
 

 
Unlimitrustcampus, rte des Flumeaux 48, 1008 Prilly, Switzerland 

+41 31 520-70-82 • info@siil.ch • https://siil.ch 

 
 
 
 
 
 
 
 
 
 
 
 
 

STUDY PROGRAMME MONITORING 
AND REVIEW PROCEDURES 
Swiss International Institute Lausanne - SIIL 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Approved by:  Academic Council 
Date of Approval:  15.11.2024 
Date of Next Review:  01.09.2027 
Responsible Officer: Academic Director 
Contact:   t.zarubina@siil.ch 

tel:+41315207082
mailto:info@siil.ch
https://siil.ch/


Version: 2.0 
Date of issue: 15.11.2024 

 

 

Page 2/26 

 
 

STUDY PROGRAMME MONITORING 
AND REVIEW PROCEDURES 
Swiss International Institute Lausanne - SIIL 
 
 
 
 
 
 

Table of contents 

I CONTEXT 3 
II PURPOSE 3 
III BENEFITS 4 
IV MONITORING AND REVIEW PROCEDURE 5 
1. Annual Internal Monitoring and Review 5 
2. Cyclical Programmatic Audit 10 
3. Extraordinary External Expert Review 13 
V APPENDICES 15 
1. Appendix 1:  General Terms of Reference for Programme Reviews 15 
2. Appendix 2: Approach to the Self-Assessment Report (SAR) 16 
3. Appendix 3: Suggested data for inclusion in the SAR 24 
 

 



Version: 2.0 
Date of issue: 15.11.2024 

 

 

Page 3/26 

I CONTEXT 

SIIL undertakes regular monitoring and quality reviews of its study programmes 
according to its Quality Assurance Policy as well as to the Standards and Guidelines for 
Quality Assurance in the European Higher Education Area (ESG) Part 1. 
 
The Study Programme Monitoring and Review Procedures enable SIIL to meet the 
above requirements and to outline specific elements related to ongoing monitoring 
and review process for study programmes at SIIL. 
 
These procedures should be read in conjunction with the General Procedures for 
Quality Reviews. 
 

II PURPOSE 

These procedures set out broad guidelines for the preparation and conduct of study 
programme ongoing monitoring and regular reviews in SIIL. 
 
The purpose of ongoing monitoring is: 

 to ensure continuous quality improvement by regularly assessing the 
effectiveness and relevance of the study programme in relation to evolving 
academic standards, industry requirements, and student outcomes; 

 to track and evaluate student performance, progression, and satisfaction over 
time, identifying trends, areas of concern, and opportunities for enhancement; 

 to facilitate proactive identification and resolution of potential issues, allowing 
the Study Programme Director, management committee, and Faculty to address 
challenges before they affect the programme’s overall quality and reputation; 

 to support alignment with external expectations, including accreditation 
standards, regulatory requirements, and feedback from external stakeholders 
such as employers, alumni, and professional bodies; 

 to provide a mechanism for continuous feedback from students, staff, and 
external reviewers, ensuring that the study programme remains responsive to 
both internal and external changes in academic, professional, and societal 
contexts; 

 to monitor the effectiveness of curriculum design and delivery, ensuring that 
learning outcomes are being met and that teaching methods remain 
appropriate and effective in supporting student learning and engagement. 

 
The purpose of regular review is: 

 to facilitate a critical self-assessment of the study programme by the 
Programme Director, management committee and Faculty involved in its 
delivery; 

https://siil.ch/policies
http://www.enqa.eu/wp-content/uploads/2015/11/ESG_2015.pdf
http://www.enqa.eu/wp-content/uploads/2015/11/ESG_2015.pdf
http://www.enqa.eu/wp-content/uploads/2015/11/ESG_2015.pdf
https://siil.ch/policies
https://siil.ch/policies
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 to provide an opportunity for the overall evaluation of the study programme, 
with a range of inputs and analyses including feedback from students, 
employers, and professional bodies; 

 to benefit from constructive commentary by external reviewers to SIIL who are 
experts in their field at a senior academic level; 

 to provide an opportunity to review the content, relevance, curriculum design 
and delivery of the study programme in the light of national and international 
comparators. 
 

III BENEFITS 

Study programme ongoing monitoring and regular review process: 
 ensures continuous alignment with unstitutional and external standards: 

Ongoing monitoring and regular reviews ensure that the study programme consistently 
meets SIIL’s academic standards, curriculum principles, and the Assessment 
Framework. They also ensure alignment with national and international quality 
benchmarks, such as the Standards and Guidelines for Quality Assurance in the 
European Higher Education Area (ESG 2015). 

 promotes responsiveness to emerging needs and trends:  
The ongoing process allows the institution to identify and respond to evolving trends 
in the academic, professional, and societal landscape. By regularly evaluating student 
outcomes, industry demands, and feedback from stakeholders, the institution can 
adjust the curriculum, teaching methodologies, and support structures to ensure the 
programme remains relevant and forward-looking. 

 supports continuous improvement of teaching and learning:  
Ongoing monitoring provides valuable insights into the effectiveness of teaching and 
learning strategies, allowing the programme to adopt evidence-based improvements. 
Regular reviews offer an opportunity to refine pedagogical approaches, ensuring that 
learning experiences are aligned with the latest best practices and that students are 
engaged with dynamic, high-quality instruction. 

 enhances student success and career readiness:  
By consistently evaluating whether students are acquiring the necessary knowledge, 
skills, and competencies, ongoing monitoring ensures that the programme prepares 
students effectively for further academic pursuits, career opportunities, or 
entrepreneurial ventures. It provides a feedback loop to identify and address any gaps 
in the curriculum or student support that may hinder students’ success. 

 fulfils institutional Quality Assurance commitments: 
The regular review process and ongoing monitoring contribute to SIIL’s commitment 
to cyclical quality assurance. These practices ensure the institution maintains a 
rigorous approach to continuous quality improvement and meets both internal and 
external expectations for academic excellence and accountability. 

 increases stakeholder confidence and satisfaction: 
Regular reviews and ongoing monitoring processes demonstrate the institution’s 
commitment to maintaining high standards, which helps build confidence among 
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students, faculty, employers, and external accrediting bodies. It also ensures that 
feedback from various stakeholders is continuously integrated into the programme's 
development, enhancing overall satisfaction and fostering strong relationships with 
external partners. 

 supports strategic decision-making and Rresource allocation: 
By providing a clear, ongoing picture of the programme’s strengths and areas for 
improvement, ongoing monitoring and regular reviews help inform institutional 
decision-making and resource allocation. This ensures that the programme receives 
the necessary support and that changes are made in a timely and strategic manner to 
maintain or enhance its quality. 
 

IV MONITORING AND REVIEW PROCEDURE 

The study programme monitoring and review procedure includes both regular and 
irregular elements and is conducted in combination of internal and external processes, 
as follows: 

 regular annual internal monitoring and reviewing routine; 
 regular cyclical in-depth programmatic audits including both internal (Self-

Assessment Report) and external reviewers (a team of expert examiners); 
 extraordinary reviews conducted by external expert auditors (accreditation 

commissions etc.) 
 

1. Annual Internal Monitoring and Review 
Mechanisms for ongoing monitoring of study programmes include: 

 Programme Board periodical meetings, 
 LMS analytics (in compliance with SIIL LMS-based Monitoring Principles),  
 Student and Graduate feedback, 
 Employers’ surveys,  
 Teaching staff monitoring and feedback, 
 Student Support Services analytics, 
 Regular assessment and performance analytics, 
 E-learning platform performance monitoring, 
 Continuous course and programme review, 
 Accreditation and standards compliance. 

 
Programme Boards 
The Programme Board meets at least twice (or more if needed) each academic year 
with a primary function to oversee: operational control and programme monitoring; 
student feedback; programme planning and development. These meetings are 
important for highlighting issues as they develop during the delivery of any 
programme or module. The remit of the Programme Board includes monitoring: 
student enrolment data; attrition and completion data; graduate progression to 
employment or other study programmes; and evaluations of the programme by 

https://siil.ch/policies
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students and teaching staff. Decisions and/or recommendations made by the 
Programme Boards are referred initially to the Academic Office and subsequently to 
the Academic Council. 
 
LMS Analytics 
SIIL LMS (e-learning platform) collects data on students’ progress and completion 
statistics, including participation in webinars, quiz results, and assignment 
submissions, number of enrolled students, dropouts, withdrawals to help identify 
potential issues early on. 
 
Student and Graduate Feedback 
In order to ensure that all programmes continue to provide an effective learning 
experience, it is essential to have a multi-faceted approach to gathering/collating 
feedback from our students. There are three primary avenues through which students 
contribute to the ongoing monitoring of programmes: 

 students are given the opportunity to comment on the delivery of modules on 
programmes through an Student Satisfaction Form. Recent graduates are asked 
to complete a Graduate Survey; 

 students may approach their Academic Assistant in order to highlight specific 
problems relevant to that particular year or module of study. The issue can then 
be raised by the Academic Assistant at the Programme Board level and be 
considered at higher levels (e.g. the Academic Office and/or Academic Council); 

 all programmes have an elected student representative for each stage on their 
respective Programme Board. The student representative can raise student 
matters for consideration at the Programme Board level, which can also be 
brought to the attention of the Academic Council. 

 
Employers’ Survey Data 
Employers and industry partners are regularly approached to give their feedback on 
SIIL’s current study programmes, evaluate the employability of graduates and the 
alignment of programmes’ curricula with industry needs. Two main channels are used 
at SIIL to stay in continuous contact with employers: surveys on study programmes 
and Advisory Board activities. 
Additionally, information regarding SIIL graduates’ employment is obtained through 
the Graduate Survey, which is analysed by the Marketing & Communication 
department within the Operations Office. Recommendations made by the Operations 
Office are then referred to the Quality Assurance Office for further analysis and then 
transferred to the Academic Office.  
 
Teaching Staff Monitoring and Feedback 
In order to ensure that all programmes continue to provide an effective learning 
experience the teaching staff is also given the opportunity to comment on the delivery 
of modules or programmes. Teachers contribute to the ongoing monitoring of 
programmes in the following ways:  

https://siil.ch/important-information-for-students
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 through participating in surveys and filling out a Teaching Staff Satisfaction 
Form, 

 through participating in SIIL Teaching Center’s activities and other informal 
teaching staff meetings, 

 all programmes have an elected teaching staff representative for each stage on 
their respective Programme Board. The teachers’ representative can raise 
teaching matters for consideration at the Programme Board level, which can 
also be brought to the attention of the Academic Council. 

Another crucial monitoring tool of teaching staff performance are regular online visits 
of webinars. A member of Quality Control Team appointed by the Academic Director 
and approved by the Quality Assurance Office organises an online visit of the course 
(webinar) and prepares an executive summary on the basis of Regulations on Quality 
Evaluation of Courses provided by SIIL. Then the summary with conclusions is 
submitted to the Quality Assurance Office to be included in the programme monitoring 
database and used for quality reviews.  
 
Student Support Services Analytics 
Data gathered from Academic Assistants serve to track at-risk students and identify 
areas where additional academic, informational or emotional support might be 
needed. Monitoring the performance and interaction of Academic Assistants serves to 
identify if students are receiving adequate support and guidance. 
Monitoring which students access which academic support services (Academic 
Assistance Team, Vocational Guidance and Careers Team, Learning Support Team), live 
tutoring, or technical help, and identifying common issues (such as e-learning platform 
navigation or content comprehension) serve to measure the pertinence of these 
student-centered measures and their role in delivery of study programmes, and may 
guide future interventions. 
 
Regular Assessment and Performance Analytics 
Tracking formative assessments (quizzes) is used to highlight how well students are 
mastering the material, and they help teachers identify topics that may require 
additional focus.  
Analysing interactive activities’ results helps tracking student performance 
continuously, providing immediate feedback on assignments and quizzes, and 
allowing teachers to adjust teaching strategies as necessary. 
 
E-learning Platform Performance Monitoring 
To ensure that students face minimal technical barriers during their learning process, 
the e-learning platform’s technical performance, such as system uptime, page load 
times, video streaming quality, and mobile accessibility, as well as technical issues 
faced by students, including login problems, broken links, or issues with accessing 
course materials, is also monitored to maintain a seamless learning experience. 
 
Continuous Course and Programme Review 

/Users/annaisanina/Library/CloudStorage/Dropbox/SIIL/ACQUIN/0.%20Basic%20Institutional%20Documents/General%20Policies/Teaching_staff_satisfaction_form_SIIL.docx
/Users/annaisanina/Library/CloudStorage/Dropbox/SIIL/ACQUIN/0.%20Basic%20Institutional%20Documents/General%20Policies/Teaching_staff_satisfaction_form_SIIL.docx
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Monitoring activities play a crucial role in the regular review of study programmes by 
providing a comprehensive set of data for analysis. However, the results of both 
internal and external reviews, as well as combined audits, serve as valuable 
supplementary tools within the ongoing monitoring process. These reviews offer 
deeper insights into programme performance, helping to validate and refine the data 
collected through regular monitoring. By integrating the outcomes of these reviews 
with routine monitoring efforts, institutions can ensure a more holistic and informed 
approach to continuous programme improvement. 
 
Accreditation and Standards Compliance 
Periodic accreditation and certification reviews from recognized bodies ensure that 
SIIL study programmes comply with national or international standards for online 
education, and for quality assurance standards. Through these processes the ongoing 
internal monitoring procedures at SIIL are connected with global monitoring activities 
conducted by recognized expert organizations. 
 
Mechanisms for regular annual reviewing programmes include:  

 at least 2 Programme Board meetings per year,  
 student feedback (data collected from surveys and other channels, like 

Academic Assistants, student community, Academic Council and Programme 
Boards meetings),  

 graduates (alumni) feedback (survey data), 
 teaching staff feedback (data collected from surveys and other channels, 

Academic Council and Programme Boards meetings, discussions during SIIL 
Teaching Center activities, informal exchanges),  

 employers’ feedback (survey data),  
 annual programme monitoring reports (how the programme was delivered) 

delivered by QCT, 
 annual programme review reports (recommendations on programme content) 

delivered by Study Programme Directors.  
 
Annual internal ongoing monitoring and review procedure is conducted under control 
of the Quality Assurance Office according to the following approximative schedule: 
 

When What Who 

Spring AC 
meeting 
(April-May) 

Communicate on institutional updates regarding 
SP monitoring and review: 

- regulatory documents updates 
- updates on external expert review 

(accreditation) results 
- LMS/ERP updates useful for monitoring 

purposes 
- Calendar of events for students 
- SIIL Teaching Center agenda 
- Advisory Board activities 

 
 
QAO 
QAO 
 
Tech Support representative 
 
QAO + Students Office 
QAO + Teaching Center 
Advisory Board representative 
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Establish FB-level priorities & delegate them to 
FBs 

QAO proposal + Collegial 
decision 

Spring PBs 
meeting 
(May-June) 

Communicate Faculty-relevant AC’s updates 
Communicate annual SP review reports based on 
the analysis of annual SP monitoring reports 
provided by the QCT 
Define axes for SP improvement according to 
Corrective activities Action Plan 
Adopt stakeholder surveys updating schedule  

Dean 
SPDs 
 
 
SPD proposal + Collegial 
decision 
 
SPDs + QCT 

Summer 
(June-
August) 

Update stakeholders feedback surveys for: 
- Students and graduates 
- Employers 
- Teaching staff 
- Relevant offices and services 

Gather stakeholders feedback 
Produce and share feedback reports 
 
Review SPs based on feedback results and 
according to established priorities 
Prepare and produce annual SP review reports 
defining, in particular: 

- teaching materials to update/produce 
- technologies to implement 
- partnerships to establish 
- teaching staff to hire and/or to train 
- student services to provide 
- information to update/publish 

QCT + relevant offices/services 
 
 
 
 
 
QCT 
 
SPDs 
 
 

Autumn PBs 
meeting 
(September-
October) 

Discuss SP review reports and SP update 
proposals for the next year 
Discuss on human, technological, regulatory, 
administrative, methodological, and other needs 
for the delivery of the Faculty’s reviewed/ 
revised/released SPs: 
Update the Faculty’s Catalogue of SP 
Launch BA and MA thesis topics review with the 
participation of employers 

Dean + SPDs 
 
SPDs proposal + Collegial 
decision 
 
 
Dean’s proposal + Collegial 
decision 
SPDs + Advisory Board 

Autumn AC 
meeting 
(October-
November) 

Approve reviewed SPs 
Update and approve the Faculty’s Catalogue of SP 
Dispatch missions for successful implementation 
of reviewed/ revised/released SPs: 

- teaching materials to update/produce 
- technologies to implement 
- partnerships to establish 
- regulatory documents to update/create 
- teaching staff to hire and/or to train 
- student services to provide 
- information to update/publish  

Chair’s proposal + Collegial 
decision 
 
 
Product Development 
IT + Tech Support 
Rectorate 
QAO + Academic Office 
HR Office + Teaching Center 
Students Office 
MarCom 

Winter 
(December-
February) 

Launch the next monitoring and review cycle: 
- gather annual statistics 
- publish annual SP updates 

 

QAO 
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Gather student assessment & performance 
analytics 
Prepare and produce SP monitoring reports 
 
Work on successful implementation of reviewed/ 
revised/released SPs 

QCT 
 
QCT 
 
QAO + relevant offices/services 

 

2. Cyclical Programmatic Audit 
Regular annual monitoring and review processes are reinforced by a periodic 1-3-5-
year in-depth audit conducted with the participation of external reviewers (expert 
examiners). The audit draws on the evidence generated through all of the review 
mechanisms outlined above and united in a Self-Assessment Report (SAR) that is 
analysed by the External Review Ream. It also takes into consideration: specific 
revision to programme content vis-à-vis current research in the relevant discipline; the 
needs of contemporary society and labour market; emerging trends in teaching, 
learning and assessment; the ever-changing teaching-learning environment, in 
particular, in distance learning. 
 
To launch a new cycle of the programmatic audit, the The Quality Assurance Office 
(QAO) will write to the Faculty Dean and/or the Study Programme Director (SPD), 
12 months prior to the audit, to notify them that the study programme is scheduled for 
audit and to request nominations for External Review Team. 
 
The Faculty Dean/SPD is asked not to contact potential nominees to garner their 
interest in participating in a quality review, as this will be undertaken by the QAO. In 
considering nominees, it is important that no nominee has a close association with the 
Faculty or its staff in a personal or professional capacity within a timeframe of 5 years. 
This is to avoid the perception of or an actual conflict of interest. 
 
The list of nominees is informed by the scope of the audit and the Terms of Reference 
(Appendix 1). Where relevant, nominees should comprise representatives from the 
business/professional sectors, e.g. employer representative, student/graduate 
representative. 
 
If nominees’ background information is not available on the internet or through other 
public information sources, candidates will be contacted by the QAO to request a 
curriculum vitae. 
 
Prior to submitting the completed nomination forms to the QAO, the list of potential 
nominees should by reviewed by the Faculty Dean for shortlisting. On receipt of 
shortlisted nominees, the QAO will select three to four reviewers and reserve 
candidates. 
 
The QAO will liaise with selected candidates to confirm the composition of the External 
Review Team, and liaise with the Faculty Dean/SPD and with the relevant SIIL Officers 
to identify suitable dates and align these with the Reviewers’ preferences. 
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Please refer to the General Procedures for Quality Reviews for representation of SIIL 
Officers in Study Programme Reviews. Note that where the Faculty Dean is an SPD of 
the study programme under review, the nomination of a Pro-Dean will be sought from 
the Faculty Dean. The Pro-Dean cannot be a member of a Faculty with which the study 
programme is associated but may be from another Faculty. The nominated Pro-Dean 
must be approved by the Academic Director before the appointment is confirmed. 
 
The Pro-Dean represents the role of the Dean at the meetings with SIIL Officers and 
the review team but does not have a role in responding to or implementing the report. 
The Faculty Dean is expected to meet with the External Review Team with respect to 
study programme finances. 
 
Development of the Self-Assessment Report (SAR), the Terms of 
Reference (TOR) for the audit, and the Audit Schedule 
 
It is recommended that a coordinating group be established to plan and manage the 
activities leading up to the Review. The coordinating group should be chaired by the 
SPD and/or Faculty Dean and may include the Module Leads (for multidiscipline 
programmes), senior administrative, technical /support staff. 
 
Elements of a programme review that need to be addressed by the coordinating group 
include: 

 a student evaluation survey; 
 a staff evaluation survey for academic staff teaching on the programme, 

including seminar tutors; 
 focus groups with academics, administrators, students, graduates and 

employers to conduct a SWOT analysis of the programme; 
 data analysis, collation and reporting over a five-year period of key programme, 

finance and student performance metrics; 
 a Self-Assessment Report (SAR) to be provided to the External Review Team six 

weeks prior to the online visit (refer Appendix 2); 
 invitations to students, staff, internal and external stakeholders to participate 

in meetings with the external review team; 
 an entry presentation by the SPD to the panel of External Review Team. 

 
Agree on the content of the student evaluation survey and the cohorts of students to 
participate. The QAO will work with Faculty and SPDs to agree dates and times for 
administration of the survey and administer the survey to students. The survey is to 
be administered manually in order to optimise response rates. The QAO will also 
arrange for the statistical analysis of the survey. 
 
Agree on the content of the staff survey and the staff cohorts to participate, e.g. staff 
from the Faculty, graduate teaching assistants, tutors etc. The QAO will work with 
Faculty and SPDs to agree dates and times for administration of the survey and will 

https://siil.ch/policies
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lead the administration effort. The QAO will also arrange for the statistical analysis of 
the survey. 
 
The coordinating group nominates representatives to participate in focus groups to 
conduct the SWOT analysis of the programme and provide contact details of graduates 
and employers that may be appropriate participants. 
 
The coordinating group will confirm contact details for external examiners active on 
the programme. The QAO will write to external examiners to notify them of the planned 
programme review in advance of the examining period preceding the review with a 
request for the timely return of the Annual Report. 
 
The requirements for data analysis and collation of student and programme data for 
the previous five-year period is outlined in Appendix 3: 

 the Faculty Dean and Finance Department must sign off on programme finance 
data for inclusion in the Self-Assessment Report (SAR); 

 student number data should be based on HEA returns. Approved figures can be 
found in the Annual Reports; 

 staff data must be based on data verified and provided by Human Resources 
e.g. junior/senior staff ratios, student/staff ratios etc. 

 
A SWOT analysis should be conducted with various internal audiences including 
student and staff groupings, relevant partners. The purpose of the SWOT is to facilitate 
a critical assessment and self-review of the programme and its relevance to the Faculty 
and SIIL strategy. 
 
The outcomes of the SWOT analysis and analysis of data on the various programme 
activities inform the development of the SAR. This may include outcomes of 
professional and accreditation reviews, international recruitment, student module 
evaluation, etc. 
 
The SAR forms the principal source of information for the External Review Team prior 
to their arrival on site. It situates the programme within the Faculty and broader SIIL 
strategic environs. It should therefore have a strategic focus, be forward looking, and 
provide a critical appraisal of the programme and the quality assurance processes that 
support the programme. Responsibility for the development of the SAR and 
engagement of internal and external inputs rests with the co-ordinating group. 
 
The main body of the SAR should be between 30-50 pages, excluding the appendices. 
The SAR is organised under the following chapter headings (for detailed guidance refer 
to Appendix 3): 

 Introduction 
 Strategic context 
 Programme governance and management 
 Programme structure 
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 Curriculum 
 Student numbers 
 Quality Assurance 
 The student experience 
 Programme administration 
 Finance and resources 

 
The QAO will work with the SPD and the Faculty Dean to agree a draft Terms of 
Reference (TOR) for the audit. A generic Terms of Reference for programme reviews 
can be found in Appendix 1. The review team will respond to the TOR in the Review 
Report. 
 
The QAO will lead the process for development of the schedule in agreement with the 
SPD and Programme Administrative Manager. The principles to be followed in the 
development of the schedule of meetings can be found in the General Procedures for 
Quality Reviews. There is an expectation that stakeholders discussed/referred to in the 
SAR will be invited to participate in the schedule of meetings for the site online visit. 
 
The final draft of the SAR with appendices and the schedule are to be submitted to the 
QAO six weeks prior to the review date. The QAO will arrange for proofreading of the 
final draft prior to its dissemination to the review team. 
 
The Programme staff must not make any arrangement to meet with individual 
members of the review team during their time in SIIL for the purpose of the review.  
 
Follow-up Processes 
 
Detail on post review processes can be found in the General Procedures for Quality 
Reviews. In summary: 
 

 The draft review report is due to be submitted within three weeks of the site 
online visit. Feedback on factual accuracy is provided by the Programme and 
the Faculty Dean and is made available to the review team for submission of a 
final report within a further three weeks. 

 The SPD and the Faculty Dean are invited to formally respond to the final report 
and review recommendations. The report, along with formal responses from the 
SPD and the Faculty Dean, are considered by the QAO and then by the Academic 
Council. 

 An Implementation Plan is then prepared and submitted to the QAO and to the 
Academic Council. 

 Within twelve months of Council approval of the Implementation Plan a 
Progress Report is submitted to the QAO, and then to Council. 
 

3. Extraordinary External Expert Review 

https://siil.ch/policies
https://siil.ch/policies
https://siil.ch/policies
https://siil.ch/policies
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Extraordinary external review of study programmes is typically carried out by 
recognized academic, professional, and accrediting bodies. These organizations 
provide independent assessments to ensure that the programmes meet high-quality 
standards and comply with relevant educational frameworks. Below are the main types 
of organizations that can serve as external audit bodies for review: 

 National Accreditation Agencies, 
 European and International Accreditation Bodies, 
 Disciplinary and Professional Accreditation Bodies, 
 International Quality Assurance and Accreditation Organizations, 
 Peer Review Networks and Expert Panels, 
 Specialized Review Bodies, dedicated to assessing the quality of specific 

educational programmes, 
 Governmental and Inter-Governmental Agencies. 

 
By engaging with these external review bodies, SIIL can ensure that its study 
programmes adhere to rigorous academic, professional, and international standards, 
while also benefiting from external perspectives that contribute to continuous 
improvement. 
 
Procedures to be followed during extraordinary external reviews of study programmes 
are determined by the expert body conducting the review and are outlined in the 
documentation provided by them, which accompanies the review process. 
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V APPENDICES 

1. Appendix 1:  General Terms of Reference for Programme Reviews 
The Terms of Reference outlined below are generic to any programme and may be 
further specified prior to a quality review in agreement with the Programme 
Director/Faculty Dean. 
 
The review team is invited to assess and make recommendations to the SIIL under the 
following categories: 
 

(i) to provide assurance to the Academic Council, students and other external 
stakeholders that the academic standards on the programme align with the ESG 
criteria; 

(ii) to assess the strategic direction of the programme in the context of Faculty and 
SIIL strategy, internal and external developments and, when necessary, to 
facilitate large-scale changes or discontinuation. 

(iii) to review the effectiveness of the programme’s governance, management and 
administration structures in delivering and supporting the achievement of its 
strategy and mission; 

(iv) to assess the quality of the programme’s teaching and learning provision, 
learning resources and learning environment, that underpin the delivery of the 
curriculum and the attainment of the SIIL graduate attributes; 

(v) to review the resources available to the programme to deliver on its academic 
mission such as financial, facilities, human. 
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2. Appendix 2: Approach to the Self-Assessment Report (SAR) 

 
The Self-Assessment Report (SAR) provides the opportunity for the programme 
management to reflect on the internal quality assurance and improvement approaches 
that support the programme, and its contribution to Faculty and SIIL strategy, to 
students and stakeholders, and to the public. 
 
The content of the SAR and appendices will be shaped by the scope of the review and 
the Terms of Reference as agreed by the Programme Director and Faculty Dean. 
Options for the focus of the review include: 

 a standard review: this looks at the quality assurance processes that support all 
aspects of a programme’s governance, management, teaching, operations, 
administration and resourcing; 

 a strategic review: this provides an opportunity to focus on a specific strategy 
or challenge that is impacting on the programme. The differentiating feature of 
this type of review is that it sets a specific action for the review team and context 
for the recommendations arising from the review report. 

 
Criteria for a good SAR: 

 fulfils the purpose as the principal source of information for the External Review 
Team; 

 it responds to the agreed Terms of Reference for the review; 
 locates the programme within the relevant school(s), Faculty and broader 

University strategic environs; 
 has a strategic focus, is forward looking, and provide a critical appraisal of the 

programme and the quality assurance processes that support the programme. 
 

Chapter 1: Introduction 
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The introductory chapter should set the context of the programme at the time of the 
review. It should address the following and act in part as an executive summary to the 
report: 

 a short introduction to SIIL, the history and evolution of the programme, the 
internal and external environment in which the programme is operating and the 
impact of same; 

 a brief overview of the consultative/evaluation process undertaken to complete 
the SAR; 

 the key areas the Faculty/ Programme would like the review team to focus on in 
the review, as identified for example using a SWOT analysis by focus groups, 
survey outcomes and linking to the Terms of Reference; 

 a concise update on the implementation of recommendations arising from any 
previous reviews of the programme, as per table 1 below, and comment on 
whether these recommendations continue to impact on the programme. 

 If the programme has been subject to external review by e.g. an accreditation 
body, reference to the cycle of reviews should be made in the introductory 
chapter. 

 
Table 1: Update on recommendations arising from previous reviews 
 

Recommendation Status 
C-I-NP Comment by Faculty 

   

Key: C-completed; I-incomplete; NP-not progressed/did not agree with recommendation 
 
Appendices for the introductory chapter should include the following student data and 
numbers: student profile, to include gender; admission/enrollment statistics. 
 
Chapter 2: Strategic context 
This chapter should outline how the programme supports the Faculty/SIIL strategic 
development, links to the SIIL Strategic Plan (ESG 1.2). 
 
Of interest to the review team are: 

 an assessment of whether the programme is achieving its objectives; 
 alignment of the programme with the Faculty and SIIL strategic direction; 
 identification of risks or trends (national and international) such as the 

emergence of competitor programmes, difficulties attaining placements, risks 
associated with partnerships; 

 action plans responding to external reviews, external examiner reports; 
 any strategic proposals on which reviewer opinion is to be sought. 

 
Chapter 3: Programme organisation and management 
This chapter should outline the quality assurance processes that support the 
leadership, management and operations of the programme. Key inclusions in the 
Appendices are an organisational chart indicating staff holding key accountabilities 
for the programme e.g. Programme Director, module coordinators, year convenors, 



Version: 2.0 
Date of issue: 15.11.2024 

 

 

Page 18/26 

instructional designer if blended or on-line programme and the various faculties from 
which teaching staff are drawn; the Terms of Reference for and membership of 
programme-level decision-making structures/committees, including a gender and 
diversity profile of membership, and how these structures are linked to Faculty and 
Institute-level decision making structures. 
 
Of interest to the review team is: 

 the effectiveness of the programme’s organisational, management and 
decision- making structures/committees; 

 the effectiveness of the relationships among faculties who deliver the 
programme and, for multidiscipline programmes, across faculties and with 
collaborative partners; 

 any perceived or potential risks to the programme and how these are being 
managed; 

 how teaching is managed on the programme: staff composition within the 
Faculty and across partner schools (if any), those providing ‘service teaching’ 
into the programme and staff in teaching support roles, graduate teaching 
assistants etc; 

 if the programme has blended elements, how the design and delivery of these 
elements are quality assured; 

 how staff are kept informed of changes in regulations, policies and procedures 
and how the outcome of key programme, Faculty and Institute-level decision–
making processes relating to the programme are disseminated within the 
Faculty; 

 the extent to which students and external stakeholders e.g. employers/industry, 
collaborative partners are involved in programme decision-making e.g. student 
representation on programme committees, partnerships’ governance 
structures. 

 
Chapter 4: Programme structure 
This chapter should outline how the programme is structured, and provide an analysis 
of its effectiveness. The Programme Handbook should be included in the Appendices. 
 
Of interest to the review team is: 

 an evaluation of the programme structure (ESG Std 1.4). For undergraduate and 
postgraduate programmes, provide an outline of entry and exit pathways, 
progression and awards requirements and programme learning outcomes, the 
balance of face to face, blended or online delivery. Does the programme 
structure provide opportunities for placements, internships, field study and 
study abroad.  

 What, if any, impact has Professional and/or Accreditation Bodies had in respect 
of the programme structure? 

 an assessment of the programme recruitment and admissions process (ESG Std 
1.4). Outline the programme entry requirements, including any specific 
programme pre-requisites, access routes for widening participation, recognition 
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of prior formal, informal and non-formal learning, recognition of foreign 
qualifications (ESG Std 1.4), and the recruitment processes used to secure 
international students. 

 
Chapter 5: Curriculum 
This chapter should evaluate the curriculum and assess whether it is fit-for-purpose 
in terms of the relevant level, the programme learning outcomes and the requirements 
of the relevant professional body. 
 
Of interest to the review team is: 

 an outline of the syllabus for the duration of the programme by year, semester, 
module and credit and an evaluation of its effectiveness and comparison to 
similar programmes nationally and internationally. 

 how the learning experience on the programme is enhanced through 
pedagogically-informed teaching methods, use of appropriate teaching 
strategies, incorporation of generic or transferable skills and integrative and 
reflective learning into assignments (ESG Std 1.2 & 1.3). Include reference to, for 
example, the use of different modes of curriculum delivery and pedagogical 
approaches, the incorporation of transferable skills, new technologies and 
student-led teaching into the curriculum, the facilitation of small group 
learning, the use of polling apps, e-portfolios, blended and on-line learning 
resources. 

 whether there are opportunities to incorporate research-led teaching into the 
curriculum?  

 what is the approach to assessment and examination used on the Programme 
(ESG 1.3) e.g. assessment of, for and as Learning? 

 what is the assessment and examination workload on the Programme? Outline 
by year the balance of summative, formative and continuous assessment 
methods used, the use of projects including capstone projects, 
internships/placements/ study abroad, etc. 

 how is feedback on assessed work provided to students on the Programme (ESG 
1.3). Does the Faculty have a standard feedback procedure and how is adherence 
to this procedure and the above policy monitored?  

 what internal processes are in place to support the integrity of the Programme 
assessment and examination process including: 

- internal processes around the development and security of examination 
questions e.g. encryption, secure storage and transfer, the provision of model 
answers and rubrics and the process for incorporation of feedback from 
external examiners regarding examination questions and other forms of 
assessment; 

- measures to reduce the predictability of exam questions by students; 
- adherence by programme staff to internal guidelines and criteria for marking 

to include grade descriptors, consistency and transparency of marks, use of 
marking sheets, the process for resolution of internal marks, moderation of 
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grades, annotation of scripts, anonymity of exam scripts, access by students to 
exam scripts; 

- practices regarding assessment and marking of individual and group projects; 
- the maintenance of records e.g. external examiners, exam scripts; 
- the publication of results. 

(Note: the review team will review samples of examination questions/scripts and 
marking criteria/guidelines during the online visit). 

 does the curriculum provide for off SIIL learning e.g. opportunities to study 
abroad, to undertake internships and professional placements? Outline the 
quality assurance frameworks that govern these opportunities; 

 challenges in relation to the curriculum and the impact of same e.g. 
costs/overheads associated with ‘wet’ projects; supervision models for 
capstone projects; staff/student ratio or number of practical hours prescribed 
by professional and/or accreditation bodies or associations etc; 

 how is the curriculum reviewed? (ESG Std 1.9). Outline the frequency, key 
individuals or commissions with overall responsibility for the conduct of 
programme approvals or reviews, including professional bodies, and how 
student and external stake-holders views are incorporated into the process; 

 how does the Faculty address plagiarism? Does the Programme handbook 
contain SIIL specified section on plagiarism? Are students required to complete 
a signed declaration to be submitted with all assessed coursework, declaring 
that they have completed the online tutorial and that the assignment/ 
coursework submitted by them is their own work?  

 
Chapter 6: Student numbers 
Include data on the following: 

 student quotas; 
 enrollment numbers and statistics: types of previous diploma, Recognition of 

Prior learning, international students; 
 progression figures by year; 
 student retention; 
 moderatorship subject preferences and numbers (if applicable); 
 final year project numbers; 
 examination results by year; 
 mobility statistics: student exchanges, study abroad, placements, internships, 

articulation agreements, dual/joint awards, other forms of partnership. 
 
Chapter 7: Quality Assurance 
This chapter should outline the process for assuring the quality of the programme. Of 
interest to the review team is: 

 the process for the initial approval of the programme, the trigger for its 
development e.g. competitive tender; any substantive changes to the 
programme since its approval and the process for the approval of same; 

 where does responsibility for quality assurance of the programme lie? Where 
does responsibility lie for responding to and taking action on External 
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Examiners recommendations, accreditation body reports, feedback from 
advisory bodies and employer representatives (e.g. Programme Director and/or 
Committee)? 

 the processes in place to assure the quality of teaching on the programme (ESG 
Std 1.5), such as staff induction programmes, peer mentoring and opportunities 
for continuous professional development, recognition through different types 
of Awards, etc. 

 what supports are in place to build capacity and competence of staff involved 
in the assessment of learners e.g. to ensure consistent practice and protect the 
standard of Awards? If students engage in projects off-campus e.g. 
internships/placements, what steps are taken to communicate to non-SIIL staff, 
the expected standard of marking and assessments e.g. grade descriptors and 
guides for the allocation of marks for projects conducted overseas as 
recommended by External Examiners. 

 what supports are in place to manage and quality assure external contributions 
to teaching and learning on the programme e.g. Adjuncts, Guest Speakers? 

 what supports are in place to develop the teaching practice of Graduate 
Teaching Assistants acting in the role of Teaching Assistants/Demonstrators 
/Seminar Tutors?  

 the extent to which the SIIL’s Academic Policies and tools are embedded in the 
management of the programme and adhered to by staff, students, and other 
relevant stakeholders: 

- Is feedback to students provided to students within SIIL recommend 
timeframe 20 days (UG) and 30 days (PG). 

- Is the programme compliant with the SIIL requirements to evaluate 100% 
of UG modules once a year and/or evaluate PG programmes. Is feedback 
provided to students on the outcomes /actions taken in response to their 
feedback. 

- If plagiarism or breaches of academic integrity are detected e.g. data 
falsification, is action taken? 

- If the Faculty or Programme engage the services of Education Recruitment 
Agents, does the quality assurance and monitoring of such Agents comply 
with the SIIL quality requirements? 

- Does the Programme Handbook meet the minimum core content? Is the 
Programme Handbook available to students prior to the start of the 
academic year? Are students aware of where the Programme Handbook is 
published/ where it can be accessed (Programme websites etc)? 

- Is the minimum content specification for taught modules available on SIIL 
website? 

- Do arrangements for the exchange of student personal data to third parties 
comply with the requirements of EU-GDPR regulation (May 2018). In 
particular when students’ assessed work is transferred to External 
Examiner. 

 
Chapter 8: Student experience 
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Opportunities are provided to enhance the student experience (ESG Std 1.6) through: 
 provision of student supports e.g. student induction processes for international 

students; student services; provision of student facilities/amenities; referring 
students to teaching and learning supports, etc. 

 provision of opportunities to be involved in the research activity of the SIIL e.g. 
through attendance at seminars, conferences and by undertaking projects and 
internships. 

 provision of SIIL-level teaching and learning supports, including IT and e-
libraries, and student services; 

 student complaints process, frequency of, analyses of and resolution 
timeframes for student complaints; 

 relevant programme level outcomes; 
 monitoring of particular cohorts of students in respect of programme 

experience e.g. students entering via alternate access routes, advanced entry, 
articulation arrangements, dual diploma or degrees, students returning from 
study abroad, internships or professional placements; 

 
Chapter 9: Programme Administration 
This section should outline the quality assurance processes that support the 
effectiveness of the administration of the programme including key systems and 
processes employed by staff to deliver its operations and respond to user, stakeholder 
and SIIL needs. 
Of interest to the review team is: 

 administrative structures, systems and resources (administrative, technical and 
support staff) that support the operation and management of the programme 
e.g. Processes to support assessment and examinations including the Appeals 
Commission, support for external review cycles, systems to manage the 
administration of cross-discipline programmes, provision of advice on module 
selection, exit pathways to Awards etc. 

 documents that support the efficient and effective administration of the 
programme (ESG Std 1.2) e.g. handbooks, module descriptors, policies, 
procedures, standard operating procedures/protocols, academic cycle of 
programme administration, recruitment activities and events e.g. open days, 
education fairs. 

 information management and compliance (ESG Std 1.7) protocols on providing 
information to students/staff in accessible formats e.g. programme handbooks 
on managing data (storage, security and disposal) in accordance with the SIIL 
information compliance requirements. 

 attendance requirements if the programme has mandatory student attendance 
requirements – how are these monitored and reported upon? 

 maintenance and review of service-level agreements for specialist equipment, 
facilities necessary for attainment of skills and competencies by students on 
the programme; or with education partners providing field-study opportunities 
or professional placement opportunities to students on the programme? 
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 an assessment of the main challenges facing the administration of the 
programme and how these challenges are being addressed. 

 
Chapter 10: Finance and resources 
This section should outline the resources (financial, human and physical) available to 
run the programme and outline future funding requirements (ESG 1.6). 
 
Of interest to the review team is: 

 the income/funding source and operating budget for the programme: include 
an assessment of its sustainability in light of the current funding envelope, 
future growth targets and professional statutory body requirements that apply 
(if applicable); 

 the staffing levels associated with the programme and an assessment of 
whether they adequate to support for example dissertations or final year 
(capstone) projects; postgraduate supervision, instructional design of online or 
blended learning resources, include the current and projected staff/student 
ratios and junior/senior ratio for the programme; 

 profile of academic staff teaching on the programme: highest level of 
qualification achieved, publications/research grant income, workload in 
respect of project supervision/research supervision; 

 the facilities and equipment provided for students in order to support their 
learning; 

 e.g. fitness-for-purpose of formal and informal teaching spaces, laboratory 
spaces, specialist equipment, clinical facilities, PGR student workspace, library 
collections etc. 
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3. Appendix 3: Suggested data for inclusion in the SAR 

Data Requirements Source 

Chapter 1-Introduction 
Organisational chart including reporting lines for the programme 
Student Profile (including gender breakdown): 
Programme quotas, admission/enrollment statistics, progression, retention and 
completion rates, exam results and attainment of Award by Class. 

Programme director, 
Academic Registry 

Chapter 2 – Strategic context 
SIIL Strategic Plan, Teaching & Learning Strategy showing alignment with, 
contribution to and impact of SIIL strategies. 

Programme director, 
Academic Registry 

Chapter 3 - Organisation/management 
Terms of Reference for programme decision making/Commission structure and 
links to principal commissions of SIIL 
Profile of management, leadership and commission members 
(internal/external, gender/diversity) organisation chart/ organogram 
Name and title of position holders such as module coordinators, and those 
providing ‘service teaching’ into the programme and in teaching support roles 
or as instructional design of blended/online 
programmes. 

Programme director 

Chapter 4 – Programme structure 
Handbooks providing details of the programme structure, programme learning 
outcomes, module descriptors, progression paths and award routes, Capstone 
Projects blended/online, internships, professional placements, study abroad; 
Entry requirements, recruitment process. 

Programme director 

Chapter 5 - Curriculum 
Outline of syllabus by year, semester, modules and credits; 
Profile of programme delivery methods i.e. proportion of modules/programmes 
having an on-line/blended learning component; 
Providers of placements/internships etc; 
Programme handbook, module descriptors, learning outcomes, reading list. 

Annual Reports, 
Admission 
Office/Academic 
Registry 
 

Chapter 6 – Student numbers 
Quotas; 
Enrollment; 
Progression by year; 
Retention; 
Moderatorship subject preferences and numbers (if applicable); 
Final year project numbers; 
Examination results by year; 
Direct entry numbers versus omnibus entry numbers – class sizes; 
Other entry modes; 
Recognition of prior learning, international students. 

Programme director, 
Quality Assurance Office 
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Chapter 7- Quality Assurance 
Module and programme evaluations by students; 
Survey data; 
Data from other student feedback mechanisms; 
Student evaluation of off-SIIL learning e.g. placements, internships; 
Feedback from advisory bodies and employer representatives; 
External examiner reports/recommendations; 
External Review Reports (if applicable); 
Disciplinary (Plagiarism) and Appeal data (Progression); 
Outcome of Faculty’s internal mapping of curriculum, assessment and workload 
undertaken; 
Progression and retention data; 
Degree attainment by grade, degree classification. 

Programme director, 
Quality Assurance Office, 
Careers Coordinator,  
Annual Report, 
Academic Registry 
 

Chapter 8 – Student Experience 
Detail of student induction processes for international students; 
Information provided in handbooks directing students to support services, 
facilities/amenities; 
List of opportunities for students to attend seminars, conferences; 
List of opportunities for students to undertake projects and internships; 
An outline of student complaints and appeals processes, and where they are 
published. 

Programme director 

Chapter 9 – Programme Administration: 
Copies of processes and procedures supporting the Appeal commission, 
publishing marks, entering marks, supplemental examinations etc., standard 
operating procedures/protocols, academic cycle of programme administration, 
recruitment activities and events; 
Copies of certification against quality standards such as ISO/EDUQUA or 
Accreditation or requirements of professional and/or regulatory bodies. 

Faculty Dean 

Chapter 10 – Finance & resources (Finance/funding information) 
Summary financial statement (income and expenditure) outlining the 
programme’s source of income, funding streams, budget and expenditure; 
Prizes/awards received. 

Programme Director,  
Faculty Dean, 
Finance Department 

Chapter 10 – Finance & resources (Staffing on the programme) 
Staff category by Gender (Academic, Admin, Technical, Support); 
Within staff category, analysis by grade level and gender (Academic Staff by 
Professor, Associate Professor and Lecturer) 
Contract type by gender (Fulltime/Part time, fixed term, permanent and 
indefinite duration staff); 
Staff breakdown by Age bracket, nationality, junior vs senior. 

Breakdown from HR: 
-Gender 
-Faculty 
-Payscale 
-Employee status either 
contract or 
Permanent/Indefinite 
and Full/Part time 
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Other staffing data; 
Staff/Student Ratio; 
Staff development opportunities and profile of uptake; 
Profile of staff applying for and achieving promotion by gender, grade, age-
band and contract type (full-time/part-time status); 
Profile of staff availing of flexible work arrangements; 
Staff qualifications, publications, grant income, workload, project supervision, 
research supervision, consulting projects, patents in last 
5 yrs. 

-Age bracket 
-Nationality 
HR Staff Office 
 

Chapter 10 – Finance and funding (Programme Infrastructure) 
Maps showing facilities and space allocation for programme delivery; 
Available resources/equipment/facilities; 
Maintenance and replacement schedule; 
Service level agreements with KPI’s and reviews of attainment. 

Programme director 

 
 
 
 
 

 
Approved by:  Academic Council  
Date of Approval:  15.11.2024 
Date of Next Review:  01.09.2027 
Responsible Officer: Academic Director 
Contact:   t.zarubina@siil.ch 
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