[image: ]PROGRAMME ACTION PLAN
This action plan is used by Programme Leaders to record feedback received from students at student meetings (Programme Forums) throughout the year. It is also used as part of the Annual Programme Evaluation exercise through which Programme Leaders evaluate the operation of the programme annually analysing quality monitoring data such as student statistics and External Examiner reports.
The action plan is split into two parts: Part A which includes actions discussed at Programme Forums, and Part B which includes actions that derive from quality monitoring processes.
PART A: Programme Forum Actions
	Point of feedback
	Actions 
	Date added
	Person responsible
	Deadline
	Progress update 1
	Completed (add date and what the outcome was)

	[Action category, e.g. Assessment, Facilities, Curriculum, Extra-Curricular, Teaching, Student Support, Learning Resources etc]

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	[Action category, e.g. Assessment, Facilities, Curriculum, Extra-Curricular, Teaching, Student Support, Learning Resources etc]

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	

	

	

	

	

	

	




Part B: Quality monitoring actions
	Point of feedback / issue
	Actions 
	Date added
	APE section/source of feedback
	Person responsible
	Deadline
	Progress update 
	Completed (add date and what the outcome was)

	[Action category, e.g. Assessment, Facilities, Curriculum, Extra-Curricular, Teaching, Student Support, Learning Resources etc]

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Action category = the heading under which the actions below can be grouped. The purpose of this is to help visualising which areas of the programme/student experience have the most actions and therefore need the most attention in any given year.
Point of feedback = the feedback that has been received and needs addressing (e.g. programme surveys show that students are not satisfied with the assessment and feedback or progression from year 1 to year 2 is below the expected rate). 
Action = describe the action. This should be very specific, e.g. Have a meeting with the component leader to notify them of feedback deadline (as opposed to e.g. Ensure component leader knows what the feedback deadline is).
Date added = this is the date when the action has been added to the action plan.
Responsible = this should always be at least the Programme Leader but there might also be someone else in addition to them. The Programme Leader is responsible for letting the other person know of the action and reporting on progress with the action, even though they might need to contact someone else to find the information. 
APE section / source of feedback = this is the section number in the report that the action has been identified in (e.g. 3a) or any other quality monitoring process that has highlighted the need for the action.
Deadline = The deadline cannot be ongoing – if that is the case, the action needs to be split into more specific action points that can be completed by a specific date.
Progress = Programme Leaders update this for each term’s Programme Forum/student meeting. “In progress” or “ongoing” is not enough – any steps taken towards the action should be included. An action cannot be partially completed. If that is the case, it needs to be split into two or more action points, so that the part that is not completed forms its own action point.
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