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1 Purpose

This document specifies the responsibilities, tgnirformat and required content of
documentation to be submitted by a provider prior @& accreditation visit. These
requirements apply to programmes contemplated & abtcreditation criteria defined in
document E-03-P evaluated by both the EPAC and TPAC

The notation for various persons and bodies define&-10-P, section 3 is used in this
document.

2 Responsibility

In arranging an accreditation visit, ECSA dealshvétsingle point of contact in the provider,
the Dean of the Faculty of Engineering, or offieeth full delegated authority of the Dean.
The Dean is therefore responsible for ensuringtti@inecessary documentation is submitted
to ECSA prior to the visit. The Dean's is required identify to ECSA the person(s)
responsible for preparing the documentation andrdaiating the detailed arrangements for
each programme.

3 Availability of documentation

Documentation must reach the ECSA office not I#tan six weeks before the visit. ECSA
reserves the right to cancel an accreditation ifiliie documentation is not received in time.

Attention is drawn to the requirements of secticior7documentation to be readily available
during the visit. Failure to produce on-site docatagon or undue delay may jeopardize a
favourable team recommendation.

The Head is expected to ensure that academiclsta#f access to the documentation as the
team may raise matters from the documentation guniterviews.

4 Documentation Requirements

The following documentation requirements are desigin order to provide the accreditation
team with information needed in the order that eélaluation is made. The documentation
consists of four parts:

1. Initial information provided by the Dean at therst@ planning the visit, as specified in
section 4.1;

2. Submission by the Dean, as specified in section 5;
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3. Self-contained submission for each programme teMaduated as specified in section 6;
4. Information to be available during the visit as@ped in section 7.

ltems 2 and 3 are to be submitted to ECSA at Isestweeks prior to the visit. (The
accreditation policy requires documentation as ereguisite for a visit to take place and
provides for cancellation of the visit should do@ntation not be submitted in time.)

4.1 Initial information to be submitted

When a visit is initiated, the Dean must submitfihilowing information to ECSA for use in
determining the teams required, particularly favsely related programmes, and for team
selection.
1. List of programmes that will be offered in or aréarmed for the period of
accreditation;
2. For each Programme:

a) The department responsible for the programme;

b) The person responsible for the programme;

c) The curriculum, showing the courses/modules, whietbenpulsory and elective,
the credit$ allocated and the year/semester in which offefée. format for this
information is defined in Table 1 of E-13-P;

d) Major curriculum changes in progress or planned;

e) Degree of commonality of assessment methodolody ethier programmes.

5. Visit Documentation

5.1 General

To restrict the physical volume of pre-visit docurtaion, double sided printing must be
used and a ring-binder that permits the volume(fetopened flat must be used.

5.2 Submission by the Dean

Prior to each accreditation visit the Dean offaeulty is requested to prepare and submit to
ECSA a statement encompassing:

5.2.1. Strategic objectives of the Provider and Facultyicwhis home to engineering
programmes, together with an assessment of thetetdewhich the programmes are
consistent with institutional objectives. These wdtdobe drawn from the Faculty’'s
business plan or other approved university docuatiemt

5.2.2. The Faculty’s educational objectives and commitnerdutcomes-based programme
objectives and student assessment.

5.2.3. The provider and faculty policy and practice foraljty assurance and continuous
guality improvement of the programme and assessoiettdents.

5.2.4. Faculty finances, capital and operating, for thespnt and four previous years:
staffing, running, equipment, computing and netwagk library, travel and research

! Credits must be calculated according to the proeespecified in the relevant standard.
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funding. Table 11 of document E-P-13 may be usexscbbe the process for obtaining
and allocating funding under the various headings.

5.2.5. Common facilities to support programmes.

5.2.6. Description of academic development programme(g)sfadents who do not meet
normal entry requirements.

5.2.7. Selection and admission of students in relatiatiéoinsititution’s equity and diversity
plans.

5.2.8. Staff equity and diversity plans in relation to tinstitution’s plans and the level of
achievement by department/school.

5.2.9. Perceived strengths and weaknesses of the fadejpgrtments and programmes.

5.2.10. Any other matters considered relevant.

6 Visit Documentation: Submission for each programm e

Prior to each regular accreditation visit the Headdepartment is required to prepare and
submit to ECSA a statement encompassing the elsmefined in sections 6.1 to 6.6.

The per-programme documentation requirements datewfor a Regular Visit, Interim Visit
or Final Visit. In the case of an Interim Repohe taccreditation committee must specify the
scope of the required documentation. In the casesafbmission for Provisional Evaluation,
the documentation must address all the issuesl Jidegailing the entire curriculum and plans
or commitments for stages not implemented. In ¢thse of a submission for Initial
Evaluation, all items must be addressed at leaspénning level.

Any major item of documentation not listed in sentb.2 that is common to all programmes
may be included in the Dean’s documentation andscreferenced from the per-programme
documents.

The Head or Programme co-ordinator designated ley Hiead is responsible for the

correctness and completeness of all documentaboth pre-visit and on-site, and this
responsibility may not be delegated to other stedimbers.

Persons responsible for preparing the documentation must ensure that
the documentation presents the evidence that allows the team to evaluate

the programme against the criteria in E-03-P using the framework in
document E-14-P.

6.1 Programme identification and responsibility

6.1.1. Name of Provider.

6.1.2. Name of Department.
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6.1.3. Full name and abbreviation of the qualificatiordafined in the provider’s rules.
6.1.4. The person responsible for the programme.

6.1.5. Identify variants on the programme by which studenty obtain a qualification, for
example access programmes, franchise arrangemedtsransfer arrangements. If
necessary, describe the routes to the degree hysnoéa diagram.

6.1.6. Summarise any major changes, giving dates of impieation, that have occurred
since the last accreditation visit under the hegslin
Educational objectives, curriculum structure anateot;
Assessment of exit level outcomes;
Teaching, learning, assessment and quality assejranc
Staff, students and other resources.

6.1.7. Describe plans for changes to the programme, owgspmmssessment and resources
which can come into effect during next accreditatycle. For every changelentify
the cohort of students that will graduate under each identified variamtriculum and
the range of years over which graduates are exgecte

6.2 Follow up on previous visit
Depending on the decision of the previous visivgte statements on:

6.2.1. In the case of an Interim Report, Interim Visit,aoFinal Visit (or a re-evaluation visit
following conditional accreditation under earliemigelines), a statement indicating
how the deficiencies identified at the previoust\iave been remedied.

6.2.2. If concerns were expressed in the previous visitsiten letter, the provider's response
to those concerns must be detailed

6.3  Programme and course information

6.3.1. A statement of the educational objectives (purpasehe programme and the exit
level outcomes of the programme. The provider'snédrfor stating objectives and
outcomes to its students and consitituency shosladsed.

6.3.2. A description of the structure of the programmetamms of the courses/modules,
whether compulsory or elective, the credits alledand the allocation to semesters or
year of study. Table 1 of document E-13-P mustdsziu

6.3.3. The courses prescribed in each semester or yesiuay, the staff responsible for the
course, the loading in lectures, tutorial and labmy period per week, assessment
components and class sizes. Table 2 in documd3-E-gives the preferred format
for this information.

6.3.4. Analysis of the programme content by knowledge amahe format defined in Table
3 in document E-13-P.
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6.3.5.

6.3.6.

6.3.7.

6.3.8.

6.3.9.

6.4

Identification and description of the design of twe of the programme comprising
mathematics, basic sciences and fundamental emgigessiences. This must be more
than a mere list of courses: rather the logic ugohgy the construction of the core and
arguments for its coherence must be presented.

Identification of specialist study components adgramme. The objectives and logic
underlying the specialist component must be present

The rules of combination governing the requireméatsconstructing curricula and
the award of the qualification, including expligitated articulation options into, out
of and beyond the programme.

A summary of the criteria for awarding credit, allog re-assessment, allowing repeat
courses, progression of students from one yeaexg graduation and exclusion from
the programme.

As Appendix 1 to the programme submission, prowida separate bound volume, a
specification for each course/module in the cuhaey including service courses,
consisting of at least the following:

o Course outcomes;

0 How the students are assessed against the outcomes;

0 Detailed content;

o List of prescribed books and other supporting niater
This information should preferably be in the fgonovided to each student.

Assessment of outcomes and assessment system

In this section, the academic entity responsibletifi@ programme is required twovide
evidence that the evaluation team can use to answer thenfivlg question:

6.4.1.

6.4.2.

Questions 2.1 and 2.2. Does the assessment within the programme
1. ensure that all graduates satisfy each exit lemtgamme defined in the relevant
standard;
2. use a documented set of assessment criteria anelgses that, taken together,
demonstrate that the outcomes are satisfied d¢vieéindicated by the range
statement.

Each outcome specified in the relevant standard migxplicitly addressed in terms

of the means of assessment and the criteria fafaetion of each outcome and the

required level at exit level. Evidence must be @nésd using Table 4 of E-13-P,

showing

« The course(s) or module(s) in which assessmeitteobtitcome takes place at exit
level (Column 2);

e The assessment criteria and the method of asses@@womn 3);

« The level of performance required of the studemtiy@n 4).

Describe the internal policies and procedures tmlate the assessment of exit level
outcomes through internal processes and externdératon.
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6.4.3. Internal academic and administrative checks andngcak in the assessment and
promotion system.

6.4.4. A concise analysis of the strengths and weaknessése system of assessing exit
level outcomes.

Note that assessment material for each coursehs tmade available on site as specified in
section 7.

6.5 Teaching and Learning Process

Provide evidence of the effectiveness of the tewmrhand learning process within the
programme addressing at least the following aspects

6.5.1. Taking the student entry level into account, howdlthe programme develop;
» fundamental and core disciplinary knowledge
» specialist knowledge
» the student towards satisfying the exit level ootes?
The format specified in Table 5 of E-13-P is recagnaed, together with a suitable
commentary.

6.5.2. What is the teaching and learning methodology, itvgeared to the student entry
routes and level(s) and what learning opportund@ss it provide?

6.5.3. Describe academic development programmes provifled@ademic development of
students in the programme is covered fully in theas submission, simply cross
reference it here, highlighting any programme-dpeconditions.)

6.5.4. How does the programme develop independent legZning
6.5.5. How is the programme co-ordinated?

6.5.6. What is the role of formative assessment in thgmamme? How does the assessment
process provide timely feedback to students?

6.5.7. How and at what stages is the progress of studeostored?

6.5.8. Details of the method of moderation of assessmesiuding the role of second and
external examiners.

6.5.9. List of external examiners, second examiners, naides etc. together with their
affiliations and the duties assigned to each. Téb@rovides a format for this
information.

6.5.10.  Describe the processes used by the departmentisdbooassessing and
continuously improving the quality of teaching, riag and assessment for the
programme. Provide specimen paper trails for quagsurance and improvement
aspects of the programme.
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6.5.11. Provide a brief description of academic and adrtriziive procedures for
programme review and development, including seremeses.

6.5.12. What is the throughput of the programme and howsdbeary by gender and race?
What measure are taken to monitor and improve/mairthroughput? Data must be
formatted according to Table 7 of E-13-P.

6.5.13. Provide a concise analysis of the strengths ankmesses of the teaching, learning
and assessment process and of the quality asstaadémprovement process.

6.6  Sustainability factors for programme

6.6.1 Students

6.6.1.1.What are the entry routes to the programme, inolydacademic development
programmes, and what are the entry requirementsacin route? Any admission rating
formulas must be explained. What is the distributsd students entering by the various
routes? What is the distribution of students by iadion rating for recent school-
leavers. Use Table 8 in E-13-P.

6.6.1.2.Student enrolment statistics over a five year perefer to Table 7 in E-13-P.

6.6.1.3.Graduation statistics over a five year period, shgwthose graduating in the
minimum period and in one or two periods longenttize minimum. Refer to Table 7
in E-13-P.

6.6.1.4.Describe the capacity of the school/departmentaiedact the programme for the
enrolled number of students, taking into accouheotommitments that the unit may
have.

6.6.2 Staff

6.6.2.1.A list of staff with their academic and professibigaalifications and experience,
specialities and publication numbers. Staff givisgpport courses to the degree
programme should also be listed. Table 9 in docuniel13-P shows the preferred
format. The ECSA registration status of each menadbeengineering staff must be
shown. (Full CV's of the academic staff are to bailable on site.) It should be
possible to cross reference between tables 2 and 9.

6.6.2.2. Provide key staff indicators as defined in Taldeof E-13-P.
6.6.2.3. Provide a description of strategies for staff ugonent, development and retention.

6.6.2.4. For BEng-type programmes, describe the researdfileprof the staff and
opportunities for research development of staff.
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6.6.2.5. Support staff list showing their overall respdmigies and contributions to the
programme.

6.6.3 Resources

6.6.3.1. Budget allocations over a five year period underhibadings equipment, computing,
running, library books and journals. Headings rbawaried depending on provider
budget categories used. Use Table 11 of E-13-P.

6.6.3.2. Key HEMIS indicators, full time equivalent studenS8TE) and senior lecturer
equivalents (SLE) and the ratio ESS/SLE, over @ y®ar period. Insert into Table 10
of E-13-P.

6.6.3.3. List of the laboratories that support the progranwmia a short description of the
facilities and function of each and the supportpted for the programme.

6.6.3.4. Computing and networking facilities available (@)students in the programme, and
(b) to staff of the department, indicating the eagyaand time of availability to
students in the programme.

6.6.4 Impact of programme

6.6.4.1 Describe measures to assess the impact of thegonogg and how the results are
used to improve the programme.

7 Documentation to be available during visit

The following materials are to be availalblie the Team Conference Room during the
accreditation visit. Materials relating to serviceurses must be available in every Team
Conference Room, with student scripts selected ftmerprogramme concerned. Items 7.1 to
7.4 should be compiled in a file for each course.

7.1. Assessment Materials for each course includingt pagers, assignments and project
statements, examination question papers with sggcisolutions for the last three
years in each course. Materials must be providezhoh team for all courses taught by
service departments.

7.2. Marked examination scripts for the most recent ye@ach course and project reports.
In large classes a selection of the best, avenagiguat passing/failing students scripts
in each course should be supplied.

7.3. Examples of final year design and/or laboratorystigational projects representative
of the range of sub-disciplines in the programme ah good, average and just
passing/failing students.
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7.4.

7.5.

7.6.

7.7

7.8.

7.9.

Course material supplied to current students: eouositlines, tutorial sheets,
laboratory experiment instruction sheets, presdribgts, notes etc.

Information on the times that students have actwetsboratory, computing and other
resources.

Access to individual student academic records qoest.

Full CV’s of the department’s academic staff. (FTV/’s of service course staff are
not required: their details are summarised in Table

Documentation on the internal quality assurancegss, including instances of paper
trails for quality assurance of aspects of the Eogne.

Documentation on the moderation process (intermal external) including the
moderators reports for the most recent examinations
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