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Introduction

This guidance is published by The NYA. It provides guidance for Higher Education Institutions on the process and procedures for the Annual Monitoring of higher education programmes conferring professionally qualified status for youth workers in England.

This guidance has been revised and should replace all previous versions. This details the process and requirements that programmes need to adhere to. 
The full requirements for the professional validation of higher education programmes which are recognised by the JNC as conferring professionally qualified status for youth workers in England can be viewed and downloaded at 

www.nya.org.uk/professionalvalidation
If you have any queries or difficulties with the Annual Monitoring process, please contact:
Amanda Fearn 
amandaf@nya.org.uk
07590734533

SECTION ONE: Contextual Information
Background to the monitoring arrangements

The NYA validates Higher Education Programmes on behalf of the Joint Negotiating Committee for Youth and Community Workers. A programme that holds professionally validated status is able to confer on successfully completing students, a professionally recognised qualification for youth work in England.
NYA professional validation runs for up to 5 years, and is conditional on the compliance of Higher Education Institutions (HEI) with an annual process of monitoring.
Previously, each validated programme was required to submit detailed documentation to illustrate the practice for the academic year being monitored. From this information, each programme was assessed against detailed annual monitoring criteria and received a classification ranging from satisfactory with commendation to unsatisfactory. 

The review of the requirements and processes for professional validation (2010) examined the necessity for detailed evaluation of programmes annually, given the robust approach taken to the validation and revalidation of programmes on a five year cycle. The NYA’s Education Training Standards Committee (ETS) agreed that a revised approach to monitoring could reduce the burden of submission preparation for HEIs whilst still provide a mechanism to review programmes, spot any concerns and highlight good practice. 
The revised approach to annual monitoring consists of two levels (detailed in section two of this guidance):
· the completion of a revised annual monitoring proforma (online) that allows for the inclusion of some qualitative information
· selected programmes subject to a moderation visit (typically 3 programmes per year)
This approach was piloted successfully for the 2009-2010 period of annual monitoring. Feedback from programmes has led to an improved online proforma, which is easier to navigate and gives more flexibility for those using it. 
The purpose of monitoring and the role of the NYA
The NYA monitors programmes in order to retain a view on whether programmes continue to operate in accordance with the requirements for professional validation. The statistical data gives a clear indication on a number of criteria and when collated with other programmes, can alert the ETS Committee to overall patterns and trends in initial education and training for youth work. The process encourages and supports quality assurance processes. 
The NYA has a clear function in relation to the monitoring of professional programmes and also a commitment to ensuring a quality approach.  This covers:

· managing and administering the monitoring programme

· assuring the quality of monitoring processes and the work of NYA Officers
· collating monitoring data to provide benchmarks for future monitoring cycles
· carrying out three annual monitoring moderation visits to validated programmes 
· reporting in NYA’s annual report on monitoring findings, including those concerned with the challenges and good practice within validated programmes

The NYA will collate and analyse all data and information from the HEIs and the ETS Committee will receive a report at its meeting in June concerning the overall outcomes and recommendations for action, if appropriate, to assist with addressing issues identified to continue to support the initial training of youth workers. The report will then be made available to the sector for information.

An institution must complete and submit the required annual monitoring online proforma in the timeframes provided each year. Should no information be forthcoming or the content of the information raises concerns, NYA has the right to intervene, investigate and take any action. If NYA identifies concerns about the progress of a programme in respect of the agreed terms of, and criteria for, professional validation, it will seek to secure a satisfactory outcome with the programme leads. In the rare occurrence that this should not be secured, NYA will implement a formal investigative procedure that may result in withdrawal of professionally validated status or imposition of a further condition that must be satisfied for continuing professionally validated status. This may include the immediate revoking of the validation.

Continued good practice in monitoring, review and evaluation of programmes

The main responsibility for monitoring and quality assurance of the programme rests with the HEI, to ensure a consistent learning experience and effective professional formation for each and every student. 

The process of professional validation, including submissions and onsite visits, allows for the scrutiny of the programmes approach to the quality assurance of programmes, and once validated, the NYA expects that the systems and processes are adhered to. 
HEIs must systematically and robustly review programmes with particular consideration to the Requirements for professional validation, including the views of partners, staff and students involved with the programme. This will ensure the continued development of the validated programme. Information provided by External Examiner reports, in particular the External Examiner (Fieldwork) is vital in this process. It is therefore important that these reports contain information and judgement clearly relating to the fieldwork elements of the programme and its contribution to the professional formation of students (see NYA Guidance for External Examiners, Appendix C). The online proforma, detailed in the next section, asks programmes to confirm that external examiner reports and a programme review have been completed. It does not require programmes to forward the documents in full but asks for key bullet points around good practice and development areas. 
SECTION TWO: The Annual Monitoring process

An overview

All professionally validated programmes are subject to monitoring on an annual basis. 
The NYA will inform leaders of professionally validated programmes in September about the due date for submission of the annual monitoring return of data proforma. This is normally required to be submitted prior to Christmas. 
For those programmes that are newly validated and have yet to complete a review of their first year of operation, statistical data is still required on new students to inform the report. 
A small number of programmes will be selected for moderation visits. This is detailed on page 10.
Online proforma 
To enable NYA to carry out its monitoring function, institutions are required to complete an online proforma which asks for mainly quantitative data but includes some qualitative response boxes. A fuller picture of the information required is given later in this section, yet broadly the information required to be submitted comprises:

· data on admission, progression, completion and destinations and the demographic profile of new student numbers;

· details of staffing levels and numbers of JNC qualified staff;

· quality assurance confirmation with examples of good practice/challenges to share.

All programmes are required to complete the Annual Monitoring proforma. This is online, and a link will have been provided. The deadline for this to be submitted is the 16th December 2011. If there are difficulties in meeting this then please contact NYA (page 3). All data requested should be provided. Where data is missing with no explanation, the NYA officer will contact a programme to discuss. 

The proforma remains in the same format as the previous paper based versions. It has always been difficult to fully meet the needs of each individual programme through one proforma. This version has added expandable boxes for text within each section to allow for additional explanations around data given if required. 

Guidance for the inputting is given below. A copy of the full proforma is provided as a Word version (Appendix A) to give you a clear view on the content of the online survey and to facilitate the gathering of information prior to inputting if required. This is not to be submitted, it is included as a tool that some may find helpful. There are now two versions of the proforma tailored for either undergraduate or post graduate programmes and both are included as appendices. The unique URL address will automatically take you to the correct version for your programme(s)
The information from the online proforma will be used in the following ways:

· To allow the NYA to assess whether programmes are operating as expected and identify where problems to programmes may exist;

· To assist the NYA to select the moderation sample for visits;

· To alert the ETS Committee to overall patterns and trends in education and training.
Guidance on the completion of the online return of data proforma
· Each individual programme has their own unique URL address. This has been provided to each programme in the email request for Annual Monitoring Submissions. If you cannot locate this then please contact NYA (details on page 3)

· An online proforma must be completed for each individually validated programme. Where HEIs have more than one validated programme, a separate URL will have been provided. 
· If you have an existing programme that is no longer recruiting but have students still on it, please still complete the relevant sections.
· If your first recruitment is September 2011 then please still complete the new students part of the proforma.  

· Inputting:
You can move back and forth between pages and it will save the data previously inputted. 
Progress is automatically saved and you can return at a later time to add or amend prior to submitting to NYA. 

There are expandable text boxes for each section to allow for comments/explanations. 
The unique URL can be shared with colleagues. This allows for internal approval/checks on data prior to it leaving the University. 
The proforma can also be printed out and shared prior to sending if a paper based approval processes is easier. You will be presented with this option at the end of the survey.
The proforma can be printed out and a record kept for your files.

· Saving & Sending:
Your progress will be saved at any stage that you leave the survey and will allow you to come back in and add and amend. When you have fully completed the proforma and pressed submit a copy will be sent to you and the NYA, you will also receive a separate email confirmation that NYA has received a copy.
If after submission you wish to amend data then simply go back in to your URL address and make the changes. As long as this takes place prior to the end of Dec 2011 amendments will be reflected. 
We welcome feedback from HEIs on their experience of the proforma and online process and we will explore any issues and resolve where possible.
Information requested and why
Not only does the process and report allow for the NYA monitoring of programmes, it is also a valuable source of information for the sector on the profile of new students, graduates and programmes. The proforma asks for information under the following headings to inform the process.
Confirmation of programme title, validation period and region based in

Clarification and confirmation to allow for checks against current records. Regional information allows for cross analysis of number of programmes, students and graduates across the country.

External examiners and staffing

Confirmation of who is involved with the running and quality assurance of the programme. This includes information on whether the staffing levels meet the requirements for professional validation. This also provides a view on the make-up/models of staffing across programmes to share within the report. Generic headings are used to gather information. Core staff refers to the main teaching/delivery team, part and full time. The visiting/internal lecturers information boxes are an opportunity to reflect the wider contributions from the field and staff from other related programmes. A text box allows further explanation if necessary.
Fieldwork placements

The fieldwork placements are a crucial element within the professionally validated programmes. This information allows the NYA to gain an insight into placement levels and the profile of supervisors in line with requirements. It also asks programmes to share any difficulties or good practice strategies in securing JNC supervisors, again to inform the report.
Retention, Progression and Achievement of students in the 2009/10 period. 

This section is to gather data on existing cohorts during the previous academic year (09/10) and to monitor the successful progression of students or identify a cause for further exploration if figures suggest poor completion rates. The data is important in monitoring the level of current students within programmes in relation to previous years and also allows the NYA to spot commonality across programmes in terms of issues impacting on students.  

Destinations

This asks about the levels of JNC leavers and where students go. On an individual level this looks at the contribution of programmes to the youth sector and collated with all programmes gives the sector a clear view on where students are finding opportunities to work with young people.

Information on new students (those starting Sept 2010)
The annual monitoring process has value to the broader sector in terms of its role in identifying the profile of new students. This can provide a steer in terms of whether recruitment to youth and community is reflective of the wider population, whether there is under-representation of ethnic or minority groups. This can then inform discussion on if and how these can be addressed in future workforce development. A student questionnaire to gather data is provided (Appendix B)
Quality assurance

This section is to monitor that two key aspects of quality assurance are taking place, namely programme review and external examiner reports. This is an opportunity for programmes to share with the NYA and the wider sector their good practice within programmes or challenges they face. Again, collated responses can highlight issues that the sector may wish to discuss and address.
Moderation visits to HEI
In replacement of detailed analysis and categorisation of programmes, each year the NYA will typically select three programmes to visit for moderation and exploration purposes. The visit will be made by an NYA development officer working to a standard template of evidence gathering. The purpose is:
· to act as a quality assurance measure to check programmes continue to operate in accordance with requirements

· to provide a more informal opportunity for the NYA and programmes to discuss good practice areas and challenges within programmes that will inform the reporting

· to provide the NYA with an opportunity to visit programmes that, from the monitoring data, have been highlighted as having a cause for concern. 
The three chosen programmes will normally be based on a random sample, managed to ensure programmes only receive a visit once within any 10 year period and not immediately before or after a full validation event. However, the NYA reserve the right to use this process to visit a programme that has submitted information that gives cause for concern.
The visit dates will be negotiated with the identified programmes leader in January/February, with visits to take place between March and May. During the visit the development officer will need to see the programme leader, a staff and a field representative and a small number of students. Full details of the schedule and requirements for the visit will be sent to programmes four weeks in advance. It should be noted that this will be shorter in duration than a validation visit, planned to be between 11am and 3pm.
The first level of annual monitoring is the completion of the revised statistical proforma (detailed above) that asks programmes to indicate that quality assurance processes have taken place and to highlight the good practice and challenges identified. The information provided on the statistical proforma will serve as a base line for the NYA visit. The purpose of the second level moderation visit is to:

· check that quality assurance processes continue to operate well and in line with those detailed in the validation submission/onsite visit

· check that programmes continue to operate within the requirements for professional validation

· enable NYA to engage closely with HEIs annually and discuss and share good practice and also the challenges that programmes may face.

NYA will use the categories that formed the basis of the previous classification of programmes and these are included as an appendix for information. NYA will expect to see the programme leader, staff, student and field representatives during the moderation visit. A schedule for the moderation visit (Appendix B) identifies the requirements more fully. The visit will be carried out by one NYA officer.

If the moderation visit raises concerns, it will seek to secure a satisfactory outcome with the programme leads. In the rare occurrence that this should not be secured, The NYA will implement a formal investigative procedure that may result in withdrawal of professionally validated status or imposition of a further condition that must be satisfied for continuing professionally validated status. This may include the immediate revoking of the validation.

The NYA will give individual feedback to the programmes that have been visited and produce a short individual report. The information gained will be collated and presented within the wider ETS annual monitoring report, without reference to individual institutions. The ETS Committee will receive the report at its meeting in June concerning the overall outcomes from the whole annual monitoring process and recommendations for action, if appropriate, to assist with addressing issues identified to continue to support the initial training of youth workers. The report will then be made available to the sector for information.

Although the visits have a clear and important purpose in relation to ongoing quality assurance of validated programmes, the moderation is less formal than the validation event and as such NYA hope that programmes view this as a positive opportunity to highlight their good practice and also voice any wider concerns relating to the youth work sector, initial training or any internal challenges. As stated previously, these can be shared as appropriate in the ETS report for the sector to consider and address if possible.

Requirements prior to the moderation visit

The NYA will use the most recent validation report, last years annual monitoring feedback and this years statistical return as a basis for its lines of exploration. 

To facilitate and inform the process further programmes must 

· provide copies of the latest programme review documentation and external examiner reports must be forwarded by email/post 1 week prior to the visit day. 

· secure 1 or 2 field and staff representatives and 6 students from across the year groups to attend meetings (see schedule below).

· provide a suitable space in which the meetings can be carried out.

Schedule for the moderation visit

The schedule provided below may be amended to accommodate the meeting groups, as long as the programme leader meetings remain in place at the start and at the end of the day.

10.45am



Arrival of NYA officer

11.00am – 11.45am

Meeting with Programme Leader

11.45 am – 12.15 pm

Meeting with Field Representatives – 






Employer/Supervisor

12.15 pm – 1.00 pm

Meeting with Student Representatives

1.00 pm – 1.30 pm


Lunch

1.30 pm – 2.00 pm


Meeting with staff representative

2.00 pm – 2.15pm


Review period for NYA officer

2.15 pm – 3.00pm


Meeting with the Programme Leader

If you have any further questions about the purpose or process relating to annual monitoring and the moderation visit then please contact NYA (details on page 3)
All documentation relating to annual monitoring can be downloaded at

www.nya.org.uk/professionalvalidation
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