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CHAPTER I: UDERSTANDING QUALITY ASSURANCE 

1.1 What is Quality Assurance?  

There are many definitions of quality assurance:  

Quality Assurance (QA) is a set of standards, policies, and practices which outline the minimum 

standard of quality an organization commits to providing (Commonwealth of Learning, 2018).  

Quality Assurance is the mechanism put in place to guarantee that the education is ‘fit for 

purpose,’ i.e., is good. Every higher education must have appropriate and effective internal 

structures and mechanisms for monitoring its quality control procedures to ensure quality 

assurance (The National Council for Higher Education of Uganda) 

Quality Assurance refers to the means by which an institution can guarantee that the standards 

and quality of its educational provisions are being maintained and/or enhanced. It is the means 

through which an institution confirms that conditions are in place for students to achieve 

standards set by the institution (The Commission for Higher Education of Kenya).  

Assurance of quality in higher education is described as a process of establishing stakeholder 

confidence that provision (input, process and outcomes) fulfils expectations or measures up to 

threshold minimum requirements (INQAAHE). 

1.2 Components of QA 

QA comprises the following 3 elements:  

 A set of established standards which are rigorously vetted and publicly acknowledged; 

 Regularly utilized processes within an organization which help members evaluate their 

successes, and failures, at achieving the expected standards; 

 Continual incorporation of feedback from quality evaluations, both internal and external, into 

an organization’s programming, so that programs can continually improve.  

1.3 Why Quality Assurance?  

Several reasons can be given for Quality Assurance: 

 All academics want to train graduates who meet the needs of society. We all like to 

deliver a “product” that is wanted. We all like to be proud of our graduates. 

 The labour market expects higher education institutions to provide the students with 

adequate knowledge, skills and attitude important for the right job fulfillment. 

 Internationalisation of the profession and a world that is becoming a global village 

brings us greater competition than before. A university not only has to compete inside 

the country, but also with other countries. Globalisation not only has negative aspects, but 
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also positive ones. It offers our graduates the opportunity to enter the world market, but 

under the condition that the degree qualifcations have quality. 

 There is need for consumer protection: our students and their parents are spending a 

lot of time in and money on their education. Therefore, they have the right to receive a 

quality education. 

 Changed relationship between higher education and society: society has become 

increasingly interested in higher education. Also the relationship between higher education 

and the labour market has become a topic for discussion. Some disciplines, e.g. social 

sciences, psychology and history, had a lot of students, but few available jobs. Other 

disciplines like engineering often had a shortage of students, and society could use more 

graduates. Such a situation caused pressure on higher education to steer the student flow in 

the desired direction. 

 Quality has become increasingly important for higher education institutions, because of the 

question as to whether it is still possible to deliver the same quality within the given 

frameworks. 

 One can talk of a ‘quality gap’: on one hand, governments are striving to increase the 

numbers of enrolling students (higher education for as many as possible); on the other hand, 

we see a continuous decrease in investments. Higher education institutions have to do more 

with less money. But at the same time quality is expected to be maintained or to improve. 

 Student exchange and international cooperation require insight into quality. There has 

always been an exchange of students between countries, but with the world becoming a 

global village; it has become increasingly clear that it is very important to know about the 

quality at the other institutions. Questions to be asked, are: ‘Can I recognise this curriculum?’ 

or ‘Is this program good enough?’ 

 

1.4 Process of Quality Assurance 

Quality Assurance is a process that is done throgh various steps. The ultimate end of QA is the 

satisfaction of the various stakeholders.  This satisfaction can be perceived by a careful analysis 

of input, process and output. Input refers to what a university puts in place to conduct its 

activities such as infrastructure and equipment, teaching and learning resources, and staff.  

Process refers to the way the various resources are utilized towards the satisfaction of the 

stakeholders. In the evaluation of the process, the following elements may be considered: service 

delivery, staff motivation, policies, institutional organization, students’ engagement among 

others.  
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The final stage in the process of evaluation of the stakeholders is to look at the output. This 

comprises the graduates who are the product of the University. Quality Assurance will check 

whether these graduates are fit for the purpose.  

The process of QA at UTAB is presented in Fig. 1 below. 
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    Figure 1: Process of QA at UTAB 

 

1.5 Quality Assurance Strategy at UTAB 

To ensure the quality of education, UTAB has developed a strategy in order to regularly check 

whether it meets established standards, to regularly monitor its processes, and to continual 

collect feedback from the various stakeholders in order to incorporate it into its programmes so 

as to meet the requirements and expectations of all the stakeholders.  

The strategy comprises many steps. The first is to identify the requirements and expectations of 

the stakehlders. The stakeholders that the Directorate of Quality Assurance and other services of 

UTAB consider are the following: (1) the government, (2) the students and their parents, (3) the 

employers, (4) the university staff,  and (5)  the university managers.  

Each category of stakeholders has its requirements and expectations that should be met in order 

for UTAB to deliver quality education. The Government of Rwanda has set standards 

(Presidential Order N°51/01 of 13/07/2010 establishing quality standards in higher learning 
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institutions), Law N°01/2017 of 31/01/2017 Governing the Organisation and Functioning of 

Higher Education and has established the Higher Education Council which also has developed 

many policies to regulate the activities of institutions of higher learning.  

The students and their parents are another major category of stakeholders whose expectations 

UTAB must endeavour to meet. The Directorate of QA at UTAB must closely follow service 

delivery to students, the environment in which students learn and live, adequacy of materials and 

equipment.    

The third category of stakeholders is that of employers who utilise the graduates from UTAB. It 

is important to remain in contact with alumni who are on the field of work and with their 

employers to collect information on performances of these alumni so as to ensure that the 

competences they acquired at UTAB were in line with the requirements of the labour market.  

The staff of the University are also important stakeholders and UTAB cannot ensure effective 

service delivery to the students unless the staff are themselves satisfied with remuneration, 

policies and other practices set by UTAB, equipment and materials that they utilize, and the 

environment in which they work.  

At last, UTAB also has its expectations and requirements to be checked to ensure the quality of 

service delivered to its students. UTAB Senior management should regularly monitor the 

performance and the behaviour of the staff and the way they manage the University patrimony.  

To address the requirements of the stakeholders mentioned above, the Directorate of QA has 

developed the following strategies: conducting self-assessments and internal audits to ascertain 

the extent to which UTAB meets standards and requirements as set by the Presidential Decree 

establishing quality standards in higher education, the law governing the organization and 

functioning of higher education, the various HEC policies and and UTAB internal policies and 

regulations.  UTAB also resorts to internal and external evaluation of teaching and assessment 

practices. Students being the major beneficiaries of UTAB services and key stakeholders are 

given opportunities to provide information on various aspects of services offered to them by 

lecturers and other university administrative and support staff. Tracer study will be periodically 

done to get feedback from employers of UTAB graduates and a forum of alumni will also be 

established to regularly get information on relevance of education received at UTAB.   
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For assessing our quality, we need a yardstick or benchmark. This means we have to look for 

criteria and standards that can be used. The quest for quality is not an easy one, especially since 

there is no absolute quality or objective quality. Nevertheless, higher education is expected to 

assure its quality, to demonstrate its quality and to have its quality assessed by outsiders. And 

this is happening all over the world. The National Council for Higher Education of Rwanda, has 

formulated criteria and standards, for higher learning institutions, as well as for their core 

activities: Teaching/learning, research and community outreach.  

1.6 Implementation of Quality Assurance System 

To assess our quality, there are three guiding questions: 

i. Are we doing the right things? (Checking our goals and aims) 

ii. Are we doing the right things in the right way? (Are we in control of the process to 

achieve our goals and aims?) 

iii. Do we achieve our goals? (Checking our outcomes). 

1.6.1. Quality Assurance Model  

UTAB uses the PDCA Cycle which is a continuous quality improvement model consisting of a 
logical sequence of four repetitive steps for continuous improvement and learning: Plan, Do, 
Check and Act as illustrated in figure 3.  

 PLAN: plan ahead for change. Analyze and predict the results. 
 DO: execute the plan, taking small steps in controlled circumstances. 
 CHECK: check, study the results. 
 ACT: take action to standardize or improve the process. 

Benefits of the PDCA cycle: 

 Daily routine management-for the individual and/or the team 
 Problem-solving process 
 Project management 
 Continuous development 
 Human resources development 
 New product development 
 Process trials 
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Figure 3: PDCA 
Source: IUCEA (2010)  

 

1.6.2  Specific Elements to Be Considered 

a. Periodic review of the core activities (teaching and learning, research and     

     community service) 

 

UTAB has formal mechanisms for periodic review or evaluation of the core activities. Every 

member of staff signs a performance contract on the basis of which annual appraisal will be done  
 

b. Quality assurance of student assessment 

A university should have clear procedures to assure the assessment of students. Students 

are assessed using published criteria, regulations and procedures, which are applied 

consistently. There are clear procedures to assure the quality of the examinations. 
 

c. Quality assurance of teaching staff 

An institution should have ways of satisfying itself that the staff members are qualified 

and competent to conduct the core activities of the institution: teaching and learning, 

research and community service. 

 

d. Quality assurance of facilities 

A university should have clear procedures to ensure that the quality of the facilities needed for 

student learning are adequate and appropriate for each program offered. 

 

e. Quality assurance of the student support 

A university should have clear procedures to assure the quality of the student support and student 

counselling. 

 

f. Self-assessment 

An institution conducts regularly a self-assessment of its core activities as a whole at least once 
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every 4 years, to learn about the strengths and weaknesses. This self-assessment will lead to a 

quality improvement plan. 

 

g. Internal audit 

A self-assessment might be part of the external quality assessment/accreditation process and the 

self-assessment report as an input for the external review team. If the self-assessment is not 

connected to the EQA, UTAB is expected to organise an audit, based on the self-evaluation 

report. 

 

h. Information systems 

UTAB should ensure that it collects, analyzes and uses relevant information for the effective 

management of its core activities. 

 

i. Public information 

UTAB should regularly publish up-to-date, impartial and objective information, 

both quantitative and qualitative, about the programs and awards that it is offering. 

 

j. A Quality assurance handbook 

UTAB should have a QA handbook, where all regulations, processes and procedures concerning 

Quality Assurance are documented. All people concerned (i.e. stakeholders) should publicly 

know the existence and contents of this handbook. 
 

 

1.6.3 An Analysis Model for the Internal Quality Assurance System 

UTAB IQA system comprises the following elements: 

 

Monitoring instruments 

The monitoring instruments are needed to keep track of our performance and developments. This 

is why we have to collect data about: 

a) The student progress 

b) Dropout and pass rates 

c) Feedback from the labour market and alumni 

d) Research performance 

 

As long as the data are in line with the targets we have set, there is no reason to worry. If 

there are deviations, it might be necessary to take action and analyse the situation. 

 

Evaluation instruments 

Evaluation instruments that UTAB can use are: 
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 Student evaluation: UTAB carries out students’ evaluations. In fact this should be a 

regular activity at UTAB to learn what students think about the program, the staff, the 

delivery methods etc. 

 Course and curriculum evaluation: although the students will evaluate the course 

during the student evaluation, there might also be a need to include other stakeholders. 

 Research evaluation: UTAB has a mechanism to evaluate the quality of research by 

staff members whether funded internally or externally and ensure that researchers have 

opportunities to disseminate the research findings and to have the same peer review. 

 Community service evaluation: UTAB should have a system to regularly review the 

community outreach. UTAB should regularly evaluate if it is achieving what it wants to 

achieve in community service. 

 

Evaluation does not make sense if there are no actions to enhance the quality and to 

overcome the shortcomings. Therefore, it is necessary to have opportunities for staff 

development and staff training. 

 

1.6.4  Specific QA-Processes 

 

There are some specific QA processes within the scope of IQA that are important for 

assuring the quality of some activities: 

• quality assurance of the student assessments 

• quality assurance of the staff 

• quality assurance of the facilities 

• quality assurance of student support. 

 

1.6.5 Specific Instruments for IQA 

 

There are some specific instruments for Internal Quality Assurance at UTAB: 

 Monitoring instruments 

 Evaluation instruments 

 Special QA processes 

 Specific QA Instruments 

 

Figure 3 illustrates UTAB procedures for internal QA. 
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Figure 4: UTAB Procedure for internal quality assurance 
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CHAPTER II: UTAB INTERNAL QUALITY ASSURANCE SYSTEM  
 

2.1.  Directorate of Quality Assurance 

2.1.1  Directorate of Quality Assurance and Its Responsibilities 

UTAB has a Directorate of Quality Assurance which has the following responsibilities: 

1) Ensuring that there are standardized and up-to-date policies and guidelines in UTAB for a 

smooth running of teaching and learning, research and community services activities in 

line with UTAB’s vision and mission and HEC requirements; 

2) Developing and updating instruments for self assessment and collection of information 

among stakeholders; 

3) Organizing awareness-raising seminars to help explain the principles and practices of 

quality assurance at UTAB; 

4) Regularly collecting information among the various stakeholders on their satisfaction 

with service delivery, quality of teaching and learning resources, and quality of products ; 

5) Identifying weaknesses and poor or wrong practices likely to undermine the quality of 

education in the process of teaching and learning or to negatively affect UTAB’s 

development; 

6) Conducting regular self assessment at different levels within the University to ensure that 

UTAB is fit for purpose and meets requirements set by HEC; 

7) Providing support in the development of new programmes and review of existing ones 

and ensuring that they are in line with HEC requirements and UTAB’s mission; 

8) Conducting tracer studies and identifying gaps and weaknesses in UTAB academic 

programmes in order to propose remedies; 

9) Coordinating the activities of internal and external examiners. 

 

2.1.2 Strategies to Fulfil the Responsibilities 

To fulfil its responsibilities, the Directorate of QA proposes the following strategies: 

i. To reinforce the directorate with full time staff in charge of day-to-day activities of the 

Directorate; 

ii. To establish a coordination standing technical committee in charge of advising the 

Directorate and providing support in some activities;  

iii. To establish quality assurance committees in different units in charge of providing 

support in self assessment, and identifying weaknesses or wrong practices likely to 

undermine the quality of education or to negatively affect the development of UTAB;   

The duties of the various bodies in charge of QA are presented in the table below: 
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Organ Duties 
Director of QA 1. Supervising the process of planning and budgeting in the 

Directorate 
2. Supervising the full time staff of the Directorate 
3. Coordinating the development or update of policies, guidelines and 

instruments for collecting information  
4. Ensuring correspondences on QA issues 
5. Representing the Directorate in meetings and other activities in 

which it is involved 
6. Reporting on the activities of the Directorate 
7. Monitoring the implementation of the action plan of the Directorate 
8. Ensuring good management of material resources in the Directorate 
9. Identifying weaknesses and poor practices in various services  
10. Identifying benchmarks and best practices to be proposed to UTAB 

management for the improvement of quality of education and 
institutional development 

11. Conducting seminars on QA practices 
12. Doing any other task that may be assigned by DVCAR 

Quality Officer 1. Keeping the documents and resources of the Directorate 
2. Taking the minutes of the meetings of the Directorate 
3. Developing policies, guidelines and instruments to be submitted to 

the Director for further action 
4. Distributing the instruments for data collection among the different 

stakeholders following the action plan of the Directorate and 
collecting them 

5. Analysing the data from the various stakeholders and services 
6. Drafting reports on quality assurance basing on data collected in 

formal ways or on information obtained by observation submitted 
to him by the Director, by the different standing committees, or by 
any of UTAB senior managers 

7. Preparing correspondences for the Directorate 
8. Doing any other task that may be assigned to him by the Director of 

QA 
Standing Technical 
QA Committee 

1. Advising the Directorate on strategies for achieving its objectives  
2. Advising the Directorate on benchmarks and best practices to be 

recommended for quality improvement and UTAB development  
3. Supporting in seminars on QA practices  
4. Participating in QA meetings  
5. Assisting in data collection and analysis  
6. Assisting in reports writing 
7. Providing information on QA issues within UTAB and on best 

practices to be adopted at UTAB (all members)  
Standing QA 
Committees in various 
units (Departments, 
Registry, Library, ICT, 

1. Participating to meetings organized by the Directorate of QA 
2. Implementing QA activities within their respective units 
3. Sharing their findings with the heads of units and deciding on 

measures for improvement 
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Laboratories) 4. Informing the Directorate of QA on weaknesses and poor practices 
within their units and giving recommendations for improvement 

5. Contributing in the assessment and update of policies, guidelines 
and data collection instruments related to their units 

 

2.2.  Standards, Procedures, and Guidelines Regulating Practices in Different Services  

2.2.1 General Adminsitrative Practices  in Every Service at UTAB  

i) Planning and Reporting  

The major planning tool at UTAB is a strategic plan which is developed for a period of five 

years. The monitoring of the strategic plan is done by the Deputy Vice Chancellor in charge of 

Administration, Finance and Development. With reference to the strategic plan, under the 

coordination of the Deputy Vice Chancellor in charge of Administration, Finance and 

Development, every year, an action plan must be developed. The action plan shows annual 

activities and budget at the level of the University. At a lower level, every service, faculty, 

department develops its action plan and budget.  

Every trimester, a report should be done by every service/department and submitted to 

hierarchical supervisor. The Executive Council analyses the trimester report to ensure that 

performances are in line with the university action plan and lead to the implementation of the 

strategic plan and fulfilment of UTAB’s mission and vision. This analysis of the trimester reports 

provides opportunity to identify challenges and give guidance on how to tackle those challenges.  

In addition to the regular trimester reports, organs and services must also clearly report on the 

regular and extraordinary meetings of their members. 

ii) Performance Contracts  

At the beginning of the academic year, every member of staff at UTAB signs a performance 

contract agreed with his hierarchical supervisor. The performance contract must be based on 

UTAB mission and reflect the responsibility of the specific post. Annual staff appraisal must be 

based on the performance contract.  

iii) Communication  

Official communication at UTAB is mostly done by e-mail. Paper-based communication is 

usually to be discouraged at UTAB. Official e-mail system: e-mail for each service and 

individual with the stem @utab.ac.rw  is the only one to be used in official communication.   

iv) Record Keeping  

Every service at UTAB must have a clear system of record keeping of both soft and hard 

documents. Both electronic and hard documents must be stored in a way that allows retrieval 

easy even in absence of the person handling those documents.  
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v) Verification Mechanism 

The Directorate of Quality Assurance must visit each service at least twice a year to verify 

compliance  with these general adminsitrative practices. Below is the tool that will be used in 

that verification. 

COMPLIANCE  WITH GENERAL ADMINSITRATIVE PRACTICES 
Service : ……..………………………………………………… 

Date: ……………………………………………………………  

                                                                  

Service area Verification  
1. Staff 
organization   

- Responsibilities of every staff members available   Yes….. No….. 
- Weekly timetable of staff members available         Yes…...No….. 
Comments: 
 
 

2. Planning and 
reporting 

- Action plan of the service available                    Yes…..No….. 
- Copy of performance contract available              Yes…..No…. 
- Schedule of the regular meetings available          Yes…..No….. 
- Minutes of the meetings available                        Yes…..No….. 
  

3.Communication  
and record 
keeping   

- Use of official e-mail                   Yes…. No…. 
- Soft and hard copies of received and sent correspondences well kept        
Yes….No... 
- All the working records clearly filed       Yes….No… 
 
    
 

4. Finance and 
recovery 

- Information on financial calendar given in time   Yes.…No…. 
- Adequate service while submitting bank slip      Yes.…No…   
- Various complaints/requests well addressed     Yes.…No…       
-  Staff were always friendly       Yes.…No…                  
 - Any other problem or positive thing:   
 
 

5. Library services - All needed  books available                 Yes….No… 
- E-books accessed easily            Yes….No… 
- Opening hours appropriate               Yes…No… 
- Library cards given in time    Yes…No… 
- Information on the use of library available   Yes…No…  
- Support in finding needed books well given      Yes…No… 
- Borrowing books easy       Yes…No… 
- Staff always friendly       Yes…No… 
- Any other problem or positive thing:   
 
 

6. Laboratory 
services 
 

- Laboratory activities clear in module description Yes……No…… 
- Laboratory practices done in all relevant modules  Yes……No…… 
- Laboratory activities well planned              Yes…..  No….. 
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- Laboratory practices were sufficient         Yes…..  No….. 
- Support during laboratory activities adequate       Yes…..  No….. 
- Equipment in laboratory adequate                Yes…..  No….. 
- Chemicals and other materials sufficient       Yes…..  No….. 
- Any other problem or positive thing:   
 
 

7. ICT services - Easy access to computers in ICT related modules     Yes…..  No….. 
- Easy access to computers and internet for doing                              
   assignments      Yes…..  No….. 
- Easy access to WIFI     Yes…..  No….. 
- Training in ICT basic skills  adequate     Yes…..  No….. 
- Any other problem or positive thing:  
 
 
 

    

2.2.2  Admission of Students  

 

Admission of students is under the responsibility of Academic Registrar. Criteria for admission 

are given in the General Academic Regulations.  

At admission, a student is given a student card and his file created by the Office of Academic 

Registrar. This Office has established a list of the necessary elements that must be contained in 

the student file.  

For admission at level II and level III, a standing admission committee has been establised 

comprising the Director of Quality Assurance who is the chairperson, Academic Registrar (who 

is the secretary, but the task is done by the admission officer), All the Deans of faculties and 

Heads of Departments.  

This committee has also the responsibility of analysing and making decisions on requests for 

credit transfer.  

No admission beyond level III is allowed.    

2.2.3  Monitoring the Teaching and Learning Practices  

a) Monitoring Availability and Punctuality of Lecturers  

In order to ensure the satisfaction of students who are the key stakeholders of UTAB, the 

Directorate of QA monitors availability and punctuality of lecturers. The quality officer at the 

main campus or Campus Manager at UTAB Kiramuruzi regularly follows up the punctuality and 

availability of lecturers.  
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Every week, the Quality Officer, in collaboration with Human Resource Officer monitor the 

availability and punctuality and, using the template below, report to the Director of QA and 

DVCAR.    

UTAB 

CAMPUS:   ……………………………………………. 

 ACADEMIC ACTIVITIES DURING THE WEEKEND OF: ………………………… 

 

 

(i)Planned Teaching Activities & Lectures’ Attendance 

FACULTY
/ DEPART. 

CLASS MODULE/UNIT LECTURER Observations 
Friday Saturday Sunday 

       
      
      

      

      

      

      

      

N.B:    

 (ii) Examinations 

 

Done at ………….., on ………. 

 

2.2.4  Documenting Teaching Activities 

To keep eveidence of teaching activities, the lecturers must constitute module files for every 

module they teach. Immediately after the module has been taught, a module file must be 

constituted and kept in the office of the Department. Other information such as results of 

examination and numbers of students who attended the examination is added later. 

Below is the form for module files.  

MODULE FILE  

MODULE NAME:  .................................................................................................................                          

................................................................................................................................................. 
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MODULE UNITS: .................................................................................................................. 

     ...................................................................................................................... 

CLASS (LEVEL, OPTION, INTAKE AND PROGRAM): ....................................................... 

…………………………………………………………………………………………………… 

NUMBER OF REGISTERED STUDENTS: ............................................................................... 

LECTURER (S): ........................................................................................................................... 

STARTING DATE: ........................................................................................................ 

ENDING DATE: .......................................................................................................... 

NUMBER OF STUDENTS ATTENDED THE LECTURE: ..................................................... 

EXAMINATION DATE: ............................................................................................................... 

MARKS SUBMISSION DATE: .................................................................................................... 

NUMBER OF STUDENTS ATTENDED THE EXAMINATION: .......................................... 

 

ATTACHMENTS: 

- Teaching Report 

- Lecture Attendance List 

- Examination Attendance List 

- Marks Sheet 

    

2.3 Collecting Information from Students on Teaching and Learning 

The Directorate of QA regularly collects feedback from students on the quality of teaching. The 

results obtained are shared with the deans of faculties and heads of department and lecturers for 

the improvement of teaching.  

The Heads of Departments and Deans must base on the information provided to do regular 

follow up and make sure that improvement of teaching is being done. 
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Below is the form that is used to collect feedback from students on the quality of teaching.  

UNIVERSITY OF TECHNOLOGY AND  

 ARTS OF BYUMBA 
 
DIRECTORATE OF QUALITY ASSURANCE  

EVALUATION OF TEACHING BY STUDENTS (Feedback from students) 

Name of Lecturer:……………………………………………………………………………… 

Faculty:  ………………………………    Level, Program and intake: ……………………………          

Department :  ………………………………….. Academic Year : ……………………………. 

Module unit: ………………………………………………………….. Total marks:  …………..  

Instructions                                                                                                    
This form aims at collecting information from students on the performance of lecturers. Please provide 

information as honestly as possible. Correct information will help UTAB to improve the quality of 

teaching. You are not required to give your name. Read the whole form carefully and fill in the second 

and the last column (tick) and then assign the mark. 

Information provided here is for academic purposes only. Feel free when filling this form. 

Appreciations 

Performances (Tick the number) 

  1 Excellent        : Very high level of performance/knowledge (9-10). 

  2 Very Good     : High level of performance/knowledge (8/10). 

  3 Good              : Normal level of performance/knowledge (7/10). 

 4  Good enough : Sufficient level of performance/knowledge (improvements are needed) (6/10).                  

  5 Insufficient: Low level of performance/knowledge  (failing in many areas)  (5/10). 

                            Criteria Performance Comments( Provide information 
that has motivated your 
appreciation) 

1. Mastery of the subject by the lecturer. 1 2 3 4 5 -Able to explain all the concepts. 
Yes….. No….. 
-Unanswered questions.                
Yes…..No….. 
-Hesitations/uncertainty.               
Yes…. No….. 
-Others : 
 
 

     

 

2. Teaching Methodology. 1 2 3 4 5 -Clear explanations                       
Yes…..No….. 
-Student involvement.                   
Yes…..No…. 
-Practical activities.                       
Yes…..No….. 
-Help to students with difficulties. 
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Yes…..No…. 
-Opportunities for students to 
  express themselves                       
Yes…..No…. 
-Others : 
 
 

3.Availability/ Use /Quality of handouts and other 
references    

1 2 3 4 5 
     

 
 

-Handout at the beginning of the 
course. Yes…No… 
-Handout with all the required parts 
  (Module description, chapters, 
review 
  questions, practical activities)               
Yes….No... 
-Other recommended resources.               
Yes…No... 
 -Others: 
 
 

4. Use of English as language of     instruction. 1 2 3 4 5 -The teacher has difficulties in 
English.  Yes…No… 
-The teacher explains some concepts 
in 
  French/Kinyarwanda:  
  a) to help students.                                 
Yes…No… 
  b) due to his/her own difficulties  
       in English.                                         
Yes…No… 
-Language mistakes in the handout.        
Yes…No… 
-Others: 
 
 

     

 

5. Punctuality and sense of       
    Organization. 

1 2 3 4 5 -The teacher:  
 a) is sometimes absent.                         
Yes….No… 
 b) always begins on time.                       
Yes…No… 
c) leaves class early(before ending 
time).   Yes…No… 
d) does some preparations in the 
classroom. Yes…No… 
-Others: 
 
 
 

     

 

6. Assessment of students’ works. 
 

1 2 3 4 5 -Course works given.                     
Yes……No…… 
-Partial examination given.            
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Yes…..  No….. 
-Marks of course works &  
  Partial exams given before the  
  end of the module                        
Yes….   .No….. 
-Objectivity in marking.                 
Yes….   No….. 
-Others: 
 
 
 

7. Availability for     students’    consultations/  
   students’     support outside the      
   classroom. 

1 2 3 4 5 -Some students wanted to see 
him/her  
 outside the class, but they couldn’t.           
Yes…No… 
-Some students saw him/her outside 
   the classroom but they were not 
satisfied. Yes…No...    
 
        

     

 

8. Conduct outside the classroom. 
 

1 2 3 4 5 -Corrupt behavior (asking students to 
visit  
  him/her at home/borrowing money 
from  
  students/accepting drinks or other 
gifts 
  from students).                                          
Yes…No…. 
-Intimidation of students who have 
  some claims.                                             
Yes….No… 
 
-Role model (setting example of 
good  
  Conduct).                                                  
Yes….No… 
 
-Others: 
 

     

 

 

 

2.3.1 Collecting Information from Students on General Service Delivery  

The Directorate of Quality Assurance quarterly collects information on students’ satisfaction 

with service delivery in various areas including organization of teaching activities, conduct of 

assessment, registry services, finance and recovery services, library services, laboratory services, 

ICT services.  
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The report is submitted to DVCAR and then presented to UTAB Executive Council which 

approves plans for improvement.  

 

UNIVERSITY OF TECHNOLOGY AND ARTS OF BYUMBA 

 

DIRECTORATE OF QUALITY ASSURANCE                                                                       

 
 

EVALUATION OF SERVICE DELIVERY BY STUDENTS (Feedback from students) 
Faculty : ……..………………………… Level, Program and intake: …………………………       

Department : ………………………………………  Date  : ……………………………………… 

Instructions                                                                                                     

This form aims at collecting information from students on service delivery. One of the strategies of 

ensuring quality at UTAB is to regularly collect information from students in order to identify 

weaknesses, challenges and poor practices so that they may be addressed. Information provided here is 

for quality assurance and enhancement purpose only. Feel free when filling this form. 

Appreciations 

Performances (Tick the number) 

  1 Excellent        : Very high level of provision/service delivery (9/10). 

  2 Very Good     : High level of provision/service delivery (8/10). 

  3 Good              : Normal level of provision/service delivery (7/10). 

 4  Good enough : Sufficient level of provision/service delivery (need for improvement)  (6/10). 

  5 Insufficient    : Low level of provision/service delivery (Weaknesses in many areas) (5/10). 

                                                                  

Service area Level of 
satisfaction 

Comments (Provide information that has motivated your 
appreciation) 

1. Teaching and support 
service provision 

1 2 3 4 5 -Teaching timetable given in time           Yes….. No….. 
- Lecturers available as planned.             Yes…...No….. 
- All modules planned were covered       Yes….. No….. 
- Faculty and Department staff always friendly  Yes….. No….. 
-Any other problem or positive thing:   
 
 
 

     

 

2. Assessment practices 1 2 3 4 5 - CAT results given before final exams        Yes…..No….. 
- Final results seen in less than 1 month        Yes…..No…. 
- Students’ complaints well addressed           Yes…..No….. 
- Objectivity in marking                                 Yes…..No….. 
 - Any other problem or positive thing:   
 
 
 

     
 

3.Registry services   1 2 3 4 5 
     

- Process of registration achieved without problem  Yes…No… 
- Student ID card given in time        Yes….No... 
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- All services requested given appropriately    Yes…No… 
- Staff were always friendly       Yes…No… 
- Any other problem or positive thing:   
 
   
 

4. Finance and recovery 1 2 3 4 5 - Information on financial calendar given in time   Yes.…No…. 
- Adequate service while submitting bank slip      Yes.…No…   
- Various complaints/requests well addressed     Yes.…No…       
-  Staff were always friendly       Yes.…No…                  
 - Any other problem or positive thing:   
 
 
 

     

 

5. Library services 1 2 3 4 5 - All needed  books available                 Yes….No… 
- E-books accessed easily            Yes….No… 
- Opening hours appropriate               Yes…No… 
- Library cards given in time    Yes…No… 
- Information on the use of library available   Yes…No…  
- Support in finding needed books well given      Yes…No… 
- Borrowing books easy       Yes…No… 
- Staff always friendly       Yes…No… 
- Any other problem or positive thing:   
 
 
 
 

     

 

6. Laboratory services 
 

1 2 3 4 5 - Laboratory activities clear in module description Yes……No…… 
- Laboratory practices done in all relevant modules  Yes……No…… 
- Laboratory activities well planned              Yes…..  No….. 
- Laboratory practices were sufficient         Yes…..  No….. 
- Support during laboratory activities adequate       Yes…..  No….. 
- Equipment in laboratory adequate                Yes…..  No….. 
- Chemicals and other materials sufficient       Yes…..  No….. 
- Any other problem or positive thing:   
 

     

 

7. ICT services 1 2 3 4 5 - Easy access to computers in ICT related modules     Yes…..  No….. 
- Easy access to computers and internet for doing                              
   assignments      Yes…..  No….. 
- Easy access to WIFI     Yes…..  No….. 
- Training in ICT basic skills  adequate     Yes…..  No….. 
- Any other problem or positive thing:  
 
 
 

     

 

 

2.4  Monioring the Process of Assessment 

Assessment plays a crucial role in teaching and learning and is one the major determining factors 

of quality of education. Therefore a systematic arrangement has been established regulating the 
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various activities related to assessment from the schedule of examinations to the marking and 

submission of results.  

2.4.1 Scheduling Examinations  

UTAB does not follow a semester system in which there is a definite period of exams at the end 

of teaching period. The exams are done continuosly usually after the module has been taught. 

The examinations are scheduled by the Heads of Departments immediately after the module has 

been delivered and the date of examinations must be published 2 weeks in advance.  

Heads of Departments must also make sure that  all the arrangements are respected including the 

timely submission of the papers by lecturers, internal moderation of examinations, provisions for 

invigilation as per UTAB Regulations on the conduct of examination. Below are the forms for 

timetables of examinations which should be done on a monthly basis, examination template, and 

form of internal moderation.  

UNIVERSITY OF TECHNOLOGY AND ARTS OF BYUMBA     

FACULTY: ………………………………………… 

DEPARTMENT: …………………………………. 

TIMETABLE OF EXAMINATIONS    

 

TEMPLATE FOR EXAMINATION PAPER 

FINAL EXAMINATION 
Department:  
Faculty:   
Programme: 
Module Code and Title: Intake:  
Date: Time:  
Duration: Total marks:   
Module leader: Moderator:  

Instructions to the Student 

1. Questions must be attempted in the answer booklet provided. 

2. All queries should be directed to the invigilator; do not communicate or attempt to communicate with any 

other candidate. 

Day and 
Date 

Class or Level, 
intake and 
Program 

Module 
code 

Module name Number of 
students 

Module 
leader 

Invigilators Campus 
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3. You have two hours to complete this paper. You are not allowed to leave the examination room within the 

first hour and in the last 15 minutes of this examination. 

4. This is a CLOSED BOOK examination. 

5.  Choose four questions from the question paper, where question 1 is compulsory.  

6. Please, do not write on the question paper. 

7.  

Note that the instructions to the student must be update by the lecturer 

 

SECTION A (Compulsory) 

1. A case study or a short story  

2. Question one on the case study/ Text/ short story 

SECTION B 

Choose four / three questions of your choice  

3.  

4. 

5. 

Good luck 

Note that case study is only an example. The questions are determined by the module 

learning outcomes. 

 

2.5  Internal Moderation of Exams 

 

Moderation of assessment tasks is part of the assurance of standards – ensuring, and offering 

evidence that we have checked that the tasks we set are of an appropriate standard and do test the 

learning outcomes of a given module. Internal moderation of questions by other academics 

within the institution is desirable for all assessment. 

 

Below is a form that guides the internal moderation of examination questions.  

 

UNIVERSITY OF TECHNOLOGY AND ARTS OF BYUMBA 

INTERNAL MODERATION OF EXAMINATION QUESTIONS 

Examination questions together with module learning outcomes must be given to an academic staff member who is 

not part of the module team but competent in the teaching of the subject matter for comments before the examination 

is given to students. The moderator gives comments on the items in the table below. 

Module name:.............................................................................................................................................. 

Department: ……………………………………… Faculty: ……………………………………………….. 

Date of Examination: ………………………………………… 
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No Item  Comments from the moderator 
1 Overall Format 

(Does the question paper contain all the 
necessary elements: instructions, 
duration, etc? Are they clear enough?) 

   

 

2 Alignment of Questions with 
module learning outcomes (How do 
you rate the alignment of the questions 
with module learning outcomes?) 

 
 
 

 

3 Clarity of Questions 
- Are the questions clear and free of 

ambiguity? 
- Are questions free of typing or any 

other language mistakes? 

 
 
 
 
 
 

4 Duration of examination (Is the time 
given to the examination proportionate 
with the questions? Isn’t it too much nor  
too short?) 

 
 
 
 
 
 

Moderator (Full name and signature): ………………………………………………… 

 

Date:  ………………… 

 

2.5.1 Submission of Examinations 

Examinations to be done on Sunday and Monday must be checked by Quality officer on 

Thursday afternoon before they are submitted to examination officer who checks them for 

compliance with established procedures and then submits them to examination officer. No exam 

will be done if it has not passed through this process. 

2.5.2 Internal Moderation of Marking 

At the end of every trimester, an internal moderation of marking is organized. Under the 

coordination of the Directorate of Quality Assurance, every department organizes internal 

moderation of marking.  

Moderation of marking demonstrates that the marking process has been carried out rigorously, 

fairly and without personal bias. External examiners can handle only a small sample of work, but 

a larger sample should be processed internally. 
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Procedure for Internal Moderation of Marking 

The internal moderation of marking – second-marking, check-marking of a sample – has two 

purposes: (a) to help maintain consistency of standards between modules, and (b) to make 

accidental or deliberate bias in favour of or against a candidate more difficult. It adds to the work 

of the staff, so it should not become so extensive as to double the marking load. It is suggested 

that a sample of about twenty scripts is appropriate: all of a very small module (up to about 25 

students) or a sample of about twenty from a larger module. All assessment tasks counting for 

more than 10 per cent of the module score should be double- or check-marked in this way. The 

sample should contain two elements: (a) fails, best grades and cases from either side of border-

lines (to maintain standards), and (b) a random sample chosen by the second marker from all the 

scripts.  

 

 

2.5.3 External Moderation of Assessment  

At the end of academic year, external examiners are invited to assess overall assessment 

practices. The purpose of external moderation is to ensure that what is being done within UTAB 

conforms to international practices as far as assessment is concerned.  

Each programme should have an external examiner. The external examiner should be someone 

familiar with the subject matter of the programme.  

 

The external examiners will fulfil the two major roles: 

1. Commenting on the marking standards of modules 

2. Assessing the quality of the marking and deliberations process as a whole 

 

The duties of the external examiners include receiving reports from all the module examiners, 

attending the examination board, certifying that regulations have been applied fairly and 

rigorously, and commenting to the Programme Team on elements of staff/institutional practice or 

student performance that seem particularly meritorious or appear in need of improvement in the 

next run of the module (drawing on the module examiner reports as well as his or her own direct 

experience). The term of office as programme examiner should normally not be more than four 

years. They should not have worked or studied at the institution at which they are to examine for 

three years before appointment, they should not be related to anyone in the institution, and they 

should not have examined, supervised, employed or been employed or supervised by any 

member of the programme’s academic staff during the past five years. It is suggested that they 

should normally be of senior lecturer grade or above. 

The external examiners might also be used to comment on proposed substantial modifications to 

the learning outcomes or module content of programmes, between formal validations. 
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After grades have been adjusted as a result of internal moderation, external examiners should 

receive a sample of two scripts from around each borderline and all failed scripts and 

distinctions. They may advise on the fairness or otherwise of the individual failed and 

‘distinction’ scripts but may only comment on the general standard of the remainder, unless it is 

their feeling that the entire module needs to be remarked.  In this case the Dean of Faculty (or the 

Deputy Vice Chancellor Academic if the Dean works on the programme) should determine 

whether to accept the module external examiners' advice that the addition of a constant to all or 

part of the range would be sufficient to meet his or her objections, to ask the external examiner 

remark the scripts, or to appoint a fresh internal marking team. In the last of these cases, a fresh 

sample of scripts should be sent to the module examiner after remarking.  

 

Procedure for the Receipt of External Examiners' Reports 

i. The Directorate of Quality Assurance will be responsible for forwarding reports to: 
(a) The Head(s) of Department for action 

(b) The Programme leader(s)  for information 
ii. When an external examiner has made suggestions that require a response, departments 

should correspond with the external examiner to check that s/he is satisfied with that 

response. 

iii. The Directorate of Quality Assurance will forward the reports and correspondence to the 

Deputy Vice Chancellor Academic with a note of any issues arising. 
 

iv. The Directorate of Quality Assurance will prepare an annual report highlighting themes 

arising from the University external examiners reports.   

 

Form for Internal/External Moderation  

UNIVERSITY OF TECHNOLOGY AND ARTS OF BYUMBA (UTAB)     
 

EVALUATION SHEET FOR INTERNAL/EXTERNAL MODERATORS 

IDENTIFICATION OF THE MODERATOR 

Name of the Moderator  
Grade  
Institution/University  
DETAILS ON THE UNIVERSITY 

Faculty  
Option  
Module  
Number of moderated 
booklets 

 

COMMENTS 
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Excellent: commendable (9/10); Very good: Acceptable (8/10) and Good: The lecturer needs strong advice (7/10) 

Criteria Performance 
 
The assessment questions are in line with the module learning outcomes 

Excellent  
Very good  
Good  

 
The module handout takes into consideration the requirements of the programme 

Excellent  
Very good  
Good  

 
Assessment questions are in line with time allocated to students 

Excellent  
Very good  
Good  

 
The assessment questions test the different levels of educational objectives 

Excellent  
Very good  
Good  

Reearch reports are assessed following the established format and marks 
allocated represent a true and fair view 

Excellent  
Very good  
Good  

Examination answer booklets, questionnaires, marking schemes, assignments, 
industrial attachment/school practice reports and dissertations are well kept  

Excellent  
Very good  
Good  

Industrial attachment/school practice reports are assessed following the 
established format and marks allocated represent a true and fair view   

Excellent  
Very good  
Good  

Assessment questions are moderated before exams are given to students Excellent  
Very good  
Good  

Additional comments (If any):  
 
 
 
 
 
 
COMMENTS ON MARKING 

Guidelines Differences 
Give overall differences relying on marks given bu internal moderators 
and external examiner 
 
Guideline:  
Commendable:  (˃0-1) 
Acceptable : (˃0-1.5) 
Strong measures can be taken: (˃1.5-2) 
 

 

 

Name of the moderator: …………………………………………………………………. 

Signature……………………………………………   Date…………………………….. 
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CHAPTER III: SELF ASSESSMENT AT INSTITUTIONAL LEVEL 
 

The quality of a university is basically made at the level of its core activities: teaching/ 

learning, research and community services. Because university policy, management, and strategy 

have a big influence on the quality of the core activities, it is important to organise a self-

assessment of the institution as a whole. 

The self-assessment provides an opportunity for discovering quality. Therefore the following key 

questions are important: 

 Why do we do what we are doing? Do we indeed do the right things? 

 Do we do the right things in the right way? 

 Do we have a thorough command of the process to actually realise what we want? 

 Do we really achieve what we want? 

An effective self-assessment requires some effort by staff and students. Often, it will require an 

investment of time that has to be taken away from other activities. However, the return and the 

profit of good self-assessment are high. The self-assessment will provide information not known 

to everyone: The information often exists, but only a small group knows it; the facts will have 

another dimension when they are connected to one another. 

3.1  Principles of Effective Self-assessment 

 

Organising an effective self-assessment, one has to take into account some basic principles: 

 Primarily, a self-assessment should never be felt as threatening. A self-assessment should not 

be used to assess an individual, should never be used for punishment or reward, should never 

be used to blame someone. 

 A self-assessment aims at improvement and enhancement of the quality. 

 It is necessary to create a broad basis for the self-assessment and to sensitize staff and 

students. The whole organisation has to prepare itself for it. 

 Looking at quality is more than testing the performance. It also means organisational 

development and shaping the institution. The professional (the staff member) should be made 

responsible for the quality. Everybody has to be involved for real self-assessment. 

 The management of the institution must support fully the self-assessment. Relevant 

information is needed for an effective policy and good management. The self-assessment 

serves to acquire structural insight in performance of the university; 

 Carrying out a critical self-evaluation demands a good organisation. Primarily someone has 

to coordinate the self-assessment process. It would be good to charge someone specifically 

with the self-evaluation project. 

 The coordinator has to meet some requirements:  
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 In order to obtain the required information, it is important that the coordinator has good 

entry at all levels of the institution; 

 Therefore, it is very important that the coordinator has good contacts within the 

university, with the central management as well as with the faculties and the staff 

members; 

 The coordinator must have the authority to make appointments; 

 It is desirable to install a working group in charge of the self-assessment. It is important 

that the group is structured in such a way that the involvement of all sections is assured. 

The working group is in charge of the self-assessment, gathering data, analysing material 

and drawing conclusions. 

 It is assumed that self-assessment is an analysis supported by the whole institution. 

Therefore, it is important that everyone should be at least acquainted with the contents of 

the self-assessment report and should recognise it as a document from his or her own 

institution. The working group might organise a workshop or seminar to discuss the draft 

of the self assessment report. 

 Not everyone has to agree with all the points in the self-assessment report. For, there may 

be disagreement as to what are seen as weaknesses and strengths and what is to be 

considered as the cause of the weaknesses. Should there be very big differences of 

opinion between certain groups or bodies, then the self assessment report should report 

on it. 

 

3.2  Standards and Criteria to Be Applied 

In the self-assessment, an important question is against what standards we will assess the 
quality? UTAB has formulated the standards and criteria, basing on the ones set by Presidential 
Order N°51/01 of 13/07/2010 establishing quality standards in higher learning institutions.  

Before undertaking the self-assessment at institutional level, the persons in charge must carefully 
read the Presidential Order N°51/01 of 13/07/2010 establishing quality standards in higher 
learning institutions and refer to the descriptions of each criteria as found in the decree to fill in 
the table below.  

The self-assessment aims at finding evidence that the institution is meeting the set criteria. 
Therefore, one has to look at the criteria and try to find indications of meeting the criteria: 
• Give a description of the state-of-the-art of the aspect 
• Make a critical analysis of the state-of-the-art (Is one satisfied with it or not?) 
• Describes the strengths and weaknesses concerning the mentioned aspect 
• What evidence is there that you are meeting the criteria? 
• If there are problems or if you are not satisfied, what actions are planned to overcome 
   the shortcomings? 
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3.3  Scheduling a Self-Assessment 

Period  Activity 
2 weeks before the starting of 
self-assessment  

 Appointing the leader of the assessment process 
 Composing the assessment team, including students 

1 week before the starting of 
self-assessment 

 Dividing up the subjects to be dealt with and 
distributing them among the team members 

 Conducting a seminar for the assessment team 
 Distributing the materials  

Time for collecting 
information: 2 weeks 

 Each person responsible for collecting information 
and data, collects that information 

 Writing drafts of the subjects 
1 week after collecting the 
information  

 Discussion on the drafts in the group and writing a 
consolidated report   

2 weeks after collecting the 
information  

Discussion of the consolidated report with all faculty 
staff and students’ representatives during an open 
hearing 

3 weeks after collecting 
information  

Edit the comments of the hearing for the final 
draft  

 
 



REPORT FORMAT FOR THE SELF-ASSESSMENT AT INSTITUTIONAL LEVEL  

 
No Assessed aspect and standards Self-assessment 

Status of compliance Identified gap Statement(s) to 
address identified 
gap 

1 
Infrastructure 
 Teaching accommodation 
 Academic staff accommodation 

 Administration Accommodation 
 Health centre 

 Hostels 
 Student association centre 

 Social and recreation Facilities 
 Canteen 
 Toilets and shower facilities 

   

2 Teaching, Learning 
and Assessment 
 Academic framework, policies and 

procedures for quality management 
 Curriculum design and 

validation 

 Teaching and learning strategy 
 Assessment of students 
 Learning resources and student support 
 Distance learning 

 Information system 

   

3 Research and 
consultancy 
 Policies and procedures 
 Leadership of academic/ 
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scientific research 

4 Academic and other 
staff 
 Academic Staff 
 Administrative, technical and 

support staff 
 Staff development 
 Staff rights and responsibilities 
 

   

5 Students 
 Recruitment and admission of students 
 Students’ rights 
 Student guidance and support 
 Students’ obligations 

   

6 Governance, administration, planning and 
finance 
 Governance 
 Planning 
 Administration 

 Finance 

   

7 Relationship with 
the community 

 

   

8 Code of practice for private 
providers of higher education 
 Display of registration Status 

 Information for students, staff, the public 
and other stakeholders 

 Academic records 
 Quality assurance 

   

 
  



CHAPTER IV: SELF ASSESSMENT AT PROGRAMME LEVEL 
 

This chapter contains guidelines for self-Assessment at program level. These guidelines offer the 

faculties/ departments a tool to carry out the self-assessment and to prepare for the external 

assessment or to improve the quality of their performances. The basis of analysis is a programme 

which is defined as a coherent set of modules leading to a certain degree (bachelor or master). 

We may call the program also a curriculum. Of course, it will be sometimes more practical to 

combine the self-assessment of coherent programs, e.g. English-French, English-Kiswahili, 

English-Kinyarwanda.  

4.1 Areas evaluated during Self Assessment at Programme Level 

a) Teaching and learning provision 

 Curriculum Design, Content and Organisation 

 Teaching, Learning and Assessment 

 Student Progression and Achievement 

 Student Support and Guidance 

 Learning Resources 

 Quality Management and Enhancement 

b) Provision made to support: 

Research, consultancy, knowledge transfer activities and community engagement are 

evaluated. 

 

c) Stakeholders’ satisfaction – programme delivery in line with institution’s and 

stakeholders’ requirements  

o The institution’s mission  

o Forms part of the institutional planning and resource allocation 

o Meets national requirements 

o The needs of students and other stakeholders, and is  

o Intellectually credible.  

 

d) Compliance with quality assurance framework requirements 

 Rwandan National Higher Education Qualifications Framework and the 

associated Code of Practice 

 Benchmarked to regional 

4.2 Aspects and Standards Assessed during Self Assessment at Programme Level 

i) Curriculum Design, Content and Organisation 

 Programmes are designed to meet the needs of students, taking into account 

programme length/duration, modes of attendance, location, structure and sequence, 

optional elements etc.; 
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 Programmes meet the requirements of the Rwandan National Qualifications 

Framework for Higher Education; 

 Programmes go through a validation process which includes an external on the 

validation panel, and are subsequently approved by the Senate prior to their 

accreditation and delivery; 

 The validation process is an established procedure which is thorough, consistent, 

reliable and is in conformity with the national accreditation requirements and 

international norms; 

 How well the intended learning outcomes relate to the overall aims of the programme 

and whether they enable the aims, to be met 

 Programmes are periodically reviewed to ensure that they remain up to date and 

relevant to the needs of student, employers, the Rwandan economy and regional 

trends; 

 There is an established system of regular liaison between the institution and industry, 

public agencies, professional bodies and other potential end-users; 

 Curricula aims and objectives are explicit and known to staff and students. 

 The teaching staff establishment is sufficient to deliver the curricula. 

 The teaching staff complement is suitable for the curricula, in terms of the mix of 

qualifications and skills, experience, aptitudes, age, status, etc. 

 There is adequate support in terms of library, technician, administrative, student 

services, staffing, etc. 

 Staff resources are effectively deployed:  roles and relationships are well defined and 

understood; duties allocated are appropriate to qualifications, experience and aptitude; 

there is provision for review, consultation and redeployment. 

 Staff development needs are systematically identified, in relation to individual 

aspirations, the curricula and institutional requirements. 

 All staff, academic and non-academic, are given the opportunity with necessary 

support to undertake appropriate staff development related to identified needs: 

induction, in-service training, consultancy, research and other scholarly activities. 

 The design and content of each programme evaluated in relation to the potential for 

enabling students to achieve the intended learning outcomes. Sources of information 

may include review reports, course and student handbooks and module descriptions. 

The reviewers will want to know how appropriate sections of the Code of Practice are 

met/ the timetable for coming into compliance. 

 Reviewers will be able to judge whether the curriculum is appropriate to each stage of 

the programme(s) and to the level of the award(s). 
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ii) The Teaching, Learning and Assessment Strategy 

This is concerned with approaches used in teaching, learning and assessment and an evaluation 

of how successful they are. The self-evaluation should review the effectiveness of student 

assessment in measuring the achievement of the intended learning outcomes. 

 The academic environment, physical and social, is generally conducive to learning, 

and the level of research and other scholarly activities is appropriate to the level of 

teaching: 

 Teaching accommodation is sufficient in quantity and is appropriate for the curricula 

on offer and for the full range of students. 

 There are adequate specialist facilities - including practical and experimental learning 

facilities - for the curricula on offer. 

 Ancillary facilities - staff accommodation, storage space, preparation rooms, amenity 

accommodation etc. - are adequate. 

 The physical environment is adequately maintained in terms of safety, cleanliness, 

repairs and decor. 

 Accommodation, especially specialist accommodation, is optimally used as evidenced 

by suitable plans, schedules, timetables and control systems. 

 Teaching and learning are based on explicit learning outcomes which are consistent 

with programme aims. 

 Teaching methods are innovative, varied, and appropriate to the stated learning 

outcomes and make effective use of available facilities, equipment, materials and 

aids. 

 Teaching is well planned and prepared and effectively performed, taking account of 

the needs of all categories of students 

 The style and pace of teaching and learning takes due account of the nature of the 

curricula, students’ varied abilities and prior learning, and the specific needs of the 

very able or weak students equally. 

 Teaching approaches encourage independent learning with critical thinking and 

students take responsibility for their own learning. 

 Learning is enriched by appropriate reference to cross-curricular links, current 

research, industrial applications and development of generic skills such as 

communication and teamwork. 

 Learning programmes are effectively organized and managed. 

 Teaching programmes are clearly articulated, made known to students and regularly 

monitored. 

 Coursework and assessment are systematically scheduled. 

 Feedback is regularly obtained from students and employers, and analysed and acted 

upon as appropriate. 

 Students’ needs for guidance and support are recognised and provision made for 

advice and assistance in the curricular, vocational and personal domains. 
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- Responsibility for particular aspects of student support is clearly located and 

effective liaison maintained between arrangements at all levels. 

- Adequate provision is made for information and advice to potential students 

during the application and enrolment phases. 

- Students are effectively supported during their studies by systems of induction, 

course tutors, personal tutors and provision for remediation and curricular choice. 

- Students are adequately prepared for the next stage of study or employment by 

appropriate contacts, information, advice and training. 

 A range of assessment methods including coursework, projects, research and 

examinations, etc is used in a planned manner to serve diagnostic, formative and 

summative purposes. 

- Assessment schemes are compatible with the aims and aspects of the curricula as 

taught. 

- The scope and weighting of assessment schemes are clear and known to all 

concerned and the standards applied are explicit and consistent across the 

curricula. 

- Procedures are regularly applied to ensure that, as far as possible, assessment 

schemes are valid, reliable and fairly administered. 

- Coursework is regularly set and assessed and is at the appropriate level of 

attainment. 

- Coursework faithfully reflects the full range of curricular aims, including the 

development of generic skills. 

- Student achievement, as represented by their coursework, is comparable with that 

of students on similar courses elsewhere. 

- Students’ performance and attitudes indicate a positive and successful learning 

experience. 

- A systematic procedure for keeping record of student progress, for providing 

feedback to students and taking corrective action where necessary is effectively 

employed. 

- Students have ready access to reasonable appeal procedures. 

 A committee comprising the institution and industry and other principal stakeholders 

meets regularly for the purposes of manpower planning. 

 An active interface exists with industries for the purposes of identifying programmes 

of study and suitable work experience compatible with the students’ programme. 

 The industrial sector is encouraged to participate in curriculum design and validation. 

- Results are monitored and analysed and appropriate action taken to enhance 

performance. 

 Quality Control arrangements at institutional, department, subject and/or course level 

are consistent and coherent. 



40 
 

 Quality standards, policies and strategies, are consistently applied and periodically 

reviewed within the cognate subject area. 

 There is a general commitment to excellence in teaching and learning, apparent in 

staff and student attitudes in all aspects of provision. 

 Reviewers will evaluate whether student achievement meets expectations. Sources of 

information will include external examiner reports, assessment board minutes, 

samples of student work, and statistical data on achievement and career destination. 

Review activities will include discussions with teaching teams, internal examiners, 

students and graduates.  

 As a result of these activities, the reviewers should be able to judge whether 

appropriate standards are being met.  

 

iii) Student Progression and Achievement 

The effectiveness of the strategies for the recruitment, admission and academic support, and 

guidance to facilitate students’ progression and completion of a programme 

 The effectiveness of the arrangements for recruitment, admission and induction; 

 The overall strategy for student support and its relationship to the student profile, and the 

overall aims of the programme; 

 How learning is facilitated by academic guidance, feedback and supervisory 

arrangement; 

 the arrangements for academic tutorial support and their communication to staff and 

students, and how staff are enabled to provide the necessary support to students; 

 The quality of written guidance; 

 The extent to which arrangements are in place and effective in facilitating student 

progression towards successful completion of their programme; 

 The Reviewers will evaluate the appropriateness of the overall strategy for academic 

support, including written guidance, and the extent to which it is consistent with the 

student profile, and the overall aims of the programme. They will evaluate whether there 

is appropriate matching of the abilities of the students recruited to the demands of the 

programme and whether there are appropriate arrangements for academic guidance and 

support to facilitate progression, completion and non-completion. Reviewers will 

consider progression within programmes as well as non-completion rats. Sources of 

evidence may include statistical data on applications, admission, progression and 

completion, policy statements on admission and learning support, course and student 

handbooks, student evaluation, induction and tutorial support and discussions with staff 

and students.  

 

iv) Student Support and Guidance 

Student Support and Guidance provided by the subject team/faculty and otherwise in the 

institution: 
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 Personal tutoring system; 

 Personal Development Planning; 

 Student Guidance. 

 

v) Learning Resources 

 There are sufficient physical resources to deliver the curricula, including equipment, 

materials and Information and Communications Technology. 

 Equipment is up-to-date, readily available and effectively deployed. 

 Library, audio-visual, internet access, appropriate software and hardware and other 

academic services are adequate for the curricula. 

 Staffing levels and the suitability of staff qualifications and experience, including 

teaching and non-teaching staff; 

 Staff development opportunities including induction and mentoring for new staff , and 

whether opportunities are taken; 

 Computing hardware, and both general and subject specific software availability and 

currency; 

 Accessibility , including times of opening and opportunities for remote access, and 

induction and user-support provision; 

 Suitability of the staff and teaching accommodation in relation to the teaching and 

learning strategy and the provision of support for students. 

 The reviewers will evaluate how effectively learning is facilitated through the overall 

deployment of resources, including whether appropriate technical and administrative 

support is made available and the appropriateness of staff development strategy and 

practice. Sources of information will include direct observation of physical resources, 

internal review documents and minutes of meetings, equipment lists, staff curricula vitae, 

external examiners/reviewers reports and staff development documents. The reviewers 

will meet staff and students. 

 As a result of these activities, the reviewers will be able to judge whether the learning 

resources available successfully underpin the programmes and whether there are 

appropriately qualified staff who are contributing effectively to the achievement of the 

intended learning outcomes. 

 

vi) Quality Management and Enhancement 

Quality Management and Enhancement policies, practices and procedures including: 

 The institutions approach to quality assurance and the effectiveness of the approach for 

the subject (s) under review; 

 The use made of quantitative data and qualitative feedback from students, external 

examiners and other stakeholders in a strategy of enhancement and continuous 

improvement; 

 The institutions responsiveness to internal and external review and assurance processes; 
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 The accuracy of the self-evaluation; 

 The reviewers will evaluate how well the internal mechanisms for assuring academic 

standards and quality are working. Sources of evidence will include student and staff 

feedback, external examiners reports, quantitative data, employer’s views, internal review 

reports. 

 

vii) Research, Consultancy and Knowledge Transfer from the Research and consultancy 

undertaken by academic staff in the subject area including registration for masters 

and PhDs: 

 The research undertaken by staff in the last three years is adequate to underpin the 

curriculum at the levels of qualifications taught; 

 The research contributes to the social and economic development of Rwanda? 

 A detailed list of all consultancies undertaken by staff in the last three years demonstrates 

that the institution is providing expertise to support the social and economic development 

of Rwanda. 

 Staff are registered for post graduate qualifications in areas that will support the 

enhancement of higher education provision by the provider; 

 PhD research is in areas that will support the social and economic development of 

Rwanda; 

 In areas where staff are not engaged in research and/or cutting edge consultancy the 

evidence of scholarly activities being undertaken is sufficient to ensure that students are 

being given access to recent and relevant knowledge. 

 

viii) Compliance with the Rwandan National Qualifications Framework for Higher 

Education and the Code of Practice 

 All qualifications conform with the Rwandan Qualifications Framework for Higher 

Education; 

 The institution is in conformity with the requirements of the Code of Practice; 

 The institution is using the toolkits provided with the Code of Practice. 

 



S/N Assessed Aspects and Standards 
Self- Assessment 

Status of compliance Identified gaps Statement(s) to address 
identified gaps 

i Curriculum Design, Content and Organisation 
 Programmes are designed to meet the needs of 

students, taking into account programme 
length/duration, modes of attendance, location, 
structure and sequence, optional elements etc.; 

 Programmes meet the requirements of the 
Rwandan National Qualifications Framework 
for Higher Education; 

 Programmes go through a validation process 
which includes an external on the validation 
panel, and are subsequently approved by the 
Senate prior to their accreditation and delivery; 

 The validation process is an established 
procedure which is thorough, consistent, 
reliable and is in conformity with the national 
accreditation requirements and international 
norms; 

 How well the intended learning outcomes relate 
to the overall aims of the programme and 
whether they enable the aims, to be met 

 Programmes are periodically reviewed to 
ensure that they remain up to date and relevant 
to the needs of student, employers, the 
Rwandan economy and regional trends; 

 There is an established system of regular 
liaison between the institution and industry, 
public agencies, professional bodies and other 
potential end-users; 

 Curricula aims and objectives are explicit and 
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known to staff and students. 

 The teaching staff establishment is sufficient to 
deliver the curricula. 

 The teaching staff complement is suitable for 
the curricula, in terms of the mix of 
qualifications and skills, experience, aptitudes, 
age, status, etc. 

 There is adequate support in terms of library, 
technician, administrative, student services, 
staffing, etc. 

 Staff resources are effectively deployed:  roles 
and relationships are well defined and 
understood; duties allocated are appropriate to 
qualifications, experience and aptitude; there is 
provision for review, consultation and 
redeployment. 

 Staff development needs are systematically 
identified, in relation to individual aspirations, 
the curricula and institutional requirements. 

 All staff, academic and non-academic, are 
given the opportunity with necessary support to 
undertake appropriate staff development related 
to identified needs: induction, in-service 
training, consultancy, research and other 
scholarly activities. 

 The design and content of each programme 
evaluated in relation to the potential for 
enabling students to achieve the intended 
learning outcomes. Sources of information may 
include review reports, course and student 
handbooks and module descriptions. The 
reviewers will want to know how appropriate 
sections of the Code of Practice are met/ the 
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timetable for coming into compliance. 

 Reviewers will be able to judge whether the 
curriculum is appropriate to each stage of the 
programme(s) and to the level of the award(s). 

ii Teaching, Learning and Assessment Strategy 
 The academic environment, physical and 

social, is generally conducive to learning, and 
the level of research and other scholarly 
activities is appropriate to the level of teaching: 

 Teaching accommodation is sufficient in 
quantity and is appropriate for the curricula on 
offer and for the full range of students. 

 There are adequate specialist facilities - 
including practical and experimental learning 
facilities - for the curricula on offer. 

 Ancillary facilities - staff accommodation, 
storage space, preparation rooms, amenity 
accommodation etc. - are adequate. 

 The physical environment is adequately 
maintained in terms of safety, cleanliness, 
repairs and decor. 

 Accommodation, especially specialist 
accommodation, is optimally used as evidenced 
by suitable plans, schedules, timetables and 
control systems. 

 Teaching and learning are based on explicit 
learning outcomes which are consistent with 
programme aims. 

 Teaching methods are innovative, varied, and 
appropriate to the stated learning outcomes and 
make effective use of available facilities, 

   



46 
 

equipment, materials and aids. 

 Teaching is well planned and prepared and 
effectively performed, taking account of the 
needs of all categories of students 

 The style and pace of teaching and learning 
takes due account of the nature of the curricula, 
students’ varied abilities and prior learning, and 
the specific needs of the very able or weak 
students equally. 

 Teaching approaches encourage independent 
learning with critical thinking and students take 
responsibility for their own learning. 

 Learning is enriched by appropriate reference 
to cross-curricular links, current research, 
industrial applications and development of 
generic skills such as communication and 
teamwork. 

 Learning programmes are effectively organized 
and managed. 

 Teaching programmes are clearly articulated, 
made known to students and regularly 
monitored. 

 Coursework and assessment are systematically 
scheduled. 

 Feedback is regularly obtained from students 
and employers, and analysed and acted upon as 
appropriate. 

 Students’ needs for guidance and support are 
recognised and provision made for advice and 
assistance in the curricular, vocational and 
personal domains. 
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- Responsibility for particular aspects of 
student support is clearly located and 
effective liaison maintained between 
arrangements at all levels. 

- Adequate provision is made for 
information and advice to potential 
students during the application and 
enrolment phases. 

- Students are effectively supported during 
their studies by systems of induction, 
course tutors, personal tutors and provision 
for remediation and curricular choice. 

- Students are adequately prepared for the 
next stage of study or employment by 
appropriate contacts, information, advice 
and training. 

 A range of assessment methods including 
coursework, projects, research and 
examinations, etc. is used in a planned manner 
to serve diagnostic, formative and summative 
purposes. 

- Assessment schemes are compatible with 
the aims and aspects of the curricula as 
taught. 

- The scope and weighting of assessment 
schemes are clear and known to all 
concerned and the standards applied are 
explicit and consistent across the curricula. 

- Procedures are regularly applied to ensure 
that, as far as possible, assessment 
schemes are valid, reliable and fairly 
administered. 

- Coursework is regularly set and assessed 
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and is at the appropriate level of 
attainment. 

- Coursework faithfully reflects the full 
range of curricular aims, including the 
development of generic skills. 

- Student achievement, as represented by 
their coursework, is comparable with that 
of students on similar courses elsewhere. 

- Students’ performance and attitudes 
indicate a positive and successful learning 
experience. 

- A systematic procedure for keeping record 
of student progress, for providing feedback 
to students and taking corrective action 
where necessary is effectively employed. 

- Students have ready access to reasonable 
appeal procedures. 

 A committee comprising the institution and 
industry and other principal stakeholders meets 
regularly for the purposes of manpower 
planning. 

 An active interface exists with industries for 
the purposes of identifying programmes of 
study and suitable work experience compatible 
with the students’ programme. 

 The industrial sector is encouraged to 
participate in curriculum design and validation. 

- Results are monitored and analysed and 
appropriate action taken to enhance 
performance. 

 Quality Control arrangements at institutional, 
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department, subject and/or course level are 
consistent and coherent. 

 Quality standards, policies and strategies, are 
consistently applied and periodically reviewed 
within the cognate subject area. 

 There is a general commitment to excellence in 
teaching and learning, apparent in staff and 
student attitudes in all aspects of provision. 

 Reviewers will evaluate whether student 
achievement meets expectations. Sources of 
information will include external examiner 
reports, assessment board minutes, samples of 
student work, and statistical data on 
achievement and career destination. Review 
activities will include discussions with teaching 
teams, internal examiners, students and 
graduates.  

 As a result of these activities, the reviewers 
should be able to judge whether appropriate 
standards are being met.  
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iii 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student Progression and Achievement 
 The effectiveness of the arrangements for 

recruitment, admission and induction; 

 The overall strategy for student support and its 
relationship to the student profile, and the 
overall aims of the programme; 

 How learning is facilitated by academic 
guidance, feedback and supervisory 
arrangement; 

 the arrangements for academic tutorial support 
and their communication to staff and students, 
and how staff are enabled to provide the 
necessary support to students; 

 The quality of written guidance; 

 The extent to which arrangements are in place 
and effective in facilitating student progression 
towards successful completion of their 
programme; 

 The Reviewers will evaluate the 
appropriateness of the overall strategy for 
academic support, including written guidance, 
and the extent to which it is consistent with the 
student profile, and the overall aims of the 
programme. They will evaluate whether there 
is appropriate matching of the abilities of the 
students recruited to the demands of the 
programme and whether there are appropriate 
arrangements for academic guidance and 
support to facilitate progression, completion 
and non-completion. Reviewers will consider 
progression within programmes as well as non-
completion rats. Sources of evidence may 
include statistical data on applications, 
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admission, progression and completion, policy 
statements on admission and learning support, 
course and student handbooks, student 
evaluation, induction and tutorial support and 
discussions with staff and students.  
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iv Student Support and Guidance 
 Personal tutoring system; 
 Personal Development Planning; 
 Student Guidance. 
 

   

v Learning Resources 
 There are sufficient physical resources to 

deliver the curricula, including equipment, 
materials and Information and Communications 
technology. 

 Equipment is up-to-date, readily available and 
effectively deployed. 

 Library, audio-visual, internet access, 
appropriate software and hardware and other 
academic services are adequate for the 
curricula. 

 Staffing levels and the suitability of staff 
qualifications and experience, including 
teaching and non-teaching staff; 

 Staff development opportunities including 
induction and mentoring for new staff , and 
whether opportunities are taken; 

 Computing hardware, and both general and 
subject specific software availability and 
currency; 

 Accessibility, including times of opening and 
opportunities for remote access, and induction 
and user-support provision; 

 Suitability of the staff and teaching 
accommodation in relation to the teaching and 
learning strategy and the provision of support 
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for students. 

 The reviewers will evaluate how effectively 
learning is facilitated through the overall 
deployment of resources, including whether 
appropriate technical and administrative 
support is made available and the 
appropriateness of staff development strategy 
and practice. Sources of information will 
include direct observation of physical 
resources, internal review documents and 
minutes of meetings, equipment lists, staff 
curricula vitae, external examiners/reviewers 
reports and staff development documents. The 
reviewers will meet staff and students. 

 As a result of these activities, the reviewers 
will be able to judge whether the learning 
resources available successfully underpin the 
programmes and whether there are 
appropriately qualified staff who are 
contributing effectively to the achievement of 
the intended learning outcomes. 
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vi Quality Management and Enhancement 
 The institutions approach to quality assurance 

and the effectiveness of the approach for the 
subject (s) under review; 

 The use made of quantitative data and 
qualitative feedback from students, external 
examiners and other stakeholders in a strategy 
of enhancement and continuous improvement; 

 The institutions responsiveness to internal and 
external review and assurance processes; 

 The accuracy of the self-evaluation; 

 The reviewers will evaluate how well the 
internal mechanisms for assuring academic 
standards and quality are working. Sources of 
evidence will include student and staff 
feedback, external examiners reports, 
quantitative data, employer’s views, internal 
review reports. 

 
 

  

vii Research, Consultancy and Knowledge Transfer 
 The research undertaken by staff in the last 

three years is adequate to underpin the 
curriculum at the levels of qualifications 
taught; 

 The research contributes to the social and 
economic development of Rwanda? 

 A detailed list of all consultancies undertaken 
by staff in the last three years demonstrates that 
the institution is providing expertise to support 
the social and economic development of 
Rwanda. 

 Staff are registered for post graduate 
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qualifications in areas that will support the 
enhancement of higher education provision by 
the provider; 

 PhD research is in areas that will support the 
social and economic development of Rwanda; 

 In areas where staff are not engaged in research 
and/or cutting edge consultancy the evidence of 
scholarly activities being undertaken is 
sufficient to ensure that students are being 
given access to recent and relevant knowledge. 

viii Compliance with the Rwandan National 
Qualifications Framework for Higher Education 
and the Code of Practice 
 All qualifications conform with the Rwandan 

Qualifications Framework for Higher 
Education; 

 The institution is in conformity with the 
requirements of the Code of Practice; 

 The institution is using the toolkits provided 
with the Code of Practice. 

 
 
 
  

  

 

  



CHAPTER V: EXTERNAL QUALITY ASSURANCE 
 

Two types of external assessment are used to ensure the quality of educational programmes at 

UTAB: (1) External assessment by expert team at programme level and (2) external 

moderation at subject level.    

5.1 External Assessment at Programme Level 

Before an external expert team starts the site visit to the university, the Faculty/ department 
responsible for the program concerned should have carried out a self-assessment of the 
program(s) to be assessed. 

A self-assessment is an important instrument in the hands of a university when it comes to 
seeing what quality it offers. A good self-assessment, done very carefully, critically and 
analytically offers the faculty/department a good view on the state-of-the-art and on the quality 
itself. However, a self-assessment is not enough. We all have blind spots and take things for 
granted. Therefore, an outsider’s view of the performance is needed. The outsider can hold up 
a mirror to you and can find it much easier to spot your weaknesses and strengths. 

External assessment will also be regularly done by external examiners who carefully assess the 
process of evaluation of students’ learning.  

An external assessment is important because it gives authority to the findings of the self 
assessments. It also delivers confidence to stakeholders; provides evidence of quality to the 
public; and shows that the standards agreed upon by the competent authorities are being 
implemented. At the same time, it provides mechanisms for continuous quality improvement in 
the sustainability and development of the program and buffers against pressures to lower 
quality standards. 

External quality assessment contributes to the recognition and acceptance of programs that 
have demonstrated their competence and quality according to standards set by the field or 
profession leading towards harmonization of higher education in the region. Graduates of these 
programs are likewise recognized for their competent training and employability. External 
assessment also provides opportunities for accessing funding for research and instruction. 

 

5.1.1  Preparing the Assessment 

An external assessment requires good preparation. The role of the experts is not an easy one. 
The expert team has to combine various functions. The team will: 

 Check the outcomes of the self-assessment 
  Reflect on the self-assessment 
 Engage in dialogue and discussion with staff and students 
 Act as an auditor. 
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An external expert team is required to combine two missions: 

a) The team members should listen to the faculty and act as colleagues, using their 
expertise and experience to offer advice and recommendations. 

b) At the same time, the team has to write a report that might be made public or remain 
confidential. However, the team will give its independent verdict on the quality in that 
report. In one way the team of experts has to act collegially and in the other way it has 
to remain independent. It will not always be easy to combine the divergent roles. 

 

5.1.2 The Expert Team 

Composition of the team 
An effective expert team, commissioned to carry out an external assessment, may have at least 
5 members. Membership of an expert team should include: 

i. A chair-person, totally independent and unconnected with the program to be assessed. 
The chair does not need to be an expert in the field, but should have the confidence of 
those who are in the team. If possible, the chair should have experience with 
management structures in higher education institutions and with the developments that 
have taken place over the last few years 

ii. Two experts on the subject area/discipline in question 
iii. An expert from the labour market area taking up graduates and/or from the professional 

association 
iv. An expert on education/learning processes. 

The Secretary 
It is important that an expert team has a secretary. In addition to his or her duties as secretary 
described below, he or she also acts as project leader during the assessment.  

The secretary: 

 supervises the formulation of the frame of reference; 
 checks the self-evaluation report for completeness and compliance with the 

requirements made on it; 
 maintains contact with the faculty/department about the planning of the assessment; 
 performs various preparatory activities for the team, including a comparative analysis 

of a number of aspects of the self-evaluation reports; 
 makes preparations for the team’s first visit; 
 files the documents referring to the assessment process. 

Once the team has been installed, the secretary has the following three-fold task: 

i.  to monitor the team’s working procedure and compliance with the assessment 
protocol: His or her primary responsibility is to monitor the assessment process. Is the 
panel following the guidelines laid down for it? Is it maintaining its independence? Are 
agreed procedures followed? Are all facets of quality considered? 
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ii. to support the team with specific expertise: The secretary supports the team in the 
fulfillment of its duties. As the chairman’s right-hand person, he or she plays an active 
role in drafting the assessment reports. Although not formally a member of the team, 
the secretary does contribute specific skills in the fields of quality assessment and 
policy development in higher education. 

iii. to archive the audit trail: The secretary is responsible for keeping the documents 
relating to each assessment at least until the end of the assessment procedure. 

 Preparation of the experts 
In general, the task of the expert team can be described as follows: 

 To form an opinion about the standard of the program and the quality of the 
educational process, including the organisation of education and the standard of the 
graduates on the basis of information supplied by the faculty and by means of 
discussions held on site. In assessing quality, the team must look at the 
requirements and expectations of the student, the faculty/discipline and society, and, 
in particular, prospective employers. 

 To make suggestions on quality improvement: An assessment team trying to fulfil 
its task will encounter a lot of problems, because the generally formulated task 
means that the team will tend to form opinions about everything. 

The training 
Assessing quality is a specific skill. Normally, experts in a team are specialists in a discipline 
and do not have much experience in evaluation or quality assessment. Therefore, the experts 
must be trained beforehand. 
All members should have knowledge of the basic ideas of quality and quality assurance; they 
all need to be aware of the dos and don’ts. The basic elements of the training are: 

 What is quality? 
 How can quality be measured? 
 How to use the quality model? 
 How to cope with criteria and standards set by competent authorities? 
 How to formulate a frame of reference for the assessment? 
 How to read the self-assessment report? 
 How to formulate questions? 
 How to organise the interviews? 
 How to behave during the assessment? 

 
5.1.3 Preparatory work of the team members 

As soon as the faculty has sent the self-assessment report to the assessment team, the members 
will study the report carefully before the team comes together in a preliminary meeting. As a 
starting point for the discussions during the preliminary meeting, each member will be invited 
to answer the following questions with regard to the self-assessment report: 

 Is the report sufficiently critical and analytical? 
 Have the problems that face the faculty been clearly formulated?  
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 Has the faculty indicated clearly how it will cope with the problems? 
 Are you able to form a picture of the content of the curriculum, given the description 

in the report? 
 Have the objectives (expected learning outcomes) been satisfactorily operationalised? 
 Do you think the objectives and goals have been satisfactorily translated into the 

program? 
 Do you think the curriculum reflects sufficient academic content? 
 Is the curriculum well balanced? 
 Can the program, as described in the report, be done in the set time? 
 Do you think it is possible to produce good graduates with this curriculum? 

The members will submit the answers to these questions to the chairperson of the team, who 
will compare the information and see if the SAR was adequate for the site-visit. If not, the 
chairperson can ask for additional information. 

By answering these questions, the member is not tied to a final verdict. It is only a first 
impression, based on written information. During the site visits there will be time for 
developing a better-informed opinion. 

A second responsibility for the members to complete beforehand involves studying some 
student projects/thesis works. A final project is an important assessment tool, since it helps the 
team members gain insight into the content and level of the program. Final project/thesis 
reflects how well students can apply the knowledge, skills and attitude acquired during their 
studies to the independent planning and execution of a task of current relevance. By reviewing 
the content of a number of final year projects and the marks assigned to them by the 
teaching staff of the program under review, the team also gains an insight into the standards 
and criteria applied by the teaching staff and hence into the way the teaching staff monitor 
the achievement of the learning outcomes expected within the framework of the program. This 
is why it is important that the team also studies examples of this final year project. The best 
way to do this is to ask the faculties to send a list with titles of final year projects that have 
passed the assessment. The chairperson will submit the list to the members, who may mark 
the final year projects that they wish to read. Every member will read at least two final year 
projects from the faculty. In assessing the final year essay or thesis of the final year project, 
each team member will give an opinion on the following aspects: 

 Have the objectives of the essay and/or the hypothesis been satisfactorily formulated? 
 Does the author adhere to the formulated objectives? Is the argumentation logical 

and consistent? 
 Are the conclusions consistent with the presented material? Is the method used correct? 
 Does the author present his/her material in such a way that the research can be 

checked? 
 Have the basic concepts been clearly defined and operationalised? 
 Has the chosen method and technique been applied correctly? Are notes and references 

clearly and consistently edited? How is the style of writing to be assessed? 
 Is the author well acquainted with the literature in the field of his/her subject? 
 When you mark the essay, what grade would you give? 
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The verdicts on the final year projects will be discussed during the preliminary meeting. 

14 

4.1.4 The Assessment Protocol 

 
The frame of reference to be formulated by the expert team is not a sketch of an ideal 
curriculum, but should be considered as a set of minimum requirements for a program as seen 
by the team. It contains the minimum requirements for graduates to meet in a special field. 
What makes a biologist a biologist? What makes an electrical engineer an electrical engineer? 
 
The frame of reference is the general assessment protocol, but filled in with subject specific 
or discipline specific aspects. In formulating the frame of reference, the expert committee will 
have to take into account the cells for the assessment of the quality of the program(s) as used 
for the self assessment: 

- Requirements of stakeholders 
- Expected learning outcomes 
- Program content 
- Program specification or description 
- Program organisation 
- Didactic concept/teaching/learning strategy 
- Student assessment 
- Quality of academic staff 
- Quality of the support staff 
- Student profile 
- Student advice/support 
- Facilities & infrastructure 
- Student evaluation 
- Curriculum design & evaluation 
- Staff development activities 
- Benchmarking 
- Achievements /graduates 
- Satisfaction of stakeholders 

 



61 
 

 
Figure 5: An analysis model for the self-assessment of Teaching and Learning  
Source: IUCEA (2010) 
 
 

4.1.5  Formulating the Findings 

 
The best method is as follows: 

 completion of the checklist by the individual members 
 discussion of topics to be treated in the oral report 
 formulation of the oral report by chairman and secretary. 

 
The committee members are requested to give a mark between 1 and 7 for the various 
aspects. The reason for this is twofold: on one hand, it confronts the team with possible 
discrepancies between the verbal verdicts and the graded verdicts after processing the 
information. On the other hand, this grading is necessary for the final report. 
 
To have some idea of the value of the figures, bear the following ideas in mind: 
 Score 1-2 when you believe this aspect should be considered as critical. The university 

senate or faculty board have to act directly. Something has to be done and 
cannot wait. 

 Score 3 when you believe this aspect is unsatisfactory. It must be improved, but does 
not directly threaten the quality of the graduate. 

 Score 4 when you believe the situation is satisfactory. The faculty may be satisfied, 
but there is no reason to be proud. 

 Score 5 when you believe this topic can be assessed as more than satisfactory, but 
not excellent. 
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 Score 6 when you believe this topic can be assessed as more than satisfactory and 
can be seen as an example of good practice. 

 Score 7 when you believe this topic can be assessed as excellent. The faculty can 
be proud of it and it is certainly a strong point. 

 
After completing the checklist, the chairperson will draw up an inventory of the topics to be 
treated in the oral presentation. Therefore, it will be handy to mark the topics in the checklist. 
The chair will formulate the content of the oral presentation, based on the discussions with all 
members. 
 
The oral presentation 
The oral presentation to the faculty board at the end of the visit holds a special position in 
the process. Sometimes, findings and conclusions are not really suitable for the report, but 
the team would like to make a critical statement about them. In that case, the oral presentation 
can be used to formulate strongly worded recommendations. In order to do justice to 
this principle, the oral presentation is not public; the team reports to the faculty board. The 
chairperson should stress that this is an interim report; some conclusions may change during 
the final discussion on the report. It is advisable not only to mention the faculty’s weaknesses, 
but also its strengths. 
 
The expert team’s report 
 
After a visit to the faculty, the chairperson will write a first draft of the report, using the 
completed checklists and the minutes of the oral presentation.  
 
Table ….. Content of an assessment report 
 
 
 
Introduction 
 Background of the external –assessment: Why is the assessment done? 
 Composition of the team 
 Short description of the university and the department responsible for the curriculum 
 Short description of the program ( in such a way that an outsider has a good idea 

about the content of the program) 
Chapter 1: Requirements of stakeholders and expected learning outcomes 
 
Chapter 2: The process 
2.1 Program specification 
2.2 Program content 
2.2. Program organisation 
5.2.3 Didactic concept 
5.2.4 Student assessment 
Chapter 3 The input 
3.1 Quality of academic staff 
3.2 Quality of support staff 
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3.3. The students 
3.4. Student advice/support 
3.3 Facilities and infrastructure 
Chapter 4: Quality assurance 
4.1 Student evaluation 
4.2 Curriculum design 
4.3. Staff development activities 
4.4. Benchmarking 
4.4 Feedback stakeholders 
Chapter 5: achievements and graduates 
5.1 Achieved outcomes (graduates)/graduate profile 
5.2. Pass rate and dropout rate 
5.3. Average time to degree 
5.4 Employability 
Chapter 6: Stakeholder satisfaction 
6.1. Opinion - Students 
6.2. Opinion - Alumni (graduates) 
6.3. Opinion - Labour market 
6..4 Opinion - Society 
Chapter 7 Strengths-weaknesses analysis 
7.1 Summary of strengths 
7.2 Summary of weaknesses 
7.3 Summary of the recommendations 
 
 
4.2 External Moderation of Assessment 

 
At the end of academic year, external examiners are invited to assess overall assessment 

practices. The purpose of external moderation is to ensure that what is being done within 

UTAB conforms to international practices as far as assessment is concerned.  

Each programme should have an external examiner. The external examiner should be someone 

familiar with the subject matter of the programme.  

 

The external examiners will fulfil the two major roles: 

1. Commenting on the marking standards of modules 

2. Assessing the quality of the marking and deliberations process as a whole 

 

The duties of the external examiners include receiving reports from all the module examiners, 

attending the examination board, certifying that regulations have been applied fairly and 

rigorously, and commenting to the Programme Team on elements of staff/institutional practice 

or student performance that seem particularly meritorious or appear in need of improvement in 

the next run of the module (drawing on the module examiner reports as well as his or her own 

direct experience). The term of office as programme examiner should normally not be more 
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than four years. They should not have worked or studied at the institution at which they are to 

examine for three years before appointment, they should not be related to anyone in the 

institution, and they should not have examined, supervised, employed or been employed or 

supervised by any member of the programme’s academic staff during the past five years. It is 

suggested that they should normally be of senior lecturer grade or above. 

The external examiners might also be used to comment on proposed substantial modifications 

to the learning outcomes or module content of programmes, between formal validations. 

 

After grades have been adjusted as a result of internal moderation, external examiners should 

receive a sample of two scripts from around each borderline and all failed scripts and 

distinctions. They may advise on the fairness or otherwise of the individual failed and 

‘distinction’ scripts but may only comment on the general standard of the remainder, unless it 

is their feeling that the entire module needs to be remarked.  In this case the Dean of Faculty 

(or the Deputy Vice Chancellor Academic if the Dean works on the programme) should 

determine whether to accept the module external examiners' advice that the addition of a 

constant to all or part of the range would be sufficient to meet his or her objections, to ask the 

external examiner remark the scripts, or to appoint a fresh internal marking team. In the last of 

these cases, a fresh sample of scripts should be sent to the module examiner after remarking.  

 

4.3 Procedure for the Receipt of External Examiners' Reports 

i. The Directorate of Quality Assurance will be responsible for forwarding reports to: 
(a) The Head(s) of Department for action 

(b) The Programme leader(s)  for information 
ii. When an external examiner has made suggestions that require a response, departments 

should correspond with the external examiner to check that s/he is satisfied with that 

response. 

iii. The Directorate of Quality Assurance will forward the reports and correspondence to 

the Deputy Vice Chancellor Academic with a note of any issues arising. 
 

iv. The Directorate of Quality Assurance will prepare an annual report highlighting themes 

arising from the University external examiners reports.    

 

Form for Internal/External Moderation  

UNIVERSITY OF TECHNOLOGY AND ARTS OF BYUMBA (UTAB)     
 

EVALUATION SHEET FOR INTERNAL/EXTERNAL MODERATORS 

IDENTIFICATION OF THE MODERATOR 
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Name of the Moderator  
Grade  
Institution/University  
DETAILS ON THE UNIVERSITY 

Faculty  
Option  
Module  
Number of moderated 
booklets 

 

COMMENTS 

Excellent: commendable (9/10); Very good: Acceptable (8/10) and Good: The lecturer needs strong advice 

(7/10) 

Criteria Performance 
 
The assessment questions are in line with the module learning outcomes 

Excellent  
Very good  
Good  

 
The module handout takes into consideration the requirements of the 
programme 

Excellent  
Very good  
Good  

 
Assessment questions are in line with time allocated to students 

Excellent  
Very good  
Good  

 
The assessment questions test the different levels of educational objectives 

Excellent  
Very good  
Good  

Reearch reports are assessed following the established format and marks 
allocated represent a true and fair view 

Excellent  
Very good  
Good  

Examination answer booklets, questionnaires, marking schemes, assignments, 
industrial attachment/school practice reports and dissertations are well kept  

Excellent  
Very good  
Good  

Industrial attachment/school practice reports are assessed following the 
established format and marks allocated represent a true and fair view   

Excellent  
Very good  
Good  

Assessment questions are moderated before exams are given to students Excellent  
Very good  
Good  

Additional comments (If any):  
 
 
 
 
 
 
COMMENTS ON MARKING 

Guidelines Differences 
Give overall differences relying on marks given bu internal moderators 
and external examiner 
 
Guideline:  
Commendable:  (˃0-1) 
Acceptable : (˃0-1.5) 
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Strong measures can be taken: (˃1.5-2) 
 
 

Name of the moderator: …………………………………………………………………. 

Signature……………………………………………   Date…………………………….. 

 


