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These Regulations cover the objectives and aims of the Agency concerning the recruitment, training and responsibilities of external reviewers during higher education quality assurance procedures in institutions. They provide the guidelines and procedures for reviewer nomination, recruitment, training and certification; determine review team responsibilities and schedule in preparing and carrying out the review; set forth the principles of making judgments, drawing reports, working out recommendations and final report; provide summary of follow-up actions by the Agency.  


These Regulations are supplementary to the Agency's earlier reports: Institutional Audit Guidelines, Standards and Guidelines, Code of Practice.


While drawing up these Regulations we were guided by the following national and international academic quality assurance reference points:

( Institutional Audit Guidelines for the Assurance of Academic Quality in Higher Education Institutions. Moscow, Agency for Higher Education Quality Assurance and Career Development, 2006, 34 pages.

( Standards and Guidelines for Higher Education Quality Assurance. Moscow, Agency for Higher Education Quality Assurance and Career Development, 2006, 25 pages.

( Code of Practice for the Assurance of Academic Quality and Standards in Higher Education. Moscow, Agency for Higher Education Quality Assurance and Career Development, 2006, 11 pages.
( QAA standards for institutional audit: Service standards 2002
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I. General Provisions

Since the recruitment of reviewers is crucial to appropriate academic audit procedures, the Agency considers the nomination of reviewers very carefully and is guided by quite strict criteria. Applicants can be proposed by higher education institutions, education authorities, professional communities, or Advisory Council of the Agency. Besides, specialists with relevant qualification and experience can put themselves forward as candidates. 


Applicants are considered and approved by the Agency’s Advisory Council and senior management. The approved individuals are trained to ensure that they have a clear knowledge and understanding of their aims and objectives, the Agency’s requirements and the peculiarities of academic review process.  

Upon successful completion of training, the nominees receive Reviewer Certificates from the Agency. The Agency specifies the scope of responsibilities for each reviewer, regularly analyzes the reviewers’ performance according to the data obtained during the academic review process, reconfirms the reviewers’ authority and, if needed, uses its right to discharge them.    

The Agency makes every effort to ensure heterogeneity of the review team from the point of view of education sphere, geography, gender, nationality and academic disciplines.  All reviewers must take part in at least three reviews during a two year period.  If mutually agreed, the period is renewed.  


The reviewers must adhere to the Agency’s HE quality assurance policy and possess personal and professional qualities which make the institution’s management confident in them.  

The responsibilities of reviewers include:


- reading and analyzing the self-evaluation submitted by the institution and any other documents sent in advance of a review;


- adhering to the review schedule agreed between the Agency and the institution;


- participating in visits to the institution in order to gather, share, test and verify evidence;


- making judgments on the academic standards achieved and the quality of the learning opportunities provided;


- contributing to and commenting on the compilation of the report of the review as per agreed schedules and deadlines.


Reviewers analyze and evaluate the self-evaluation provided, with particular emphasis on curricular content and its suitability for achieving the program outcomes. They review and evaluate the assessment processes designed for the programs and determine whether they are suitable to assess program outcomes as stated in the program specifications. 


Reviewers consider and evaluate overall student achievement; the contribution made to student achievement by the quality of teaching; opportunities for learning; academic support intended to ensure effective progression of students; and learning resources and their deployment (including staffing).


Reviewers contribute to the compilation of a report to the Agency. Each reviewer will be expected to prepare material for the various sections of the report, with specific references to the sources of evidence considered.

The Agency tries to ensure that each reviewer works in a variety of teams scrutinizing programs in their specialism in a range of institutions. While viewing the work of other reviewers and sharing their opinions with peers from different HE institutions, the reviewers get an excellent opportunity for professional development and acquire experience invaluable for cooperating both with the Agency and the institution. 

When carrying out the academic quality review, the Agency aims at determining the factual academic capacity of the institution and assuring investors and consumers that the announced level and quality of provision corresponds to the factual level and quality.  That is why reviewers are supposed not only to make sure that the level and quality of provision are higher than the minimum secured by the state, but also to consider and recommend possible means for enhancing the quality of academic standards and programs.  In addition, the review team is supposed to analyze the efficiency of learning technologies, academic arrangement and management tools, and, as the need arises, provide the institution with directions for improvement. The reviewers are supposed to reveal and analyze best practices concerning the institution’s academic and practical activities for the Agency to summarize and use them in order to enhance the quality of provision in general. 

 The information gathered by the reviewers and the Agency during the preparation period and in the course of academic audit shall be confidential and shall be used by the Agency only. No information gained during a review shall be used in a manner that allows individuals to be identified.  The reviewers shall maintain confidentiality when submitting written evidence for meetings and when conducting reviews and making reports.  The reviewers shall request from the institution only the information needed to perform the audit and protect it. The evidence gathered by the reviewers and the Agency can be published after the date when the report is published, provided that the institution has given its consent to it. 
II. Recruitment of Reviewers
1. Recruitment Guidelines
1.1. A job advertisement is placed on the Agency web site and possibly in the media.  In parallel, a competition regulations description is published where the requirements for successful applicants are indicated.   

1.2. The nominees may be recommended by:   
- the Advisory Council of the Agency;
- the regional Agency representative offices;

- local education authorities;

- rectors of higher education institutions;

- councils of rectors;

- employers’ associations.


Besides, the specialists who possess the necessary skills and have appropriate experience can apply.  
1.3. The applicant who has confirmed his decision to become a reviewer with the Agency, submits his personal information by filling in an application form (see Appendix 1 for sample).

1.4. The Advisory Council or an ad-hoc committee created by the Agency considers all applications on the basis of the equal opportunity policy. The selectors take into account the applicant’s position, professional achievement, and the region of origin.  
1.5. The candidates selected are approved by the Advisory Council and the Agency management.  
1.6. The specialist reviewers are selected in a similar fashion. The specialist reviewers’ advice is sought if the reviewers state they need to conduct more in-depth examinations of a program of study.  
2.  Reviewers Competitive Selection
2.1. The reviewers should possess the following characteristics:

· broad experience in the HE management and quality assurance in the system of HE provision in the Russian Federation;

·  personal traits and professional competences needed to perform quality assessment of the institution’s educational activity;

· ability to absorb and analyze substantial quantities of various data related to public assessments, make objective judgments, consider written and oral evidence in order to form judgments;

· strong ability to communicate in writing and strong oral communication skills;

· current or recent (within 2 years) experience of teaching and learning support or examining students if the reviewer is an individual specializing in a certain academic field.

2.2. Specialist Reviewers should possess the following characteristics:
· be individually known to the academic community in their specialism or hold a degree conferred by the HE system in the Russian Federation or be equally known to the professional community members;

· current  experience of teaching and learning support and examining students;

· experience in program specifications in their specialism, good understanding of requirements set in programs of study;

· ability to absorb and analyze substantial quantities of various data and make objective judgments;

· ability to identify the task set by the reviewers correctly, plan the actions and arrive at reliable conclusions using the various data available including documentary and oral evidence.

III. Training of Reviewers  
1. Objectives 


The objective of training is to prepare the applicants for performing reviewer’s functions and performing quality assurance experts’ functions as per the Agency program and criteria, and the recommendations of the international academic quality assurance organizations.  Besides, the training program ensures that the reviewers:  
· understand the aims and objectives of the audit procedure;  
· understand their own aims and objectives, are familiar with the requirements set by the Agency and the rules of the audit;

· are able to collect and analyze data, to draw the visit schedule, frame and test hypotheses, make judgments and suppositions, and prepare reports.

2. Program 

Reviewers’ training program (see Appendix 2) includes:

- familiarizing with the Agency normative quality assurance and assessment documents;

- development of skills necessary to assess the quality of provision in various fields of study /specialisms;

- familiarizing with the international best practices in HE provision;

- familiarizing with the advanced teaching methodology and quality assurance methods;

- familiarizing with the modern management techniques in the field of higher education (academic management).

3. Examination and Certification 

Upon completion of the training program the applicants take examinations. They write and defend a paper where they analyze the quality of provision in the field of their specialism where they act as instructors or employers.  If the applicant passes the examinations, he/she becomes a reviewer with the Agency and gets a certificate (see Appendix 3) which entitles him/her to act as a reviewer and take part in the analytical processes related to the quality of provision organized by the Agency.  
IV. Review Procedure 
1. Reviewers’ Rights and Responsibilities 
During their visit the reviewers:


-  act in accordance with the Agency’s regulations on the HE quality assessment and assurance;  

- act in the institution’s interests; try to raise the level of its competitiveness;


- can use the information gathered prior to and during the academic audit for the purposes not indicated in the agreement made between the Agency and the institution provided that the latter has given its consent hereto;  

- are entitled to require the information to be submitted for the purposes of academic audit only;  

- make judgments and final reports based on the information submitted by the institution and gathered during the audit period.  
2. Practical Arrangements for Reviewers 
The reviewers during their visit:


-  make use of all the necessary documents where the Agency’s theoretical and methodological principles are indicated related to the academic audit in the institutions conducted for the purposes of quality assurance;


- have access to the institution’s self-evaluation and other necessary documents on the teaching and learning process characteristics;  

- are entitled to use all the Agency resources needed for the purposes of the agreement made between the Agency and the institution;  

- may engage specialist reviewers into the process if needed;  

- conclude financial agreements with the Agency.  
3. Report Requirements 
The reviewer’s report should contain the data which:  

- show the extent to which the institution’s internal quality assurance system is effective and the extent to which the programs of study, awards and qualifications offered by the institution meet the requirements;  

- show the extent of accuracy, completeness and reliability of the published information on the quality of programs and standards of awards;  

- show the institution’s best practices in quality assurance;  

- show the factual quality of provision and standards of awards in various disciplines and fields of study;   

Besides, the report should contain recommendations in regard to the quality assurance action plan.  
4. Academic Review Timeline  
5.1. The Agency Officer (hereinafter – the Officer) coordinates the academic audit work. He advises the institution on the issues related to the preparation for the reviewers’ visit. He also provides consultations for reviewers prior to the visit and, if needed, during the audit period. The Officer also checks whether the evidence gathered is reliable and analyzes the data gathered by the reviewers. He also ensures that the report is characterized by succinct writing and is readily accessible.   
5.2. The audit process begins 4 months before the review team visit (see Appendix 4), when the Agency specialists prepare an analytical report about the institution’s management of quality and standards. In the course of the report preparation the following documents are used: the institution’s self-evaluation documents, the institution’s performance comprehensive report, and the reviewers’ findings on the accreditation status of the institution and any up-to-date information which the institution and/or other organizations can provide to the Agency prior to the audit date.  
5.3. The Officer meets the institution management and the students 3 months before the audit visit. The purpose of the meeting is to clarify the scope of the audit; to discuss the interactions between the institution, the Agency and the audit team. The Officer should also ensure that the institution’s self-evaluation documents are filled in correctly and are well-matched to the process of the audit; discuss any matters relating to the published information and to the self-evaluation documents; and confirm the list of disciplines to be reviewed and the areas for thematic enquiry. The institution should reconfirm the list of the disciplines to be reviewed and the composition of the student representatives group. 

5.4. After the areas for thematic enquiry have been confirmed, the Agency determines the preliminary composition of the review team, and confirms the membership of the team and provides the institution with a confirmed list of disciplines to be reviewed by the team 4 weeks before the team visit.  
5.5. The institution should submit the documents to the review team not later than 8 weeks before the team visit.  The documents include the self-evaluation documents and any data the institution wishes to submit prior to the audit date.
5.6. The Agency no later than 4 weeks before the visit reconfirms the final composition of the review team and submits to the institution the finalized list of disciplines to be reviewed. The institution no later than 8 weeks before the visit submits the internal discipline evaluation documents to the Agency.

5.7. The reviewers draw up a detailed visit program including meetings with staff and students. The program is to include:  
· analysis of the institution’s approach to quality assurance;

· analysis of the relationship between institutional procedures and  their operation at the program and discipline level, giving particular attention to the effectiveness of internal reviews of quality of programs and awards;

·    analysis of the chosen discipline audit processes and thematic enquiries, including targeted discussions with staff and scrutiny of several illustrative examples of students’ work (when auditing discipline areas);  
· analysis of the accuracy, completeness and reliability of the information published for students and other stakeholders, with particular attention given to program specifications;

·  analysis of the claims made for the quality of programs and the actual achievement of students, focusing not only on learning outcomes, but also on the ways in which students are treated and their learning opportunities optimized;

· at the end of the visit, meetings with the institution management and, where necessary, staff from the discipline areas selected for review, to discuss any matters outstanding and to follow up any matters emerging during the audit.

5.8. The Officer, where necessary, joins the review team at the final stage of the audit.  
5.9. A letter is sent to the institution by the Agency within 2 weeks after the visit outlining the main team’s findings and recommendations in the draft report.  Besides, if specialist advice is to be sought, the date of specialist reviewers’ visit is agreed by the Agency and the institution. The specialist reviewers visit the institution no later than within 3 weeks after the review team visit. Afterwards, a letter is sent to the institution by the Agency where the specialist reviewers’ opinion is outlined. The draft report is not submitted to the institution management until after the reviewers have reported back to the team and the team has considered the reviewers’ findings.    
5.10. The draft report is compiled and sent to the institution for revision within 4 weeks of the end of the review team visit. The institution sends the draft report back to the Agency within 4 weeks after the date of submission and encloses a list of comments and notes if some errors or inaccuracies have been found.  The Agency prepares the final report taking into account the amendments made by the institution. The report should be sent back to the institution within 10 weeks after the review team visit.

5.11. The final judgment is accompanied by recommendations to be considered by the institution.  
5.12. If no recommendations related to the areas for improvement to be considered by the institution are received, the publication of the report shall be the end of the academic audit process.  Within a year the Agency sends a letter to the institution and includes an enquiry into it in regard to the follow-up actions taken after the date of the publication.    

If the institution receives recommendations related to some areas for improvement to be considered, the report is published but the audit process is going on. The institution must submit an action plan to the Agency within 3 months from the date of publication followed by a report on what has been done. The audit process shall be deemed completed if the Agency within a year regards as satisfactory the institution’s actions within the framework of the action plan. If after a year the Agency doubts that all the necessary measures have been taken by the institution, the Agency initiates another audit visit.

       
Every year the Agency Officers make a brief visit to the institution to make sure that the necessary measures have been taken. Besides, the arrangement to enhance the quality assurance and standards of awards are described to the Agency Officers. 


Appendix 1

Agency for Higher Education Quality Assurance 

and Career Development  (AQA) 
Reviewer Nomination 
    APPLICATION FORM
	Contact Information    

	Surname:

	Name:

	 

	Region:

	Address:

	Place of Work:
	

	
	

	Position:
	

	
	

	Tenure:

	Academic Degree/Rank:

	Zip Code:

	Telephone:

	E-mail:

	Fax:

	(
	Review Areas:

	(
	Institution’s Stability (leading expert)

	(
	Arrangement and Management

	(
	Learning Technologies

	(
	  Program Content

	(
	  Testing

	(
	Candidate’s Qualification:

	(
	experience in the HE management and quality assurance in the system of HE provision in the Russian Federation  

	(
	personal traits and professional competences needed to perform quality assessment of the various institution’s educational activities 

	(
	ability to absorb and analyze substantial quantities of various data related to public assessments, make objective judgments, consider written and oral evidence in order to form judgments 

	(
	current or recent (within 2 years) experience of teaching and learning support or examining students if the reviewer is specializing in a certain academic field  


Appendix 2

Sample Curriculum for Reviewers’ Training   
	No.
	                                             Theme/Section
	Number of Hours

	1
	2
	3

	I
	Introduction

	2.0



	II
	 International HE Institution Accreditation Best Practices  
	1.0 

	III
	Interdisciplinary Section
Quality Assurance in Higher Education Provision   
	31.0

	
	2.1 Academic Audit for Quality Assurance 
	2.0

	
	2.1.1 Aims and Objectives of Academic Audit  
	0.5

	
	2.1.2 Academic Audit Planning, Preparation, and Implementation
	4.0

	
	2.1.3 Program/Discipline Audit
	4.0

	
	2.1.4 Institutional Audit
	4.0

	
	2.1.5 Final Judgment and Report
	2.0

	
	2.2 Standards and Guidelines for HE Quality Assurance 
	2.0

	
	2.2.1 Purposes and Objectives of the Standards  
	0.5

	
	2.2.2 Standards and Guidelines for Internal Quality Assurance   
	4.0

	
	2.2.3 Standards and Guidelines for External Quality Assurance  
	4.0

	
	2.3 Code of Practice for the Assurance of Academic Quality and Standards in Higher Education  
	4.0

	IV
	Special Section. Methods and Techniques for HE Quality Evaluation and Assurance   
	30.0

	
	3.1 Regulations for Recruitment and Training of HE Quality Reviewers    
	4.0

	
	3.1.1 General Principles of the Reviewers’ Work 
	2.0

	
	3.1.2 Practical Arrangements for Reviewers  
	24.0

	V
	Defending the Final Paper
Reviewers’ Examinations
	8.0

Total: 72.0


APPENDIX 3

AGENCY FOR HIGHER EDUCATION QUALITY ASSURANCE AND CAREER DEVELOPMENT 

REVIEWER’S CERTIFICATE

No.____
EXPIRY DATE   16 JANUARY 2010

THIS IS TO CERTIFY THAT

(Full name)

HAS COMPLETED THE TRAINING PROGRAM FOR HIGHER EDUCATION QUALITY ASSURANCE REVIEWERS
CHAIRMAN OF THE AQA ADVISORY COUNCIL
                                                                                                                                                                                  Vladimir SHADRIKOV
DIRECTOR-GENERAL OF AQA
                                                                                                                                                                                   Vyacheslav SAMOILOV
           SEAL                                                                                                                    ISSUED  ___ ______________ 2007  
APPENDIX 4

Timeline of Review Schedule  
	Prior to the Visit 

	4 months
	The Agency specialists make a report on quality assurance and standards in the institution.  
A copy of the report is submitted to the institution.  

	3 months
	The Agency Officer  

- meets with the institution’s staff and students,
- examines the self-evaluation documents and checks whether they meet the Agency’s requirements,  
- gives guidelines to the students as to what evidence should be provided to the Agency.

The institution confirms the list of disciplines to be reviewed and the student information.  

	2,5 months
	The Agency informs the institution of:   

- the draft list of reviewers  
- the number of disciplines selected for review.

	2 months 
	The institution submits the self-evaluation documents to the Agency.  
The students submit to the Agency their written evidence.  

	1 month
	The Agency agrees with the institution the following:
- the list of reviewers and 

- the list of disciplines to be reviewed.
The Agency requires from the institution to submit its self-evaluation documents on each of the disciplines from the list.   

	3 weeks 
	The institution submits to the Agency the self-evaluation documents related to the disciplines.  

	During the Visit 

	The review team visits the site
	The review team works for not more than 5 days. The Agency Deputy Director joins the team at the final stage of the audit.  
The review team meets the students and teaching staff in order to discuss the general review areas and the list of disciplines selected.  
Two reviewers are engaged in the discipline audit.  
On the penultimate day of the visit the reviewers inform the institution of the necessity to seek specialist reviewers’ advice during the review process.  
On the final day of the visit 

- the Agency Deputy Director joins the team; the reviewers approve the list of disciplines to be reviewed with the help of the specialist reviewers  and examine the evidence gathered  
- there is no oral or written report to the institution.  

	After the Visit

	2 weeks 


	The Agency deputy director sends a letter to the institution and encloses   

- information on the main judgments and recommendations made by the reviewers to be included into the draft report  
- agrees with the institution management the date of the specialist reviewer visit.  

	2-3 weeks 
	(If needed) the specialist reviewers and a review team representative or the Agency Deputy Director visits the institution.  

	4 weeks 

or 7 weeks,

if the specialist reviewers’ contribution is needed  
	The Agency submits a draft report to the institution.  

	8 weeks
(or 11 weeks)
	The institution makes comments on the draft report.  

	10 weeks 

(or 13 weeks)
	The final report is published.  

	FOLLOW-UP  

	Depending on the review findings
	Performance as per the reviewers’ recommendations is analyzed.  

	  HE Quality Monitoring

	Annually
	The Agency Officers make a short-term visit to the institution in order to examine:  
- the achievements by the institution after the review  
- the institution’s action plans in regard to the enhancement of quality assurance system.  
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