ii) The action plans should articulate the issue(s) to resolve, actions already taken and actions planned, with timescales and who is responsible.

(iii) The action plan responses must be sufficiently detailed and appropriate for wider dissemination (i.e. to include in Annual Programme Evaluations and sharing with students, Staff-Student Liaison Committees and other audiences as appropriate).

(iv) Where possible, actions should be completed prior to the next delivery of the module. If this is not possible a clear timescale will be articulated in the action plan.

(v) If staff development or support matters have been identified, these would be handled outside of the module evaluation reporting process.

The action plan is received, approved and monitored by the Programme Committee and designated individuals in the School. Programme Committees will ensure that actions are completed and will report to the relevant Head of Department and the Boards of Studies.

Where modules are shared with other programmes, the ‘home’ department for the module will be responsible for completion of the action plan.


8. [bookmark: 8._University_Level_Reporting][bookmark: _Toc111813916]University Level Reporting

University-level overview of module evaluation outcomes is undertaken to oversee the quality of the academic experience across City:

(i) Educational Quality Committee - oversees the policy and guidance and receives summary reports produced by Student and Academic Services (including Annual Programme Evaluation Reports).

(ii) Senate - receives summary reports produced by Student and Academic Services to support institutional oversight of module evaluation activity and Student Voice.

(iii) City Learning and Teaching Committee - receives the minutes of School Learning and Teaching Committees with attention drawn to examples of best practice, and any matters relevant to the remit of the Committee.

(iv) Equality, Diversity and Inclusion Committee - receives the minutes of School Equality, Diversity and Inclusion Committees with attention drawn to any EDI matters or themes arising from module evaluation.


9. [bookmark: 9._Redaction_of_inappropriate_language_o][bookmark: _Toc111813917]Redaction of inappropriate language or comments

There is an expectation that module evaluation will be a constructive process for staff and students to support module enhancement and development. Student guidance has been prepared outlining the expectations for constructive feedback and respectful engagement with module evaluation. 

If student comments include inappropriate language or comments within responses to the free-text questions, this should be redacted prior to dissemination of the report. 

(i) The EvaSys software automatically redacts over 2,500 offensive words from the PDF Module Report(s) generated in EvaSys. We can add additional words to supplement the existing word bank.

(ii) Any further interpretation of the students’ comments, and redaction if necessary, should be undertaken by Schools prior to wider distribution of the comments. Designated Professional Staff can access the student results in the Admin Portal when the surveys close. The student responses for an individual or batch of surveys can be filtered and searched to identify any words or phrases that should be redacted. Those words in the corresponding PDF Module Report, and any summary reports produced from the student comments, should then be redacted prior to the report being disseminated.


10. [bookmark: _Toc111813918]Areas of concern

Should any module evaluation results highlight a matter of serious concern that relates to, for instance, conduct or welfare issues, staff should alert a module evaluation contact within the School as soon as possible who will liaise with Student and Academic Services (evaluations@city.ac.uk) for advice on how to proceed.


11. [bookmark: _Toc111813919]Data - Storage and Retention

Results data are generated and held within the EvaSys system. Access to survey results is limited to designated individuals in the School, such as the Professional Staff members setting up and administering the surveys, and Module Leaders as the academic point of contact for each module.

Once Module Reports and results have been redacted they may be shared for data analysis and reporting purposes as outlined in this guidance. If redacted reports are saved in other drives or locations, City’s records management and data protection policies and protocols apply.




[bookmark: _Toc111813920]Appendix 1 - Oversight of reports and access rights

Please note that Schools are responsible for providing and maintaining the list of relevant names/contact details to provide to Student and Academic Services to enable access to the system to be set up.


	Role
	Module Evaluation Data in EvaSys*
	Module Evaluation Dashboard for relevant Subunit(s)**
	Individual Module PDF Reports
	Rationale

	Quality and Academic Development (QUAD)
	Module and results data
	All levels with administrator rights
	Yes
	QUAD manage the central production of surveys and reports and have oversight for reporting purposes

	School module evaluation contacts and designated individuals
	Yes for checking and QA processes
	Yes with designated right for relevant Subunits
	Yes
	For QA and dissemination of results and reports (and to redact where applicable)

	Designated Course Officers
	Yes for QA processes and setting up surveys
	No


	For own modules
	To ensure the accuracy of the data used for survey production

	Module Leaders
	Yes for own module(s) to:
- monitor response rates
- view relevant results, 
- draft initial reflections on 
student responses to contribute to the feedback to students
	No
	Yes
	Module Leaders are the academic contact point for the module

	Programme Directors
	For oversight of reports with fewer than 5 responses which 
are not shared with Programme Teams to ensure anonymity of student feedback
	No

	Yes
	As part of oversight of the relevant programme(s)

	Heads of Departments
	For oversight of module leader responses to students 
	Yes for the relevant Subunit
	Yes
	As part of the oversight of the relevant programme(s)

	Associate Deans Education
	No
	Yes
	Yes
	As part of the oversight of the relevant programme(s)

	Heads of Academic Services 
&
Chief Operating Officers
	Yes for oversight
	Yes 
	Yes
	Operational oversight. N.B. collated results data can be shared by the designated Professional Services staff

	Deans
	No
	Yes 
	Yes, if required
	For oversight of statistics, if desired. Would also receive reports as Chair of the Board of Studies

	LEaD (designated individuals)
	No
	Yes
	No
	As part of oversight of learning and teaching

	Academic Operations (in S&AS)
	No
	No
	No
	QUAD will download relevant data and will share with Academic Operations if necessary

	IT
	No
	No
	No
	Has oversight of the software and City data maintenance and support

	Students
	No
	No
	No
	Students receive summary information and student facing responses only




* Module codes and names, module leader names as academic contact points, student numbers, evaluation period, department, School

** Data in Dashboards is organised in Subunits which correspond to Departments in SITS.

[bookmark: 12._Data_-_Storage_and_Retention][bookmark: 10._Oversight_of_reports_and_data][bookmark: 11._Areas_of_concern][bookmark: Appendix_2_-_Module_Evaluation_Policy][bookmark: Appendix_2_-_Outline_Reporting_Format_fo][bookmark: _Toc111813921]Appendix 2 - Outline Reporting Format for Student Voice

It is proposed that the themes arising from module evaluation feed into the annual Student Feedback Report. This report compiles summary results from Your Voice and SU Check-In Surveys to provide an overview of methods used to obtain student feedback, summarising the key findings and high-level headlines relating to:

· Student support
· Student engagement
· Student voice
· Teaching and learning
· Student communications

based on findings at Department and School level.


Proposed methodology for thematic analysis

To align analysis of module evaluation results with that of other feedback mechanisms, in compiling summary reports it is recommended that Schools search the following key words to identify comments relating to each theme. Where comments may duplicate into more than one theme and it is advised to include them under both themes.

	Theme
	Key search words (draft, these are the terms used for Your Voice and other student feedback and can be expanded for module evaluation)

	Student support
	Personal tutor/ Personal mentor, course officer, resources, Students’ Union, contact hours, helpful, support, challenging, supportive, in person support, engagement, central support (mental health etc)

	Student Experience
	Learning experience, sense of community, experience, Uni life, Covid, situation, friends, meeting, in-person, positive experience, negative experience, campus

	Student Voice
	Paying, fees, helpful, staff, contact hours, in person, expectations, expected, surveys, feedback, focus groups, opinions, views,

	Teaching and learning
	Revision, sessions, clinic workshops, hours, module, online learning, tutorial, negative, positive, module leaders, lecturers, teaching, tutorial, guidance, resources, deadlines, submissions, Wifi, internet

	Student Communications
	Communication, emails, Moodle, contact, staff, timetabling, late, information,

	Assessments
	Deadline, submissions, feedback, mark, grade, content, courses, plagiarism, assignments, exams, revision, online learning, slides, wifi, resources, guidance, materials, internet

	Value for money
	




Thematic summary

Survey comments would be anonymised and grouped under the agreed themes by School and grouped into positive comments and concerns/negative comments.
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	Term
	Definition

	Admin Portal
	The Admin Portal is the Subunit Administrator's (Advanced Users) survey overview console.

	Administrator
	At City we have:
· Super Users (Primary Administrators) in QUAD who oversee the system
· Advanced Users (Subunit Administrators) in Schools who manage the survey creation and associated tasks for Departments/Subject Areas

	Closing the Loop
	A feature in the Instructor Portal used for provision of feedback to students on their quantitative and qualitative data. These Module Leader comments are also referred to as “Reflections”. The Instructor Portal also includes a  Module Review function to communicate with the Programme or Module Team and feed into the wider University Module Review process.

	Course
	This is the Module for which a survey is being created. Normally, the name of the survey equals the name of the Module (course). Each one is  assigned to an instructors (Module Leader) . Each Module (course) can only be evaluated once in a specific evaluation period with a specific questionnaire.

	Dashboards
	The interactive reporting component which provides users with a range of visual reporting options.

	Data Access Layer (DAL)
	A ‘DataMart’ providing direct read-only access to EvaSys data avoiding the need to understand the complex underlying database. Through scheduled tasks within EvaSys, data is extracted regularly from SITS (e.g. daily overnight), transformed and populated into a set of core tables which can be viewed in the Admin Portal in a user-friendly format.

	Dataset
	The structured collection of data imported into EvaSys+ from SITS for data quality checks and survey production. For Module Evaluation there are 3 types of data sets:
· Standard delivery: modules delivered in Terms 1,2 or 3
· Block taught modules
· All other modules (miscellaneous)
Each dataset contains standard module information: Module Code/Title (‘Course’ in EvaSys); Module Leader Name (‘Instructor’ in EvaSys); Module Department (‘Sub Unit’ in EvaSys); UG/PG, Term, Year etc

	Department Manager
	At City this is the Advanced User; also see ‘Subunit Administrator’.

	Evaluation Period
	The evaluation period connects a survey to a specific time frame which defines how long the survey will remain open. The framework is provided by QUAD/LEaD and is set up in the Survey Creator by the Advanced User (Secondary Administrator).

	External  ID
	The External ID is used to identify the user within the system as a whole. This  is needed to enable setting up of access rights to the relevant parts of the system.

	Instant Feedback Report
	This is the standard EvaSys PDF Report generated for each Module Survey for Module Leaders.

	Instructor
	Instructor is a generic term to describe the entity ‘owning’ the survey. At City the Instructor is the Module Leader as the academic point of contact for the module.

	Instructor Activity Report
	A report available in the Admin Portal containing the Instructor’s Reflections, and the Module Review.

	Instructor Portal
	The Instructor Portal is the Module Leader's survey management console available within EvaSys+.

	Item Code
	Unique code for an open text question used for linking answers from Qualitative Analytics.

	Minimum response count
	The option for an institution to set a pre-defined number of responses needed in a survey before the report is displayed.

	Module Leader
	Also known as ‘Instructor'.

	Module Data Sets
	See 'Data Sets'.

	Module Review
	Part of the Closing the Loop feature in the Instructor Portal. Module Review enables the Module Leader to send comments on the module evaluation results to their Programme Director, Module Team or other recipients via the system.

	Participant
	Students, invited to participate in a survey.

	Participant Data
	Received from SITS and integrated with the module dataset:
· number of students registered on that module
· Student email addresses (responses are confidential)

	PDF Report
	See ’Instant Feedback Report’.

	Placeholder
	EvaSys uses placeholders in text templates, questionnaire headers and PDF report headers. These placeholders are automatically substituted by information on the survey (such as survey name, instructor name etc.). Placeholders can be recognised by capital letters and square brackets. As an example, EvaSys uses the following placeholders:

[SUBUNIT] - Subunit
[PERIOD] – Evaluation period
[SURVEY] – Name of the course / survey

	Pole Label
	Pole labels define the direction and value of scaled questions (such as “Agree / Disagree”).

	PWSDs
	Individual Passwords for participants in online surveys.
Each participant receives their own individual password (PSWD) to enter the survey consisting of consisting of an arbitrary combination of numbers and letters. It allows participants to access a survey.

	Qualitative Analytics
	Enables analysis of qualitative data through word clouds and sentiment analysis. The feature is accessed via both the Instructor Portal ( for individual surveys) and the Admin Portal ( where data can be aggregated).

	Question Types
	The standard Questionnaire will have ranking questions (rated on a scale) and open text box comment questions.

	Questionnaire
	In EvaSys, a questionnaire is not the same as a survey. The term refers to online form  created for use.  So the questionnaire is a tool to conduct surveys.

	Questionnaire Header
	The questionnaire header contains placeholders and/or static text. When creating an online the placeholders are substituted by the information on the survey.  This will be populated automatically when the surveys are created.

	Reflections
	The comments entered into the Closing the Loop function on the Instructor Portal by the Module Leader.

	Report Creator
	A user role in EvaSys. The report creator offers advanced reporting options for your evaluated data.

	Response
	The term used to describe the number of answered/submitted questionnaires per survey.

	Scheduled Tasks
	Also called Time Control. The scheduled tasks are a tool to automate online surveys.

	Secondary Administrator
	Also known as 'Super User'.

	Single Sign On (SSO)
	Where protected by SSO, users can use their institutional credentials to log in to either EvaSys and/or EvaSys+; these credentials are verified against the institution's identity provider.

	Standard Surveys
	Standard Surveys are used if you work with predefined questionnaires for each survey. Advanced Users roles can create surveys for all the modules (courses) in your EvaSys Subunit.

	Start ahead of schedule
	A feature enabling the Module Leader to launch the surveys ahead of the ‘scheduled tasks’, i.e. the survey period set up by the Advanced User.

	Student Feedback Report
	A student facing report on their quantitative data, with the option to add Module Leader Reflections.

	Student Survey Portal
	A URL-constant location, protected by SSO, that enables a student to access all their open surveys.

	Subunit
	The Subunit is the entity within the organisational structure that 'owns' a course. A subunit administrator (Advanced User) can have one or more Subunits.  The Subunits are defined by the School Departments owning the modules being reviewed.

	Subunit Administrator
	Subunit Administrator/Department Manager is a generic term to describe Advanced Users.

	Super User
	A Super User is the institution's internal expert(s) on EvaSys with overall management responsibility for the system. Super Users create the questionnaires in EvaSys and manage core system configuration and integrations. Support for Schools is provided by the Quality and Academic Development Team (QUAD) in Student and Academic Services.  QUAD will continue to provide the institutional management, oversight and guidance and are the central point for any queries and guidance.

	Survey
	In EvaSys, a survey is the combination of a course, a questionnaire and an evaluation period. This combination is unique. A survey can only exist once in the system.

	Survey Creator
	The Survey Creator is a Admin Portal component accessible through EvaSys+ used for the totality of survey creation (data quality checks, survey creation and issue).

	Time Control
	See ‘Scheduled Tasks’

	User
	See ‘Instructor’










[bookmark: _Toc111813923]Appendix 4 – Key Contacts 

Please note that Schools are responsible for providing and maintaining the list of relevant names/contact details to provide to Student and Academic Services to enable access to the system to be set up.

	[bookmark: _Toc111813777]School / Department:
	[bookmark: _Toc111813778]Contacts

	[bookmark: _Toc111813779]Bayes (UG)
	[bookmark: _Toc111813780]Rob Garden - Student Experience Officer
[bookmark: _Toc111813781]Nicholas Howes - Senior Course Officer

	[bookmark: _Toc111813782]Bayes (PG)
	[bookmark: _Toc111813783]Lenka Havlikova - Senior Course Officer
[bookmark: _Toc111813784]Victoria Oriade - Programme Manager
[bookmark: _Toc111813786]Lorraine Potter - MBA Course Office Coordinator
[bookmark: _Toc111813787]Ute Spittler - Programme Co-ordinator
[bookmark: _Toc111813788]Zoe Owen - Student Programmes Manager
[bookmark: _Toc111813789]Alison Sands - Academic Quality Manager

	[bookmark: _Toc111813790]City Law School
	[bookmark: _Toc111813791]Charlotte Houghton - Course Operations Manager
[bookmark: _Toc111813792]Rachel Tomlinson - Course Operations Manager
[bookmark: _Toc111813793]Margaret Carran - Associate Dean Education
[bookmark: _Toc111813794]Peter Hungerford-Welsh – Associate Dean Postgraduate and Professional Programmes
[bookmark: _Toc111813795]Mark O’Brien - Associate Dean Academic Programmes

	[bookmark: _Toc111813796]SCC
	[bookmark: _Toc111813797]Saba Bhatti - Quality Administrator
[bookmark: _Toc111813798]Kate Kelsey - Quality Manager
[bookmark: _Toc111813799]Natasha Cornwell - Quality Officer

	[bookmark: _Toc111813800]SPGA
	[bookmark: _Toc111813801]Saba Bhatti - Quality Administrator
[bookmark: _Toc111813802]Kate Kelsey - Quality Manager
[bookmark: _Toc111813803]Natasha Cornwell - Quality Officer

	[bookmark: _Toc111813804]SST
	[bookmark: _Toc111813805]Adam Thompson - Student Experience Officer
Darren Munn, Quality and Student Experience Manager
[bookmark: _Toc111813807]Lara Silvers - Associate Dean
[bookmark: _Toc111813808]Tatyana Micic - Associate Dean
[bookmark: _Toc111813809]Anton Cox, Associate Dean

	[bookmark: _Toc111813810]SHPS
	[bookmark: _Toc111813811]Jack O'Connor - Quality Officer
[bookmark: _Toc111813812]Waheeda Dhansey - Quality & Student Support Manager

	[bookmark: _Toc111813813]LEaD
	[bookmark: _Toc111813814]Colin Brightwell - Senior Support Officer





Module Evaluation Response rates 20/21 PRD2- 21/22 PRD2	
20/21 PRD2	20/21 PRD3	21/22 PRD1	21/22 PRD2	0.224	0.29099999999999998	0.191	0.16300000000000001	
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