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IQAP CYCLICAL REVIEW
SUGGESTED DELEGATION OF TASKS WITHIN THE AAU
	Submission document 
(for details refer to the instructions for each respective document)
	Suggested person in the AAU responsible for each task
	Name of Suggested Person
	Deadline

	FACULTY CVS:
Distributing instructions to faculty members and obtaining the IQAP-formatted CV from each; collating the PDF files into a single PDF and creating a Table of Contents; returning the CVs to Faculty members for any corrections needed after they are reviewed by the Quality Assurance office. (refer to the Faculty CV instructions)
	
Program secretary/admin. assistant
	
	

	EXTERNAL REVIEWERS: 
Determining 8+ viable candidates and submit names to the Quality Assurance office (follow the expertise and arms-length criteria in the Proposed External Reviewers Template). 
	· One faculty member to survey all faculty members for potential names
	
	

	SELF-STUDY DOCUMENT: Suggested breakdown by section (refer to the Self-study brief template):


	Section A- Development of the Self-Study
Section B- Programs
· UNDERGRADUATE PROGRAMS
· GRADUATE PROGRAMS 

	· Program Head/coordinator to plan methods for soliciting stakeholders’ feedback (e.g. surveys, focus groups for student, faculty, staff, etc.) – see beginning of Section A in the self-study template). Program Head/coordinator to assign faculty members responsible for conducting surveys and focus group meetings.
· Program Head/coordinator to discuss concerns and recommendations raised in previous UPR reviews, as well as actions taken (Undergraduate Programs Section B.1.f; Graduate Programs Section B.2.f) 
· Undergraduate coordinator for Undergraduate sections in Section B.1; Graduate coordinator for Graduate sections in Section B.2.

	
	

	Section B.1.1- Undergraduate Program Learning Outcomes and Curriculum Structure

Section B.2.1- Graduate Program Learning Outcomes and Undergraduate and Graduate Curriculum Structure 
	· Program Head/coordinator to ensure Learning Outcomes for all undergraduate and graduate programs under review are in place (approved by PDC) and to determine which (older) LOs need to be reviewed and curriculum maps to be developed. 
· One faculty or UG/G coordinators and/or staff member to collate descriptive sections of Undergraduate sections B.1.1  and Graduate sections B.2.1 (e.g. admission and curriculum  requirements can be copied from calendar into undergraduate sections B.1.1.b, c, d, e and f and graduate sections B.2.1.b, c, d, e and f.)
	
	

	Section B.1.2 – Undergraduate Program Enrolment and Retention

Section B.2.2 – Graduate Program Enrolment and Retention  


	· Program Head/coordinator to provide analysis and discussion of table data
· AAU/Program Head or coordinator with input from AAU Council, to create Table 7 (Projected Intake and Enrolments for next 7 years) for section D.7
· Faculty members or UG/G coordinators for remaining sub-sections under B.1.2 and B.2.2 

	
	

	Section C- Governance 
and 
Section D: The Faculty

	· AAU Head/coordinator to complete  analysis and discussion in most sub-sections
· Program Secretary to create Table 8 (faculty members) and Program Head/coordinator to provide analysis of faculty and human resources in the AAU
· One (or two) faculty member(s) and program secretary to re-format/create tables 11 & 12 based on raw data to be provided by IQAP office
· Program Head/coordinator to provide analysis/discussion of financial, human and physical resources in section F
	
	

	Section E- Student Experience


	· One Faculty member for each sub-section under E
· Program Head/coordinator to provide analysis

	
	

	Section F - Resources
	· Program secretary to obtain reports from Library and Space management office for section H: Physical Resources.
· One faculty member or Program Secretary to contact Faculty Administrative Officer or budget analyst in Finance and obtain Table 14 (internal operating funding) for section F.1.a.
	
	

	Section G: Conclusion and Recommendations


	· [bookmark: _GoBack]Program Head/coordinator to provide high level summary and conclusions and recommendations. This section must include identification of challenges and/or opportunities where the reviewers’ advice is sought. 
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