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Institutional Approval Documentation

The University of East Anglia is responsible for the quality and academic standards of its awards. In establishing a new partnership the University must assure itself that the prospective partner institution has the appropriate infrastructure to deliver HE courses and/or identify areas where input from the University is needed to ensure that their required standards of quality management and enhancement are established and maintained. 
Institutional Approval is the initial approval of potential partner organisations by the University for the delivery of HE courses leading to a UEA award. It is distinct from the validation of specific courses. Subject-specific issues are pursued at the appropriate course validation event(s) following approval at institutional level. 
Information requirements

Partner institutions are asked to provide the documentation outlined below along with a documents contents list/index. We recognise, that due to existing structures, the information may not be organised in exactly the same way as the documents listed below. We do not require partners to reorganise and rewrite information to meet the below format but please ensure that the contents/documents list clearly identifies which materials are relevant to which item on the list.

The required documents, should be submitted electronically. Materials should be received at least four weeks before the date of the Institutional Approval event. Information submitted will be shared with the approval panel and retained by UEA for audit purposes. Please contact Academic Partnerships for more guidance on document submission or any other aspects of the Institutional Approval process.

	Institutional Overview

	· Partnership Proposal (maximum 2000wds) including:

· Why the institution wishes to work with UEA

· A brief overview of the institution and student body
· A brief history of HE provision at the institution

· A summary of HE strategy/plans/vision

· HE governance and management structures

· A brief summary of HE facilities

· Details of any HE collaboration with other institutions

· Overview of HE provision relevant to the partnership:

· Fee levels

· List of programmes/courses

· Current student numbers

· Future course plans

· Student number forecasts (5 year)

· Current HE strategy/corporate plan

· HE prospectus

· Annual report


	HE Related Staffing

	· Overview of HE related staffing including:

· Staff numbers/FTE

· Teaching staff recruitment and development 

· HE focused management and administrative staff

· Staff development policy

· Examples of recent staff development activity

· Peer observation/ lesson observation policy

· Staff appraisal policy

· Structure chart including senior management and HE management structures 
· HE responsibilities (completed in UEA template)

· CVs for all HE lecturing staff- full time and part-time

· Staff handbook (if relevant)

	Management Information

	· Summary of current entry requirements

· HE statistics, by programme for last 3 years including:
· admissions: applications and initial enrolment

· progression and non-continuation/dropout

· actual completions – broken down by year of study

· graduates within each degree classification 

· National Student Survey outcomes and any other relevant student survey findings 

· Destination of graduates (employment, further training etc.)

· Details of student record system

· Examples of student transcripts


	Quality Assurance and Enhancement

	· Most recent review from any professional, statutory or regulatory body and institution response applicable to proposed partnership provision 

· Last three years’ external examiner reports and institution responses

· Last three years’ institutional level self-assessment or annual review

· Example of a recent programme and module review

· Example of staff student liaison committee (or equivalent) minutes

· Example of recent student module/ course evaluation and institution response

· Summary of academic appeals and complaints by students over last three years split by main cause including numbers received, upheld, rejected and referred to OIA


	Student Guidance and Support

	· Student handbook from a current programme that is representative of the institution’s provision

· Summary of student advice and support provision including:
· Support for students with specific learning needs

· Advisor/ personal tutor system or equivalent

· Information provided to students about how to access these facilities

· Accommodation (if relevant)

· Careers

· Any dedicated HE student support

· Overview of opportunities for student engagement and participation


	Learning Resources

	· Summary of the learning resources and facilities available to enable and enhance learning, including: 

· library/learning resources and student access to them

· ICT facilities and student access

· Specialist facilities, e.g. laboratories/studios

· Dedicated HE resources/space


