
 
Start 

Before the start of the upcoming 
academic year the Academic 
Quality Officer (AQO) will contact 
relevant programme teams to 
organise a planning meeting in 
relation to upcoming validations / 
reviews 

The planning meeting 
will convene to 
discuss the process, 
documentation 
requirements and set 
a timeline for the 
validation/review 
event 

AQO to 
circulate the 
planning 
meeting notes 
confirming any 
discussions and 
the timeline for 
the event 
 

One month prior 
to the event: 
programme 
team submit the 
documentation 
to QES, ADLT 
and a member of 
the Student 
Services and 
Administration 
Directorate 
(SSAD) 

AQO, ADLT and 
SSAD to check 
the 
documentation 
and send the 
programme 
team any 
amendments for 

 

Programme team to write / amend the validation / review documentation 

ADLT and a 
member of SSAD to 
sign the Faculty 
approval checklist if 
they feel that all 
changes, if any, 
have been made 
and the 
documentation is 
fit for purpose 

Two weeks prior to the 
event: programme 
team to submit the 
signed Faculty approval 
checklist, 5 hard copies 
and an electronic copy 
of the documentation 
to QES  

If not approved / 
further work is 
needed 

Two weeks 
prior to the 
event: QES to 
circulate the 
documentation 
to the panel 

The panel meet for 
the validation / 
review event to 
discuss the 
programmes and 
decide on an 
outcome  

Approval for 5 years (the maximum length of approval) 
with / without conditions and / or recommendations 

Approval for a fixed period with / without conditions 
and / or recommendations 

Approved? 

Yes  

No 
Rejection (with detailed reasons) 

AQO to type up the 
feedback letter 
detailing the 
outcomes of the 
event, which is 
checked by the Chair 
and then circulated to 
the programme team 

AQO to type up the 
event report, 
circulate to the 
panel for approval 
and then circulate it 
to the programme 
team 

Programme team to 
submit their response to 
the panel’s conditions 
and / or 
recommendations along 
with a full set of 
amended documentation 
to the AQO 

Programme team to write a response to any conditions and / recommendations set by the panel 
and amend the documentation, where necessary 

Programme team to 
submit their response to 
the panel’s conditions 
and / or 
recommendations along 
with a full set of 
amended documentation 
to the AQO 

AQO to circulate the 
programme teams 
response, approved 
report and 
documentation to the 
panel for approval 
(usually allow two weeks 
for panel consideration) 

Conditions 
met? 

Yes  

No 

AQO to complete an 
event completion 
form for circulation 
to the programme 
team confirming the 
Panel’s approval 

AQO to also circulate the event 
completion form and any relevant 
approval documentation to the 
various support teams via the 
quality systems group e-mailing list 
to alert them to the approval and 
ask that all relevant records are 
updated  

If not already done so 
through the submission 
of their response to the 
panel, the programme 
team submit a definitive 
copy of the validation / 
review documentation  

AQO to upload the definitive 
documentation to QAPD and 
update the provision register 

End 

https://sharepoint.surrey.ac.uk/QAPD/Quality%20Assurance%20Programme%20Documentation/Forms/AllItems.aspx

