
  

Conducting Quality Review Site Visits Remotely  
Operational Working Document 

 
Introduction  

This document operationalises the Academic Council Quality Enhancement Committee (ACQEC) Paper to 

temporarily conduct quality review site visits remotely as approved at its meeting of 30 April 2020.  It will 

facilitate the continuation of the quality review process, site visits postponed by COVID-19 and any future 

site visits delivered remotely.  It will require a modified approach that reflects each unit under review.  It 

will be informed through consultation with the Review Group (RG) Chair, the Unit under review and the 

UCD Quality Office (UCDQO).   Zoom will be used as the digital platform for all meetings and all technical 

guidance and support below will reference this platform. 

The Site Visit Process  

The overall process of self-assessment, review, implementation and monitoring of recommendations will 
remain unchanged.  This includes the functions and roles of each member of the review group as outlined 
in the UCD Guidelines for Review Group Chair/Deputy and members.  To facilitate an online site visit the 
following timeline and role responsibilities have been put in place: 
 

• A week will be agreed between the UCDQO, Unit under review and the Review to conduct the site 
visit.    

• The Review Group will review documentation and prepare for the site visit six weeks in advance 
of the site visit.  It will require an initial desk-based review and online meetings by the Review 
Group.  Each RG  member will be required to submit their preliminary comments on the Self-
assessment Report (SAR) to the UCDQO in advance of the site visit.  UCDQO lead will act as the 
liaison between the Unit under review and the RG. 

• The Unit may be asked to provide additional written submissions or consider questions provided 
by the RG to the Unit in advance of stakeholder meetings.   

• The structure of the timetable will be agreed by the RG with a daily meeting maximum of 4-5 
hours, including breaks over the site visit week.   The RG Chair will liaise with the UCDQO lead on 
stakeholders required to meet with the RG.  Scheduling of site visit meetings will be organised and 
managed by the UCDQO.  It will require some consultation with the Unit under review. Meetings 
will be 45-50 minutes maximum in length and a break of 10-15 minutes between each meeting.  
The RG will also allocate an hour daily to reflect on their findings and prepare for the following 
day.   Accommodation of RG members’ time zones, University and Unit staff commitments, and 
the individual requirements of each Unit will be accommodated in the timetable as much as 
possible.   

• An exit presentation will be made by the RG to the Unit at the end of the site visit and will follow 
current procedures. 

• Guidance on using Zoom will be provided in advance of and during the site visit.  Delivery online 
creates the need for additional technical support for the review group and meeting participants. 
This function will be carried out by the UCDQO. This will require UCDQO staff to be present during 
meetings as co-hosts, they are not participants in the meeting and are there in a supportive role.  
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Roles and Responsibilities 

The following outlines the key task and responsibilities to support the operation of an online site visit.  It 
should be read in conjunction with the UCD Guidelines for Internal Periodic Review, and UCD Guidelines 
for Review Group Chair/Deputy and members. 

 

Role of the UCD Quality Office 

• UCD Director of Quality Assurance (UCDDQA) or UCDQO lead to agree the date of the site visit 
week with the Head of Unit (HOU) and RG Chair.   UCDQO will liaise with the RG, circulate the 
timeline for the pre-site visit meetings, SAR submission date, site visit date and post site visit 
RG report preparation to the appropriate stakeholders.  

• Forward the Unit Self-assessment Report and documentation in soft copy to the RG (also hard 
copy if available), including dates for submission of preliminary comments and dates of pre-
site visit meetings. 

• Support the RG in their pre-planning and desk review.  This include compiling and circulation of 
documentation, following up information requests with the Unit and arranging pre-planning 
meetings. 

• Provide and maintain the online collaborative space for use by the RG. 

• Support the site visit preparations in consultation with RG Chair and Unit.  Liaise with the RG 
Chair on stakeholders to meet with the RG. Prepare a draft site visit timetable which should be 
discussed with the Unit under review.  Contact each stakeholder and set up Zoom meetings.  
This includes providing instructions for conducting site visits via Zoom. Circulate site visit 
timetable to the Unit and RGR draft outline to RG. 

• Provision of guidance and support for the unit, review group and other stakeholders during the 
site visit.   

• Support the RG during the site visit, act as liaison with the Unit, provision and compilation of 
additional information, RG support on use of the digital platform. 

• Provide a contact mobile number to the RG Chair and Unit liaison. 

• Provision of support to the Review Group Chair post site visit. 

 

Role of the Unit 

• HOU to agree with the UCQDQA and RG Chair on the date of the site visit week.    

• HOU will circulate the site visit date to all members of the Unit. 

• Submit Self-assessment Report (and Appendices) in soft copy to the UCDQO in a format that is 
accessible for the RG, and by the agreed submission date. 

• Support the site visit preparations of the Unit following consultation with UCDQO.  This will 
include identifying stakeholders and providing contact details. 

• Provision of documents such as management reports, sample exam papers/scripts, or any 
other relevant material requested, to be made available to the Review Group before and 
during the site visit.  This may include written responses to information requested by the RG. 

• Provide a contact liaison and mobile number to the UCDQO for the duration of the site visit.   
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Role of Review Group Chair  

• Agree the date of the site visit week with the UCDDQA and the HOU.    

• Chair the pre-planning meetings and desk-based review of the SAR and documentation.   

• Identify in consultation with the UCDQO the stakeholders to meet with the RG.  Identify any 
additional information required by the RG.   The RG may wish to provide an indicative list of 
topics/questions to be addressed during meetings and this should be provided to the Unit via 
the UCDQO. 

• Liaise with the UCDQO to confirm the site visit timings and stakeholder list.   

• Chair and host the online sessions, with support from the UCD Quality Office who will act as 
co-hosts, manage the Zoom platform and respond to any technical issues. 

• Before each meeting, the RG members should agree with the Chair the focus of the meeting, 
as well as an indicative list of questions to be addressed during the session. 

• Following each meeting the RG Chair will ensure that all review group members agree with the 
main points of evidence established during the meeting.   

• The RG Chair will also allocate an hour daily for the RG to reflect on their findings and prepare 
for the following day. 

• RG Chair will ensure that the RG agree their prioritised commendations and recommendations 
prior to the RG’s exit presentation at the end of the site visit. 

• Ensure that the timelines to complete the RG report are agreed prior to the completion of the 
site visit. 

 

Role of Review Group Members 

• Participate in the review of the SAR, associated documentation and pre-planning preparation. 

• Be available to participate in all meetings of the RG and site visit. 

• Each Group member to provide to the UCDQO their preliminary comments, any requests for 
additional information and additional stakeholders to meet during the site visit.  RG members 
may also wish to provide in advance topics/questions that they wish to cover with 
stakeholders and this should be discussed with the RG Chair in the pre-planning sessions. 

• Agree in pre-planning discussions stakeholders to meet with the RG. 

• Provide in advance to the UCDQO any additional supports that may be required in 
participating as a RG member. 

• Before each meeting, the RG members should agree with the chair the focus of the meeting, as 
well as an indicative list of questions to be addressed during the session. 

• Following each meeting the RG members should ensure that they are in agreement on the 
main points of evidence established during the meeting. 

• Participate in discussions on the RG preparation, identification of prioritised commendations 
and recommendations prior to the completion of the site visit. 

• On behalf of the RG the externs will deliver by Zoom the key commendations and 
recommendations to the College Principal/relevant Vice-President, Head of Unit, and Unit staff 
at the conclusion of the site visit. 

• Participate in post site visit deliberations, submit their individual RG section drafts to the RG 
Chair and contribute to the final RG report. 
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Role of the Stakeholder(s) 

• Attend the site visit meeting and contribute to the discussions.   

• Provide via the UCDQO any additional material requested by the RG.  This may include written 
submissions or pre-recorded responses to RG queries. 

• Communicate with the UCDQO lead if unable to attend the meeting and/or provide a nominee. 

 
 

Timelines 

Pre-site Visit  
 

 

Twelve weeks in advance 

 

UCDQO will circulate the SAR and review documentation 
to the RG in soft copy.   The UCDQO lead will agree with 
the RG Chair an indicative list of stakeholders to meet 
with the RG and will co-ordinate and organise these 
meetings. UCDQO will liaise with the Unit under review as 
part of this process.  

 

Six weeks in advance   

 

RG will meet as a group with the UCDQO lead who will 
brief members on the quality process and requirements 
and discuss preparations for the site visit (maximum 1–1 ½ 
hours).  Review Group will commence a desk review of the 
SAR and documentation. 

 

Four weeks in advance 

 

RG will submit their preliminary comments on the SAR in 
soft copy to the UCDQO. Areas/topics for discussion will 
be identified. UCDQO will liaise with the Unit under 
review on additional clarifications, information requests  
or any timetable adjustments.  

 

One week in advance 

 

RG Chair will convene a three-hour planning meeting of 
the RG, facilitated by UCDQO staff to review preliminary 
comments, the SAR and site visit.  

The RG will meet separately with: 

• the Deputy President, VP for Academic Affairs and 
Registrar 

• Relevant College Principal/Vice-President 

The RG may also meet with the Head of Unit. 
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Site Visit  
 

The UCDQO will prepare the site visit timetable following a meeting with the RG Chair and which will 
reflect the following: 

 

o Timetable and meetings will reflect the stakeholders identified by the RG Chair in consultation 
with the UCDQO.  It may include meetings with the Head of Unit, faculty and staff, students 
(undergraduate and postgraduate), postdocs, non-unit staff, employers, graduates etc.  The 
UCDQO will prepare the site visit timetable following a meeting with the RG Chair. 

 

o Meetings will take place over the site visit week, maximum meetings of 4-5 hours per day.  
Duration of meetings will be 45-50 minutes with a break of 10-15 minutes.   An hour each day for 
RG discussion will also be scheduled. To enable attendees to have sufficient time to engage with 
the RG, meetings will have a maximum of six attendees plus the RG.   In cases where this is not 
possible the RG may choose to meet separately with attendees. 

 
o Meetings will require a blend of virtual discussions, presentations, including pre-recorded as 

requested by the RG Chair.  The Unit may also be required to provide formal written 
requests/responses to queries raised by the RG in lieu of a meeting. 

 

o At the end of the site visit the RG will provide feedback in a short exit presentation to the relevant 
College Principal/Vice-Principal, Head of Unit, and all staff. 

 

 Post Site Visit 
 

Any additional meetings or clarifications required by the RG will be co-ordinated by the RG Chair and 
through the UCD Quality Office. Preparation of the RG report will follow existing procedures with 
amended timelines as follows.  

• The RG Chair will forward the RG report final draft to the UCDQO six weeks after the site visit.    

• Following clarification/formatting of the report the QO lead will forward the RG report to the Unit 
within two weeks.   

• The Unit is required to provide to the UCDQO any clerical error and unit response within two 
weeks.   

• The QO lead will amend the clerical errors, review the response, clarify any outstanding issues 
and finalise the report within two weeks.  The report is finalised and circulated. 

  

 

 


