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CHAPTER 5 
 

Programme Monitoring 
 

 

1. Introduction 
 

Once a programme is offered to students, the Programme Team is required to 

systematically monitor the quality of programme delivery and of the outcomes achieved 

by students. This entails a continuous process of reflection and review, taking account of 

feedback from various stakeholders with a view to building on strengths, addressing 

weaknesses, updating academic content and upgrading support for learners. The 

monitoring also aims to keep a close eye on the health of the programme, so as to 

maintain high standards of delivery and of outcomes, and to deal with problems swiftly 

and effectively. 

 

 

2. Academic Committee 

 
For each award-bearing programme, an AC is set up for continuous monitoring of the 

academic quality of the programme, in particular, considering the programme monitoring 

activities and giving comments and advice on subject-related issues where appropriate.  

 

The AC and Board of Examiners (BoE) of award-bearing programmes in the same subject 

group may be combined to enhance efficiency. In such cases, a Subject AC may be 

formed. It is a good practice for the AC of a programme or programmes in the same 

subject group to include short courses in its remit of programme monitoring. The Terms 

of Reference and compositions of an AC and a Subject AC are given in Appendices A1-

A2. 

 

 

3. Monitoring Activities 
 

The Programme Team is responsible for monitoring the quality of programme 

management, programme delivery and the student achievements. The major monitoring 

activities are shown below. 

 

3.1 Student Learning Experience 
 

Feedback from students is an essential element in monitoring the quality of a 
programme as experienced by the ‘users’. Students’ views can be gathered in a variety 
of ways.  
 

(1) Quantitative Data 

 

The standard student questionnaire, “Learning Experience Survey” (LES), should 

be used as a common framework for all programmes and courses. It offers a quick 

and systematic measure of students’ views, and can draw attention to specific 

issues or problems. It should normally be used at the end of a course for all award-
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bearing programmes, and at the end of a random sample of short courses, or in the 

case of a new teacher or a new course.  

 

The quantitative data gathered through the LES are compiled as statistical reports 

for reference in quality enhancement by staff relevant to respective programmes. 

Overall summaries are reported to the Programme Teams, Subject Group Leaders, 

senior management, the Quality Assurance Committee (QAC) and to the HKU 

Board for Continuing and Professional Education and Lifelong Learning (Board 

for CPE&LL). 

 
For programmes offered in collaboration with a partner institution, it is not 

appropriate to duplicate the student surveys if the partner institution has in place a 

similar arrangement. Nevertheless, the LES may be used, with modifications if 

necessary, to supplement those aspects not covered by the partner’s survey. 

 

(2) Qualitative Data 

 

Qualitative feedback from students is less easy to document and analyse, but the 

data are vital to illuminate and amplify the quantitative data derived from the 

questionnaires. Qualitative data can be gathered from various channels, including  

 

(a) written comments given by students in the LES;  

(b) student representatives on AC and Student-Staff Consultative  Committee 

(SSCC);  

(c) on-line feedback via the HKU SPACE website;  

(d) in-class discussion sessions; and  

(e) telephone surveys.  

 

The Programme Leader should review all data, whether quantitative or qualitative, 

and take relevant actions. After follow-up action is taken, the Programme Leader 

gives feedback to students about the action taken in relation to student comments. 

This completes the feedback and communication loop, and assures students that the 

School is committed to continuous quality improvement.  

 

3.2 Teaching Quality 

 

The Programme Leader is responsible for the preparation, briefing and induction of 

teachers and for staff development of teachers as appropriate. Teachers are given all 

necessary information on a programme to enable appropriate preparation for teaching. 

Meetings of all teachers in a programme facilitate communication and are organised 

by the Programme Leader prior to the commencement and during the delivery of a 

programme.  

 

Direct observation by the Programme Leader or another senior colleague is a 

requirement for all new teachers during their first six months of teaching, and for a 

sample of existing teaching staff where time and resources allow. In the case of 

negative comments from students about teaching or other issues about a programme, 

the Programme Leader will conduct class visits and/ or telephone surveys with 

students for gathering more relevant information to help determine follow-up action.  
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The Programme Team is expected to provide feedback on teaching observation to the 

teachers. Summary of reports on teaching observation and relevant follow-up actions 

are reported to the AC and recorded in the Annual Monitoring Report (AMR), as well 

as in the personnel record of the teachers concerned. 

 

3.3 Programme Standards 
 

EEs and AAs are required for all HKU SPACE award-bearing programmes at Hong 

Kong Qualifications Framework (HKQF) Level 4 and above. As established 

independent academics or professionals in the subject, they are invited to give 

academic advice on the programme or subject group, and to confirm that the standards 

achieved are comparable to those of similar programmes in other higher education 

institutions and are of the appropriate professional standards.  

 

In addition to EEs and AAs, other programme monitoring mechanisms include ACs, 

BoEs and SSCCs which are set up for each programme or for programmes in the same 

subject area. The AC is set up to monitor academic standards, review teaching and 

learning processes, and advise the management on any matters concerning the quality 

of the programme. The BoE has the power and duty to assess and determine the 

performance outcomes of students. The SSCC provides a forum for students and staff 

of programmes to discuss suggestions and issues of concern.    

 

3.4 Handling of Complaints and Compliments 

 

The School values complaints as a constructive feedback source to help future 

improvement. To ensure that due attention is given and necessary remedial actions are 

promptly taken in the handling of complaints on both academic and other issues, there 

are formalised handling procedures serving as internal guidelines for HKU SPACE 

colleagues.  

 

 

4.  Reporting on Programme Monitoring Activities 
 

Annual Monitoring Reports (AMRs) are essential records and documented evidence 

regarding the application of programme monitoring mechanisms. One AMR reports on 

one programme or a cluster of programmes in the same subject area. The Programme 

Leader has to present the AMR(s) for discussion and consideration by the Academic 

Committee, and then report them to the College Board (CB). Thereafter, reporting is 

made by the College to the School and the University, i.e. the Quality Assurance 

Committee and the Board for CPE&LL. The whole reporting process should be done 

within six months upon completion of each year of study. Figure 1 gives the reporting 

routes for award-bearing programmes and non-award-bearing courses.  

 

For programmes in the year of the programme review, the programme monitoring 

activities conducted during the year of programme review will be summarised in the 

Programme Review Document. The AMR for the year of review will not be required. 

(Details on programme review are given in Chapter 7.) 
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4.1 Annual Monitoring Report Contents 
 

The following is a list of suggested relevant programme information to be presented in 

the AMR. 

  

(a) statistical information and student profile;  

(b) review of the current teaching team including appointment and induction of new 

staff, and records of in-class teaching observation;  

(c) summaries and analyses of student feedback;  

(d) summaries and analyses of teacher feedback; 

(e) staff development/ teacher management; 

(f) review and explanation of any significant changes in the programme; 

(g) external examiners’ and academic assessors’ views; 

(h) information about professional recognition and/ or external accreditation; 

(i) good practices; 

(j) action taken in the reporting period; and  

(k) action plan for quality improvement and development of the programme for the 

next reporting period. 
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Figure 1  

Reporting Path for Monitoring of Programmes  
 

       

 Reporting Path and Activities  Responsible 

Party 

 

 Non-Award Bearing 

Courses 

 Award-Bearing Programmes    

       

 Prepares AMRs 

(or adopts the partner institution’s report, if appropriate) 
 Programme 

Team 

 

    

 
   

   � Discusses the AMRs based on 

the items of the AC agenda  

� Considers any major issues 

requiring the attention of CB 

and/or QAC 

 

Academic 

Committee 

 

    

 
   

   � Prepares major issues raised 

at the AC meeting 

� Submits the AMRs and major 

issues to CB 

 
Academic 

Committee 

Secretary 

 

    

 
   

 
� Discusses the AMRs and issues requiring its attention 

� Decides on the major issues to be reported to the QAC 

 College 

Board 

(CB) 

 

    

 
   

 � Presents major issues, good practices and CB’s comments in 

an Overview Report 

� Submits the AMRs and Overview Reports via QA Team to 

QAC, within 6 months upon completing each year of study 

 
College 

Affairs 

Secretary 

 

    

 
   

 

Receives and Considers the AMRs and the Overview Reports 

from CBs 

 Quality 

Assurance 

Committee 

(QAC) 

 

    

 
   

 Receives for information the Overview Reports, Comments 

from QAC and AMRs  
 Board for 

CPE&LL 

 

       

Discusses 

Good 

Practices 

in the AC 

meeting 
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Appendix A1 

 

THE UNIVERSITY OF HONG KONG 

 

SCHOOL OF PROFESSIONAL AND CONTINUING EDUCATION 

 

 

 

 

 

Terms of Reference 

 

1. To ensure the maintenance of academic standards of the programme generally, and 

specifically, to review and give advice on the teaching and learning processes 

regularly with particular reference to the following aspects: 

 

• the admission criteria, procedures and the appointment of the Admission 

Committee or Admission Tutor(s); 

• the programme structure, content, delivery and assessment; 

• the criteria for appointment of teacher(s) on the programme; 

• the criteria for appointment of external examiner(s) and/or academic assessor(s) 

(for programmes at HKQF Level 4 and above); 

• the student and teacher feedback on the programme quality and the teaching and 

learning processes; 

• any other matters of academic concern. 

 

2. To consider where appropriate new programme proposals which are developed from 

the programme monitored by this Committee, with changes in only a minor portion 

(no more than 25%) of the curriculum. This will include new programmes leading to a 

new award level and/or nomenclature. 

 

3. To consider and give approval or otherwise for programme modification on subject-

related issues.  

 

4. To conduct annual review of HKQF levels and credits. 

 

5. To discuss the monitoring activities on the programme for the past year of study for 

reporting via the CB to the QAC. The following categories shall be standing items in 

the agenda: 

 

a. Student Enrolment 

b. Teachers and Teaching Quality 

c. Programme Structure and Curriculum 

d. Programme Management  

e. Student Assessment and Performance 

f. Learning Centres and Support Services 

g. Action Taken 

h. Action Planned 

i. Good Practices 

 

 

Academic Committee for  

(HKU SPACE Programme Name) 
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6. To consider and recommend to the CB for approval of programme reviews for 

programmes at HKQF Level 3 and above. 

 

7. To advise the CB, the QAC and the Board for CPE&LL generally on any matters 

concerning the quality of the programme where appropriate. 

 

8. To report to the appropriate parent bodies as required. 

 

Membership 
1. College Head or his representative* (Chairman) 

2. HKU SPACE Programme Leader(s) 

3. Relevant Subject Group leader(s) 

4. Course Directors (if applicable) 

5. 1-3 Teacher Representatives 

6. At least 1 representative from outside the School who is/are professionally qualified 

in the field 

7. External Examiner/ Academic Assessor^ 

8. 1-2 student representatives as determined by the Committee 

9. Co-opted members as determined by the Committee# 
 

*The Academic Committee Chairman should normally be a staff at the level of Senior 

Programme Director and above, and not be closely related to the programme concerned 

in any way to ensure impartiality.  

^ For programmes at HKQF Level 4 and above only. 

# Graduates can be invited as co-opted members. 

 

For programmes jointly offered by two or more academic units of the School, the 

membership is as follows: 

 

1.1  College/Centre Head or his representative (Chairman) (this is the College which 

hosts the programme) 

1.2 College/Centre Head or his representative (Deputy Chairman) (this is the 

collaboration college(s)) 

 

Other members will be the same as above. 

 

Periods of Office: 

For categories 1-3 (and Deputy Chairman of joint programme(s)) with the office 

concerned 

 

For categories 4-9 annual unless specified otherwise in the letter of appointment 

 

Frequency of Meetings: as necessary but at least once per year. 

 

A quorum of 4, including:  

• one each from Categories 1, 2 and 5;  

• one from either Category 6 or Category 7. 

 
Note: If no student representative is able to participate in the meeting, their feedback and participation 

must be achieved by alternative means. These include student written comments or verbal comments 

as recorded by the Programme Team, or student feedback as documented in the minutes of Student-

Staff Consultative Committee meeting. These have to be provided for consideration by other members  

present at the AC meeting.    
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THE UNIVERSITY OF HONG KONG 

SCHOOL OF PROFESSIONAL AND CONTINUING EDUCATION 

 

Terms of Reference of Subject Academic Committee for  

(HKU SPACE Subject Group/ Programme Names) 
 

1. Programmes in the same or cognate subject discipline may be grouped in a Subject 

Academic Committee. The Committee serves as a forum. To consider and discuss the 

development of programmes under the subject discipline and the sharing of market 

information, resources and good practices among the programmes in the subject. 

 

For each programme overseen by this Committee: 

2. To ensure the maintenance of academic standards generally, and specifically, to 

review and give advice on the teaching and learning processes regularly with 

particular reference to the following aspects: 

 

• the admission criteria, procedures and the appointment of the Admission 

Committee or Admission Tutor(s); 

• the programme structure, content, delivery and assessment; 

• the criteria for appointment of teacher(s) on the programme; 

• the criteria for appointment of external examiner(s) and/or academic assessor(s) 

(for programmes at HKQF Level 4 and above); 

• the student and teacher feedback on the programme quality and the teaching and 

learning processes; 

• any other matters of academic concern. 

 

3. To consider and to recommend for further approval where applicable and appropriate 

new programme proposals which are developed from the programme monitored by 

this Committee, with changes in only a minor portion (no more than 25%) of the 

curriculum. This will include new programmes leading to a new award level and/or 

nomenclature. 

 

4. To consider and give approval or otherwise for programme modification on subject-

related issues.  

 

5. To conduct annual review of HKQF levels and credits. 

 

6. To discuss the monitoring activities on the programme for the past year of study for 

reporting via the CB to the QAC. The following categories shall be standing items in 

the agenda: 

a. Student Enrolment 

b. Teachers and Teaching Quality 

c. Programme Structure and Curriculum 

d. Programme Management  

e. Student Assessment and Performance 

f. Learning Centres and Support Services 

g. Action Taken 

h. Action Planned 

i. Good Practices 

Appendix A2 
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7. To consider and recommend to the CB for approval of programme reviews for 

programmes at HKQF Level 3 and below. 

 

8. To advise the CB, the QAC and the Board for CPE&LL generally on any matters 

concerning the quality of the programme where appropriate. 

 

9. To report to the appropriate parent bodies as required. 

 

Membership: 
1. College Head or his representative* (Chairman) 

2. HKU SPACE Programme Leader(s) 

3. Relevant Subject Group leader(s) 

4. Course Directors (if applicable) 

5. At least 1 teacher representative from each programme 

6. At least 1 representative from outside the School who is/are professionally qualified 

in the field 

7. External Examiner(s)/ Academic Assessor(s)^ 

8. At least 1 student representative from each programme as determined by the 

Committee 

9. Co-opted members as determined by the Committee# 
 

* The Subject Academic Committee Chairman should normally be a staff at the level of  

Senior Programme Director and above, and not be closely related to the programmes 

concerned in any way to ensure impartiality.  

^  For programmes at HKQF Level 4 and above only. 

#  Graduates can be invited as co-opted members. 

 

For programmes jointly offered by two or more academic units of the School, the 

membership is as follows: 

1.1  College/Centre Head or his representative (Chairman) (this is the College which 

hosts the programmes) 

1.2 College/Centre Head or his representative (Deputy Chairman) (this is the 

collaboration college(s)) 

 

Other members will be the same as above. 

 

Periods of Office: 

For categories 1-3 (and Deputy Chairman of joint programme(s)) with the office 

concerned 

 

For categories 4-9 annual unless specified otherwise in the letter of appointment 

 

Frequency of Meetings: as necessary but at least once per year. 

 

A quorum of 5, including:  

� one each from Categories 1, 2, 3 and 5;  

� one from either Category 6 or Category 7. 
 
Note: If no student representative is able to participate in the meeting, their feedback and participation 

must be achieved by alternative means. These include student written comments or verbal comments 

as recorded by the Programme Team, or student feedback as documented in the minutes of Student-

Staff Consultative Committee meeting. These have to be provided for consideration by other members 

present at the Subject AC meeting.     


