Guidelines on the utilization of QA Forms
Form QA1, QA2 and QA3 have been agreed following initial piloting programme between TUI and Institute of Technology Management at national level. These forms are a requirement of Sustaining Progress, the precise requirement is set out in Sustaining Progress as paragraph 24.7 the text of which is as follows:
Quality Assurance
24.7 Agreed Quality Assurance arrangements currently provide for student evaluation of course delivery.  In that context it is now proposed that each Lecturer will carry out a formal survey of their students at least once per academic year using a standard template agreed by the Institute. Each Lecturer will provide a summary of the survey referred to above under each of the headings in the survey to the Head of the Department/School/Course Committee; sensitive information will be reported only to the Head of Department/School as appropriate. It is agreed that staff and students will be provided with an opportunity to provide feedback on course delivery and provision using an agreed template.
It should be noted that this alone is the reason for the existence of these forms. 
These forms are agreed between the Union and Institute of Technology Management nationally for the use in all Institutes and will therefore supersede any pre-existing forms.
Form QA1 
This is the form, which is to be given by the lecturer to individual students. It is the property of the lecturer and once completed the information contained within it remains the property of the lecturer. It is not susceptible to investigation under the Freedom of Information Act and to avoid doubt in this regard individual lecturers should use whatever mechanisms are necessary to preclude any possibility of access under FOI. Under no circumstances should forms be transmitted in any means to any other person within the Institute.
Under no circumstances should the forms be completed electronically by the students.
When should the forms be utilized?
There is no precise determination as to when these forms should be utilized. Clearly in order to avail of adequate feedback from the students and to allow them an informed process the timing would be later in the academic year rather than earlier. However the precise time is a matter for determination within the course in question through a consultative process involving the course board.  This should not be dictated unilaterally by management.
Individual lecturers should distribute the forms during a class and are strongly advised to allow for a period of time within the class for the completion of the form following which they are collected. The forms are anonymous and must remain so.  
How often should the forms be utilized?
The forms should be completed once annually for each course.  For semesterised programmes the forms should be completed in Semester 1 or 2 but not both.  In respect of Trade courses they should be completed in respect of one block over the course of the year.
Collation of information
Once collected the forms should be examined by the lecturer and the lecturer should use their best professional judgement to make an evaluation of the information contained within the forms. This evaluation is the subject of a summary form QA2. There is no requirement for a quantitative analysis to be undertaken of the forms and any attempt by Institute management to persuade otherwise induce lecturers to produce any such quantitative analysis i.e. counting the numbers of 1’s, 2’s, 3’s, 4’s or 5’s under any particular heading should be strongly resisted and reported immediately to the local TUI representative.
The forms are not regarded by TUI as being perfected and clearly are capable of improvement. Individual unilateral improvements should not under any circumstances be undertaken or agreed to nor should any changes be made to the forms within the Institute. Any suggested changes should be made to the TUI branch which should then be submitted to the Executive Committee. The forms are the subject of a continuing evaluation process and will be revised from time to time based on the feedback from TUI members.
Form QA2
This is the summary form to be completed by the lecturer following the evaluation of QA1 forms for a particular class group. As stated above it is not the intention that lecturers be required count individual answers under any particular category but rather to give an overall qualitative assessment of the contents of the forms. This assessment will of course be done using the staff members best professional judgement and will be an accurate reflection of the content of the overall totality of the QA1 forms for the particular class grouping. A reasonable amount of time should be spent examining the QA forms with a view to making an adequate fair assessment and summary on the QA2 form. When completed this form should be given to the appropriate authority, normally the Head of Department.  

The intention is that the Head of Department would bring a summary of the information in the QA2 forms to the relevant course boards.
QA3
This is a form which will be completed by a student at the behest of the Head of Department or such other person as may be deputed for this purpose. One form will be provided to each student in respect of the entire course. In this sense it differs from QA1 whereby each lecturer gives a form to each student in respect of that element of the course, which is being covered by the lecturer in question. QA3 is seeking an overall evaluation by the student of the course as an entirety rather than a narrow focus on any particular element on the course. QA3 forms will be distributed by the Head of Department (or such other person as indicated above) and following completion will be summarized by the Head in question in the same manner as the summary for the form QA1, i.e. the forms should be examined and an overall professional evaluation made. There should be no requirement for a quantitative analysis of the number of any individual scores under any particular heading. This analysis should be submitted by the Head of Department to the course board for information and where possible shortcomings addressed by this form should be considered by the course Board. 
The above guidelines in relation to all of the QA forms are provided by the Executive Committee of the TUI as guidelines. They do not carry the force of directive although members are strongly advised to adhere to the content of these guidelines. In the event of difficulties arising in implementation of these guidelines or any other aspect of the forms this information should be relayed to the Executive Committee through the appropriate branch.
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