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Preface
This portfolio of evidence has been compiled to support Ba Isago University College’s application for accreditation of the National Professional Diploma in Education (NPDE), a contact-supported distance education programme aimed at the professional upgrading and development of un- and under-qualified primary school teachers in Botswana.

Compilation of this portfolio has been informed primarily by consideration of the following legislation:

· Tertiary Education Act, Statutory Instrument No. 56 of 2005, Tertiary Institutions (Registration of Operating Public and Private Tertiary Institutions) Regulations, September 2005, Government of Botswana

but is also informed by regional and international best practice in distance education and quality assurance as advocated by:

· The Commonwealth of Learning (COL 2004; Perraton and Lentell 2004)

· Council on Higher Education of South Africa (CHE 2004 a, b, c)

· Quality guidelines of the National Association for Distance Education and Open Learning in South Africa (NADEOSA – Welch and Reed 2005).

The portfolio of evidence was endorsed by the senior management of Ba Isago University College and the institution’s academic board as evidenced by the dated signatures below.

Endorsed by

O. B. Gabasiane, Managing Director

Date: 
Endorsed by

Ms ***, Chair of the Board
Date:


Definitions

The following definitions are adopted from the Tertiary Education Commission (Government of Botswana 2005) and apply in this document.

· “academic facilities” means equipment, aids and references available to teachers,

and students to enable learning to take place;

· “academic regulation” means the specification of information regarding the

programme of instruction, usually admission requirements, programme

structure and duration and progression through the programme, articulation

with other programmes, assessment procedures, and the requirements

for the award of the associated qualification;

· “accreditation of student” means conferring of an award on a student following

rigorous assessment;

·  “articulation” means the logical progression between qualifications;

· “assessment” means a process of collecting and interpreting evidence of ability or

competence;

· “award” means a class or type of qualification such as a Certificate, Diploma or

Degree;

· “college of education” means a tertiary institution or teacher training college

principally engaged in teaching or research oriented towards the needs

of pre-school, compulsory or post compulsory sectors of education and

training;

· “course” means a component of a programme lasting one or more semesters;

· “credit” means a value assigned to a unit of standards or qualification that

represents the notional learning time required to meet the performance

standards of the unit standard or qualification; —

· “degree level course” means a course in a programme of instruction that covers

as a minimum, the demonstration of advanced knowledge and skills

related to ideas, principles, concepts, basic research methods and problem

solving techniques of a recognised subject area;

· “franchise partner” means a tertiary institution which grants permission to teach

and award a programme of qualification developed by it to another tertiary

institution;

· “institutional standards” means the requirements set by the Minister under Part

V of the Act, which specify the features characterising what is considered

to be effective performance, operation, and general conduct of recognised

tertiary institutions;

· “learning materials” means any book, hand-out or other resource made available to

students in order to complement or expand on the knowledge held by

and transferred to the students by the teacher, tutor or trainer;

· “module” means a component of a course that is independently self-contained yet

integral to the whole course;

· “outcomes of learning” means the statements of the result of formal or informal

training;

· “physical facilities” means the land and buildings and includes specialist

facilities such as laboratories and workshops;

· “private tertiary institution” means an institution established by a person or

entity whose existence is principally independent of Government funding,

governance or operations;

· “programme of instruction” means a structured learning pathway directed by a

teacher, or tutor and which leads to a qualification;

· “public tertiary institution” means any institution established by the Government

under an Act of Parliament and whose governance, funding and operations

are principally determined by or through the Government;

· “qualification” means formal recognition through certification, following a

formal assessment process of the attainment of a meaningful and coherent

cluster of outcomes of learning or training;

· “register” means a register maintained in accordance with regulation 8; and

· “stakeholders” means a group which derives direct or indirect benefits from

qualification and its components, or from the services of a tertiary

institution.
Context of application for accreditation
This first section of the Portfolio provides the context for the application for accreditation. It locates the National Professional Diploma in Education (NPDE) within the broader framework of the need for teacher development in Botswana and explains why Ba Isago sees the NPDE as a significant aspect of its contribution to education development in Botswana. It then provides an overview of some of the arrangements made by Ba Isago to implement a quality NPDE programme and one of the key challenges that the institution is currently addressing. This contextual overview provides a framework within which to engage with the more detailed and specific evidence provided in the rest of the portfolio.
The need for teacher development in Botswana

This section outlines the perceived need for primary teacher distance education in Botswana and the appropriate levels of provision.

Evidence needed: Here we must provide stats on the shortfall between current and projected future needs and the actual provision. We must make a case that provision needs to be increased and that contact-supported DE is the most logical route to follow.
The status of distance education in Botswana

This section explores the status of distance education and the acceptability of distance education qualifications within the national system of educational credentials in Botswana.

Evidence needed: Make a case for the fact that Unisa (and other) DE qualifications have been recognised for many years in Botswana and link it to international evidence of the efficacy of DE for teacher development in particular. 

Cost-benefit analysis for teacher development through distance education

This section provides a comparative overview of the direct costs and opportunity costs of investing in NPDE distance-education provision and the potential cost-benefits.

Evidence needed: Cost of current contact-based provision in Botswana vs cost of Ba Isago provision on the basis of cost per graduate for an equivalent output. Then a discussion of the opportunity costs of, for example, continuing professional development in-service as opposed to taking teachers out of the workplace and needing to find replacements.

Why accredit Ba Isago and the NPDE?

This section outlines the rationale for the development of the NDPE as a contact-supported distance education programme at BA ISAGO and its priority in relation to other options. It also provides an overview of some of the key features of the NPDE that make it particularly pertinent to Botswana.
Evidence needed: Vision and mission of Ba Isago. Show how involvement in teacher development through DE fits with the vision and mission. Explain choice of the Unisa NPDE – what are some of its most important characteristics that made it able to meet the needs of Botswana? Explain the decision-making process involved e.g. faculty, senate, council etc. Provide a curriculum overview and assessment strategy extracted from TL301 and 302. Provide details of Ba Isago’s current registration status and its plan for the future (which will be picked up again in more detail in Section 11) – particularly TEC items 1-6.
Overview of institutional arrangements to offer NPDE
This section provides an overview of the appropriate institutional arrangements at BA ISAGO and its capacity for developing and maintaining an effective delivery system in terms of the recurrent resources, management capability, trained staff, materials production, student support and (information) communications infrastructure.

Evidence needed: Here it would be useful to provide an organogram showing where the NPDE fits in; a table summarising staff, qualifications and experience; reference back to the budget discussion earlier; overview of teaching sites and ICT coverage.

Immediate challenge: the need to contextualise by up to 20% some of the NPDE modules

There are many issues typically covered in a development programme for primary teachers that transcend borders – for example all teachers need a basic understanding of educational theory and need to be able to plan, mediate and assess learning. In addition, there is a large overlap between different countries in the primary school curriculum which typically focuses on literacy, numeracy and lifeskills development. However, there are also a number of areas in which there are local, contextual variations – for example legislation and policy, professional recognition and development frameworks, home language issues and the need to refer to local contexts, cultures and traditions.
In reviewing the Unisa NPDE curriculum from this perspective, a number of modules were flagged as in need of recontextualising for Botswana. The following table identifies these modules, explains their purpose, notes key changes and summarises progress to date.

Table 1: 
NPDE modules needing to be re-contextualised

	Module
	Purpose
	Key changes
	Progress

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


This section has provided an overview of this application for accreditation. The sections that following provide more detailed insight into the dimensions set out in Table 2.
Table 2: Dimensions of NPDE programme management

	Areas
	                                  Issues

	1. TARGET AUDIENCE AND LEARNER INFORMATION SYSTEM

	1. Educational purpose of the programme

2. Demography of learner population (e.g. age range, gender, employment) – student information system
3. Motivation for learning (e.g. vocational, academic)

4. Existing knowledge and/or skills of target learners (e.g. can study skills be assumed?)

5. Curriculum needs (e.g. is it defined by an examination or a professional body, academic knowledge, vocational skills?)

6. Market and student research

	2. TYPE OF TUTORING SYSTEM AND INFRASTRUCTURE

	1. Campus based, organisation based, individual based

2. Self-paced or programme based

3. Open access

4. Single, dual-mode, partnership service provider
5. Teaching and learning strategy

6. Infrastructure and library resources

	3. CHOICE OF TECHNOLOGY FOR  INTERACTION WITH STUDENTS
	1. Print, audio/visual, web-based or a mix

2. Access implications of choice

3. Training implications of choice

4. Cost – including maintenance and sustainability

5. Philosophy and objectives

	4. BUSINESS PLANNING AND COSTING


	1. Policy and planning

2. Capital and recurrent costs

· planning

· implementation

· maintenance and updating

· fixed and variable

3. Self-financing or subsidised?

	5. STAFFING
	1.  HR Systems
2. Staff complement relative to enrolment
3. Staff workload

	6. PROGRAMME AND LEARNING MATERIALS

	1. Programme and materials design
2. Materials development

· Buy, make or adapt

· Media choice and/or mix

· Instructional design

· Developmental testing

· Production

· Delivery

· Updating

3. Storage

	7. TUTORING AND SUPPORTING STUDENTS


	1. Tutor role and tasks

2. Tutor skills

3. Recruiting tutors

4. Induction and training tutors

5. Monitoring tutors

6. Marking and feedback

7. Face-to-face, telephone, online tutoring

8. Student counselling
9. Administrative support
10. Student guides and providing information to students

11. Making course information available

12. Learning centres

	8. RECRUITING AND ENROLLING STUDENTS


	1. Marketing

2. Recognition of prior learning

3. Briefing students about ODL

4. Enrolment

5. Fee payment system

	9. ASSESSING STUDENTS


	1. Assessment design

2. Balance between summative and formative assessment
3. giving feedback (e.g. online or by paper correspondence)

4. Recording marks and student progress
5. Quality assurance of assessment

6. Assessment management

7. Security

	10. MANAGING AND ADMINISTERING NPDE


	1. Accountability and governance

2. Management of communication

3. Management of the curriculum

4. Management of information

5. Operational issues, e.g.:

· Finance

· Student recruitment

· Enquiries processing

· Enrolment

· Materials development

· Materials production
· Tuition and support

· Assessment

· Technology
6. Programme administrative issues

7. Programme coordination

8. Collaborative arrangements

	11. MONITORING EVALUATION AND QUALITY ASSURANCE for NPDE
	1. Who is the evaluation for? (e.g. politicians, managers, educational staff)

2. The level of monitoring (e.g. system level, course/programme level, individual tutor or individual learner)

3. Capability to act on findings of evaluation, monitoring and quality assurance
4. Student retention and throughput rates

5. Programme impact

6. Programme review

	12. BA ISAGO QUALITY MANAGEMENT SYSTEMS
	Total QMS for BA ISAGO as it moves towards full university status in 2010

	
	

	
	


1. 
Target audience

The Ba Isago NPDE programme is targeted at practising classroom teachers who have no professional teacher qualifications or who are classified as under-qualified in terms of current policy.
1.1
Educational purpose of the programme
The primary purpose of the Ba Isago NPDE programme is to help teachers improve their classroom practice while gaining an accredited qualification. This is communicated in both the Ba Isago brochure (Appendix 1) and the programme Tutorial Letter 301 (Appendix 2). The programme seeks to develop teachers’ personal literacy and numeracy, their subject content knowledge, their teaching skills and to enable them to participate as members of the teaching profession.

1.2
Demography of learner population (e.g. age range, gender, employment) and student information system
Table 3 below provides a statistical breakdown of the current enrolment.
Table 3: 
Demography of learner population

	Total students registered as at Dec 2008
	

	Number/% female
	

	Number/% male
	

	Number/% teaching Grades 1-3
	

	Number/% teaching Grades 4-6
	

	Age range:
	

	Number/% less than 25 years of age
	

	Number/ % 26 – 35 years of age
	

	Number/% 36 – 50 years of age
	

	Number/% 51 – retirement age
	

	Geographic location:

Breakdown by province and by rural/urban location
	

	Breakdown by home language
	

	Breakdown by prior qualifications
	

	Breakdown by disabilities
	

	Breakdown by access to technology

Cell phone/sms; telephone/fax; PC/email
	

	Employment status:

Current/years of service
	

	Average module pass rate in 2008
	

	Total graduates in 2008
	

	Throughput rate
	


Table 4 below illustrates projected enrolments for the next period. These projections are based on an understanding of the need and demand as discussed in the contextual overview above and are extrapolated from enrolment patterns over the past three years. It is believed that the formal accreditation of the programme by the TEC will result in faster growth but, as will be discussed in section 5, Ba Isago is committed to enrolments that are in line with the staff complement available.
Table 4:
Enrolment projections 2009-2012

	Year
	Target
	Demographic breakdown

	
	
	


Maintenance of information such as the above is made possible through Ba Isago’s management information system.

Student data is captured on the system on admission as per the student application form (Appendix 3).

Student activity and performance is tracked through attendance registers (Appendix 4), assignment marksheets (Appendix 6) and examination reports (Appendix 7).

Inactive students and/or poorly performing students can be identified through progressive assignment lists (Appendix 8) and are followed-up on by their tutors (see Appendix 9 for a tutor report in this regard).
Students complete feedback questionnaires on a regular basis (see Appendix 10) for an example and this information is used to adapt course materials/teaching and learning approaches (see Appendix 11 for an example).

Materials and teaching and learning strategies have been adapted to suit the needs of learners with particular disabilities (see Appendix 12 for examples).

Access to the student information system is restricted by password to relevant administrative staff (can be verified on site).

1.3
Motivation for learning (e.g. vocational, academic)
Students who register for the Ba Isago NPDE programme say they are motivated by the opportunity to improve their academic and professional competence and to gain formal recognition of this in the form of a qualification. (See Appendix 13 for a report on student feedback.)
1.4
Existing knowledge and/or skills of target learners (e.g. can study skills be assumed?)
In terms of Ba Isago’s policy for the Recognition of Prior Learning (RPL) (Appendix 14), students may gain credit for up to 50% of the qualification through Recognition of Prior Learning. For the NPDE programme this has been operationalised through the development of a professional portfolio of evidence (see TL302 in Appendix 15 for an explanation of the process; examples of RPL portfolios are available on site.)
1.5
Curriculum needs (e.g. is it defined by an examination or a professional body, academic knowledge, vocational skills?)
The assessment strategy for the Ba Isago NPDE programme (outlined in TL302 in Appendix 15) is informed by an understanding of the learning needs expressed by students themselves (Appendix 13) as well as a consideration of the requirements for the recognition of teacher qualifications in Botswana (see Appendix 16 for a detailed analysis and mapping of the NPDE programme against the requirements for teacher registration in Botswana).
1.6
Market research
Currently only the NPDE teacher development programme is offered through a contact-supported distance education mode. This is based on the fact that the target audience (see Table 3) are all in full-time employment as teachers. Ba Iasgo is committed to ongoing research both into the needs of teachers and the teaching profession as well as the identification of other areas in which distance education approaches may be appropriate. (See Appendix 17 for an itemised list of recent market research activities.)

2. 
Type of tutoring system and infrastructure
As noted previously, Ba Isago has opted for a contact-supported model for the delivery of the NPDE. This allows the flexibility to support the professional development of students who are in full-time employment as teachers. Within this broad option, the institution has needed to make a number of systemic decisions.
2.1
Campus based, organisation based, individual based

Table 3 above demonstrates the wide geographical spread of teachers in need of development. A campus based programme is not appropriate for the target learners because they are in full-time employment and the costs of salary loss, travel, accommodation and subsistence would be prohibitive for them. 

All of the students who are or will enrol for the NPDE are practising teachers with similar learning and professional development backgrounds who need to meet the same national requirements. This understanding, taken together with the relatively low access to ICTs which militate against on-line delivery for this target audience, militate against an individually based tuition model.
Ba Isago has therefore opted for an organisationally based teaching model with decentralised support.  Table 5 below summarises the main Ba Isago campuses that act as regional hubs and support centres as well as the additional learning sites that currently offer contact session support to students during weekends and school holidays (see the discussion on the teaching and learning strategy below). This list of additional teaching sites changes from year to year in response to the changing demographics of the student body.

Table 5:
 Ba Isago NPDE support centres

	Region/Province
	Teaching and learning site
	Hours of operation
	No. of NPDE students currently supported at this site

	
	
	
	


2.2
Self-paced or programme based

The use of distance education strategies potentially allows students to make choices about what, when and how they learn and to tailor a course of study to meet their own needs and requirements.
However, given the national regulatory requirements and Ba Isago’s understanding of the inter-related nature of much of the learning involved in teacher-development, Ba Isago has opted for a programme-based model in which students are guided towards completing their programme of study in as short a time as possible while maximising internal coherence and progression.

As noted in the Ba Isago brochure and in tutorial letter 301 (Appendices 1 and 2), the NPDE programme comprises fundamental, core and elective components. The fundamental components deal with learning that is designed to help the students to succeed by focussing on core literacy, numeracy and learning skills development that will underpin all subsequent study. The core components deal with issues and topics, such as theory, planning and assessment that are considered applicable to all teachers regardless of their teaching level. The elective component allows teachers to specialise in teaching Grades 1-3 or Grades 4-6 depending on their particular learning contexts. The programme is informed by an understanding that Grade 1-3 teachers teach a very integrated curriculum whereas Grade 4-6 teachers need to begin to develop specific learning area/subject expertise.
2.3
Open access

Distance education strategies are often used in the context of an open learning agenda. 

Note: I am not sure what you have decided here about the 2-3 year version of the programme. We need to talk about the entrance requirements and how they fit with the Botswana regulatory framework.
2.4
Single, dual-mode, partnership service provider
Ba Isago is essentially a contact-based institution. However, it recognises that there are some kinds of students who cannot or do not wish to attend as full-time students. Ba Isago has therefore opted to become a mixed mode institution in which its core business remains its full-time contact-based programmes but which allows it to accommodate the needs of other kinds of learners such as teachers in full-time employment for whom distance education methods are more appropriate.
2.5
Teaching and learning strategy

Ba Isago recognises that the promotion of student learning is the reason for its existence and central to its vision and mission.
Its teaching strategy across both its contact- and distance education programmes is informed by current understandings of how people in general, and adults in particular, learn.

Mays (2004:52-3) building on the work of Weedon (1997), Bertram, Fotheringham and Harley (2000) and COL (2001) suggests in Table 6 below some ways in which a dominant underpinning philosophy of education can influence the kinds of decisions made about practices within a distance education context. In practice, distance education programmes are likely to reflect a range of features across the table. However, programmes which are influenced by an underpinning theory associated with behaviourist/utilitarian thinking are, arguably, likely to be dominated by the kinds of practices outlined in column 2. Programmes which are influenced by constructivist thinking, drawing in particular on the work of Dewey and Piaget, are likely to be dominated by the kinds of practices outlined in column 3. Programmes which are influenced by socio-constructivist thinking, drawing in particular on the work of Vygotsky, are likely to be dominated by the kinds of practices outlined in column 4. Current thinking on what constitutes quality education in general and quality distance education in particular tends to favour the kinds of characteristics outlined in columns 3 and 4 (e.g. Unisa’s Assessment and Tuition policies; CHE criteria 2004 b, c; COL 2004; Nadeosa guidelines Welch & Reed 2005). 

Table 6: 
Philosophy and practice in an ODL context

	Decisions made regarding:

	Communicating the curriculum
	· Outcomes and content finalized before programme. Apply to all learners.

· All learners start and end at the same time and follow the same study sequence.

· Emphasis on providing content through lectures/ printed materials/ mutli media/ ICTs.

· Use of generic tutorial letters offering assignment model answers/ provision of model answers to tasks.

· In-course activities few or used to consolidate memorization of content.

· Tutor/materials developer seen as expert transmitting knowledge.
	· Outcomes and content finalized before start but programme offers core and elective options.

· Continuous enrolment, but same study sequence for all learners.

· Emphasis on providing resources and scaffolding to enable learners to construct their own understandings, through tutorial-in-print; 1-1 contact tutorials; emails; teletutoring.

· Emphasis on individual feedback on assignments.

· In course activities require learners to construct and demonstrate their own understanding.

· Tutor/materials developer seen as scaffolding learning opportunities.
	· Outcomes and content negotiated with learners before start of programme.

· Continuous enrolment and modularization allows multiple pathways.

· Emphasis on providing resources that reflect multiple perspectives and inviting discussion via email, website, in small group contact tutorials.

· Emphasis on formative feedback on both individual and group tasks; feedback as continuation of discussion.

· In course activities favour discussion with others and examination of multiple viewpoints and multiple resources.

	Engaging with the curriculum
	· Assume that learners have appropriate study skills.

· Learners expected to master content.

· Emphasis on recall in activities, assignments and examinations.
	· Enable reflection on and development of metacognitive skills.

· Learners expected to construct own understanding; therefore concern with both product and process.

· Emphasis on problem identification and problem solving in activities, assignments and examinations.
	· Enable reflection on and development of metacognitive and social skills.

· Learners expected to co-construct knowledge with others emphasis on process.

· Emphasis on critical analysis and open-ended discussion.

	Applying what has been learned
	· Assessment by tutors only.

· Assessment tasks require recall.

· Assessment tasks include assignment content tests; examinations.
	· Assessment by self and others.

· Assessment tasks require application of knowledge the authentic situations.

· Variety of individual assessment tasks, including portfolios.
	· Assessment by self, peers and tutors.

· Assessment tasks require reflection and application in congruent real-life contexts.

· Variety of assessment tasks, including group tasks.


Philosophical assumptions then give rise to epistemological assumptions and these in turn predispose educators towards particular kinds of practices. 

Rogers (2002:23-24) cautions against over-reliance on any one learning approach noting that adults in particular learn all the time in a variety of domains and contexts and will have developed their own favoured learning styles. Building in part on the work of Kolb, he suggests therefore that we focus on 

the ‘natural learning episode’, those episodes in which adults throughout their lives engage in purposeful and structured learning using their own preferred learning style in order to achieve a particular goal or solve a specific problem … Our purpose as teachers of adults is to go beyond this natural learning process – to help the learners to make its results more permanent; to help them draw out general principles; to use the process to lead on to further purposeful learning; to encourage them, in short, to become free in their own learning.

He further provides a breakdown of the learning episode and the implications for the teacher of adults (ibid 23) as set out in Table 7.

Table 7: 
The learning episode and the implications for the teacher of adults (Rogers 2002:23)

	Characteristics
	Implications

	1. Episodic, not continuous
	· Rely on short bursts of learning activity.

· Break material into manageable units; but hook each one on to other items of learning.

	2. Problem-centred, not curriculum-oriented; immediate goals based on needs and intentions; concrete situation; immediate, not future application; short term
	· Make relevant to students’ needs for motivation.

· Be aware of students’ intentions.

· Students to set goals.

· Start where they are, not necessarily at the beginning.

· Do activity now, not prepare for it in the future.

	3. Learning styles

· analogical thinking; use of existing knowledge and experience

· trial and error

· meaningful wholes

· less memory; but imitation


	· Be aware of different learning styles; build up learning skills.

· Relate new materials to existing experience and knowledge.

· Be sensitive to range and use of experience.

· Discovery learning; students to be active, not passive recipients.

· Need for practice.

· Move from simplified wholes to more complex wholes.

· Help students to build up units to create whole; select out essential units from non-essential.

· Rely on understanding for retention, not memory.

· Use of demonstration.

	4. Lack of interest in general principles

· stops when need is met
	· Move from concrete to general, not from general to concrete; encourage questioning of general principles; build up relationships.

· Remotivate to further learning.


Gravett (2005) uses an analysis of current understandings of how learning happens and how adults learn in particular to argue for a dialogic approach to teaching. She provides the following analysis (Table 8) of the key differences between monologic and dialogic teaching.

Table 8: 
Monologic versus dialogic teaching (Gravett 2005:42)

	
	Monologic teaching
	Dialogic teaching

	Knowledge
	Bodies of stable facts and theories transferred to students; external to learners
	Public knowledge: a social construction, temporary

Personal knowledge: jointly constructed by learners and teacher

	Learners
	Receivers of knowledge
	Active constructors of personal knowledge

	Teacher
	Knowledge transmitter; unilateral authority
	Co-learner, mediator, guide; democratic authority

	Relationships and context
	Individualistic; teacher-centred, univocal, strongly directive
	Cooperative, mutual respect, learning-centred, reciprocal


She notes that having established an appropriate climate for learning it is important to ask “open” questions such as the following (this could apply both to materials as well as contact- and internet-base fora):

· What would happen if …?

· What example can you give of …?

· What is another example of …?

· What is a good example of …?

· What strategies should we use?

· What evidence would you give to someone who doubted your interpretation?

· How does … relate to what you learned before?

· What is meant by …?

· What is your understanding of …?

· What do you mean by …?

· What could have caused …?

· What will be the result of …?

· How would you handle …?

· How does this compare with …?

· Why do you believe that …?

· How do you know that …?

· What are your reasons for saying …?

· What are you assuming when you say …?

· What are counter-arguments for …?

· Why do you agree?

· Why do you disagree?

· What are the implications of …?

· How does … apply to everyday life?

· What are some possible solutions to the problem of …? (Gravett 2005:52).

She suggests the following seven design steps to plan an interaction with adult learners: WHO (learners, leaders); WHY (pre-situation); WHAT FOR (outcomes); WHEN (time-frame); WHERE (site); WHAT (content: skills, knowledge, attitudes); HOW (learning tasks and materials). (Gravett 2005:58).
More recently, Meriam, Cafferella and Baumgartner (2007) point to the work of Jarvis in understanding adult learning. They note that in Jarvis’ model:

The learner is more than a cognitive machine. The learner is a whole person made up of the mind and the body and comes to a learning situation with a history, a biography that interacts in individual ways with the experience that generates the nature of the learning … Jarvis’s model begins with the whole person who encounters an experience in her social context, one that cannot be automatically accommodated or assimilated. This creates the disjuncture between one’s biography and the experience, a state of unease that can trigger learning … his model situates learning in a social context; learning is an interactive phenomenon not an isolated internal process. (ibid 101-3)

Jarvis’s model stresses the importance of interaction and the interplay of thinking, doing and feeling in the learning process

More recently still, Illeris (2008) explores the relationship between learning, work and competence development for working adults. Since Ba Isago NPDE students fit into this categorization, it seems worthwhile to explore Illeris’s argument in a little more detail. He argues that:

… all learning always includes three dimensions which must always be considered if an understanding or analysis of a learning situation is to be adequate: the content dimension of knowledge, understandings, skills, abilities, attitudes and the like, the incentive dimension of emotion, feelings, motivation and volition, and the social dimension of interaction, communication and cooperation – all of which are embedded in a societally situated context. The learning processes and dimensions may be illustrated by the following figure:
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Figure 1: 
The basic processes and dimensions of learning

A model of learning in working life

When it comes to the issue of learning in working life the point of departure should be taken in what characterizes workplaces and working life as a space for learning. If this is seen in relation to the learning triangle it is obvious that it has mainly to do with the interaction dimension. In itself learning life is a special kind of environment – but just as the model of learning must include the environment, learning life in this connection must also include the learners and their subjective positions and relations to the workplace and working life in general. From this point of view a triangle depicting working life as a learning space and matching the learning triangle can be drawn in the following way (Jørgensen & Warring 2003, Illeris et al. 2004):


Parallel to the division of the acquisition process of learning the working life environ also contains two fundamentally different elements which can be termed the technical-organisational learning environment and the social-cultural learning environment. The technical-organisational learning environment is about matters such as work content and division of labour, the opportunities for autonomy and using qualifications, the possibilities of social interaction, and the extent to which the work is a strain on the employees. The social-cultural learning environment  concerns social groupings and processes at the workplace and matters such as traditions, norms and values and covers communities of work, cultural communities and political communities.


The third dimension of the learning environment is about the interaction between the environment as a whole and the learners. It is, so to say, the same interaction process as the one which is involved in the learning triangle, but seen as part of the learning life and not as part of the learners as individuals. It involves in general such elements as the workers' or employees’ social and cultural backgrounds, their actual life situations, and their future perspectives, and specifically in relation to the single learner such elements as their family background and school and work experience.


In the book entitled ”Learning in Working Life” (Illeris et al. 2004), these dimensions are merged with the learning triangle into what was termed ”a double perspective on learning in working life”, and the “holistic model” below:
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Figure 2: 
Learning in working life (after Illeris et al. 2004, p. 69)

It should be noted that in addition to the dimensions of the two triangles each of them here also includes a central focus area round the meeting point of the double arrows. In the learning triangle this focus area is the learner's personal identity, which psychologically is where all that is learnt sums up into the individual experience of ”who I am” and ”how I experience to experienced by others” (Illeris 2003, 2007) and especially the parts of the identity, which comprises the personal relations to working life and therefore constitute the ”work identity” (Andersen et al. 1994). In the workplace environment triangle the central focus area is the workplace practice, which is comprised by the work activities including all the tools and artefacts, the work patterns and  personal and social relations, positions, power conditions etc.


In this way the model shows that the essential general learning in working life takes place in the interaction between workplace practice and the learner’s work identity – and it is also this learning which takes on the character of competence development ...But there is also in the model space for less essential learning processes that more or less circumvent these core fields, such as the acquisition of certain technical skills that can take place in a more limited interaction anchored between the workplace’s technical-organisational learning environment and mainly the content dimension of the learner’s acquisition, but naturally also can be related to the model’s other elements to a greater or lesser extent. (Illeris 2008:6-9)

What emerges from the above discussion is the realisation that meaningful learning – the kind of deep learning that changes the way people think and behave – cannot be “delivered”. It is a complex and iterative process in which individuals and groups interact and make meaning in a variety of ways and in a variety of contexts and involves more than simply the cognitive domain.
This understanding is reflected in the way in which the Ba Isago NPDE programme has been designed and is being delivered. It will be noted that study materials and assessment tasks build upon students’ prior learning, focus on practical classroom challenges and invite critical reflection (copies of study materials are available on site) and during contact sessions the emphasis is on collaborative and cooperative discussion and meaning-making – not on traditional lectures in which students are passive and engage only superficially.

Central to maintaining this approach are continuous opportunities for staff development (see section 5 below) and “the setting and monitoring of targets, plans for implementation, ways of monitoring progress and impact, and mechanisms for feedback and improvement” (CHE 2004b:11-12) (see sections 4, 6, 7, 9, 10 and 11 below).
2.6
Infrastructure and library resources
Ba Isago believes that the principle of establishing learning centres across the country has merit. However, experience has shown that the same people who do not have suitable places at home to study or access to computers, also often do not have transport to get them to the centres.  To be accessible, centres have to be numerous, making them costly. For this reason, Ba Isago has sought to couple them to existing infrastructure, such as schools and Ba Isago campuses. 

Sharing facilities between institutions in a field such as education, that has strong peak periods, requires careful planning but it is also sometimes possible to hire facilities on a part-time basis over weekends and during academic holidays from traditional campus-based institutions.

In operating in this way, Ba Isago works from the same assumptions advocated by SAIDE (Moll 2003:44,12) that “a learning centre is not in the first instance to be conceived as a fixed geographical or physical location” but rather “that people are more important than place to the core of learning centre functions” (SAIDE emphasis). This means creating opportunities on occasion for focussed cooperative learning rather than maintaining expensive infrastructure that is underutilised most of the time. This allows for flexibility to change the locations of centres to suit the changing geographic profile of students but does mean that facilities are generally not available to students outside of contact sessions (although we should remember here that the target students are in full-time employment and unlikely to have time to visit the centres at other times in any case). Ba Isago is committed to constantly monitoring the appropriateness of the location of support centres and to being responsive in opening (and closing) centres in line with changing demographics. 
Address the following TEC issues regarding the support centres:

Adequacy of Student and Staff Amenities

(j) Student amenities are consistent with the existing student enrolment numbers and composition.

(k) Student amenities and buildings have necessary facilities to cater for the varied needs of the student community including those with special needs.

(l) Staff amenities are consistent with existing staff numbers.

(m) There are sufficient ablution facilities for the existing and projected number of staff and students, and any visitors to the institution.
(n) The type, size and number of housing units is sufficient to meet the staff numbers planned to have access to such housing.

Safety of Buildings, Equipment and Records

(o) There are sufficient safety arrangements and systems for the equipment and the buildings.

(p) There are storage and archival facilities for the safe keeping of essential records of the institution, including student records.

(q) The location of buildings is justified in terms of accessibility and/or health and safety requirements.

(r) Existing buildings
In general, Ba Isago NPDE students have limited access to appropriate library facilities and are so geographically dispersed (see Table 3) that it is not economically viable to establish satellite libraries. For this reason, the study materials for the NPDE programme are self-contained. All of the theoretical knowledge required to inform practice is contained within the study materials (copies of study materials are available on site). However, students are encouraged and supported to identify and adapt resources in their local environment for use as teaching and learning resources. (List the modules that do this. Not sure if Ba Isago has retained the original Unisa module coding.)

At its main regional campuses in Gaborone and Francistown, Ba Isago has/is developing appropriate library facilities for its full-time students and any registered distance education students may also access these library facilities on production of their student registration card.

(Comment on the following issues from the TEC. Refer to evidence in Appendices e.g. reports, floor plans or available on-site.)
(a) Library facilities have sufficient space to hold the resources and reader-seating consistent with the existing and future programmes of instruction and student enrolment.

(b) Library facilities have sufficient texts and electronic search facilities to cover the existing programmes and meet current and future staff and student volumes.

(c) All specialist and teaching facilities are sufficient for the existing programmes of instruction, student numbers and maximum capacity levels.

(d) All academic facilities are capable of accommodating the needs of all staff and students including those with special needs.

(e) Sufficient financial provision is made to provide for the acquisition and maintenance of equipment and specialist materials relevant, current and appropriate to the realisation of the outcomes intended from the proposed programmes of instruction.

(f) The acquisition of equipment and specialist facilities recognises the needs of those students with special needs.

(g) Where equipment or specialist materials are to be leased or loaned, provision is made for appropriate agreements to be entered into.

 (h) Systems are in place to ensure that research activities are conducted in an ethical manner and to ensure that research is subject to public scrutiny.

(i) Equipment and specialist materials intended to be owned or made accessible by other means are in sufficient volumes to meet the range and numbers of staff and enrolled students.

 (o) There are sufficient safety arrangements and systems for the equipment in the buildings.

(p) There are storage and archival facilities for the safe keeping of essential records of the institution, including student records.

(q) The location of buildings is justified in terms of accessibility and/or health and safety requirements.

3. 
Choice of technology for interaction with students 

This section outlines some of the current decisions and future directions that underpin Ba Isago’s use of technology in the NPDE programme.

3.1
Print, audio/visual, web-based or a mix
Table 3 above reveals that the typical student registered for the NPDE has limited or no access to the internet or even to consistent access to a computer. For this reason, the NPDE programme is primarily print-based – comprising programme and module level tutorial letters and printed study material.
However, Ba Isago is committed to closing the digital divide and advocating the appropriate use of ICTs where appropriate so students are directed to useful websites in the study materials (especially in modules ***) and where they do have access to computers, students are encouraged to make use of these in preparing assignments and teaching and learning resources.

Students may also access all study material in a digital PDF format by logging on to the Ba Isago website and keying in their student number. (This is what I think you should do – do you?)
Students have the telephone, fax and email addresses of the academic staff of Ba Isago (see TL3** in Appendix ***) and the telephone numbers of their tutors.
It has been noted that most students have cell phones and so Ba Isago has recently experimented with the use of bulk sms messaging for administrative and academic support. Appendix *** contains examples of sms messages that have been sent out recently with dates and the numbers of students involved.

3.2
Access implications of choice

It is foreseen that in future students will have the option to register and access all their study materials on-line and on DVD/CD. However, currently as noted above the primary medium is print and students register and receive materials in person at **** (where and how does this happen?).
3.3
Training implications of choice

A contact session is held early in the academic year (see TL 3**, Appendix ***) to provide an orientation to the print-based resources and the first fundamental module taken by each student focuses on learning, language and study skills generally applicable across the programme.

It is foreseen that in future as students gain greater access to ICTs and the internet that these contact-sessions will also provide some orientation into access and use of digital resources.

3.4
Cost – including maintenance and sustainability

Costing is discussed in section 4 of this Portfolio. However, Ba Isago is aware of the need to cost the development and maintenance of its technical infrastructure by taking into account the following factors:

· Costing for needs analyses and analyses of different models of provision

· Hardware and software license costs

· Initial capital outlay on installations

· Training of staff and students according to their needs

· Routine maintenance and recurring costs e.g. printer cartridges, licenses, internet subscriptions

· Ongoing evaluation and review of the services.
3.5
Philosophy and objectives

Ba Isago is committed to providing quality learning opportunities through the media that most students have access to – currently this is primarily a combination of print-based study material and face-to-face contact, with possibilities for telephonic and sms-based support between contact sessions.

However, Ba Isago is also committed to helping to close the digital divide and so advocates greater use of the emerging technologies to support quality teaching and learning. Initially the new technologies are likely to be integrated into the programme as additional support/resources as students cannot be assessed on their use of technologies to which they do not have access.

The following activities are planned in the medium term:

· Increased use of sms technology

· Increased use of email interaction for those who have access

· The development of CDs containing additional resources for which copyright permission has been granted

· The development of DVDs that orientate students to the institution and the programme, provide some discussion of key concepts and provide examples of good and poor teaching practice for analysis.

In the longer term it is hoped that students will increasingly be able to engage in an on on-line community of learning and practice and to access, adapt and develop a range of open education teaching and learning resources.
This approach could be described as pragmatic hermeneutics – a continuous revisiting of practice to identify new understandings and opportunities.

4. 
Business planning and costing

This section deals with the business planning and costing approaches of the institution generally and with specific reference to the NPDE programme.

4.1
Policy and planning
Provide an overview of the policies in place and where they can be accessed. 
(Append policies which should include:

· programme development;

· course design; 

· course materials development; 

· services to and responsibilities of learners;

· learner support, including tutors and mentors; 

· assessment;

· recognition of prior learning and current competence;

· where appropriate, integration of workplace learning into the theoretical curriculum (co-operative education);
· language of teaching and learning, as well as of internal and public communication;

· human resource strategy;

· management and administration;

· finances, fees and payment regulations; 

· quality assurance and review; 

· evaluation and research;

· admissions and an enrolment management strategy to facilitate access for success;

· marketing; 

· accreditation;

· collaboration;

· export of programmes; and 

· the use of information and communication technology (ICT).)
Explain how policies and procedures are developed, monitored and reviewed

Provide an organogram

Explain the link between the organogram and NPDE structures
Explain the planning cycles at Ba Isago and provide, for example, Ba Isago’s current 5-year plan highlighting how the NPDE has been integrated into the broader planning. (Append the IOP)
Provide a detailed plan for the NPDE for the next year. (Append the plan)
4.2
Capital and recurrent costs

planning

implementation

maintenance and updating

fixed and variable
In this section we need to demonstrate the robust finances of the institution in general and that the NPDE has been in included in the broader institutional budgeting. (Append business plan budget and highlight NPDE as line item)
Provide a detailed capital and operational budget breakdown for the NPDE as well as audited statements from the past. (Append)
We need to demonstrate that appropriate resources have been committed and that the programme is sustainable.

4.3
Self-financing or subsidised?
Here we need to make clear the financial status of the institution. Is it for profit or non-profit? Are we expecting government subsidy for all/some students?

5. 
Staffing
This section outlines the broad staffing strategy of Ba Isago and how this has informed appropriate staffing of the NPDE programme.

5.1
HR systems
We can make reference back to the staffing table in the overview.

We need to respond to the following TEC requirements

(a) The structure and levels of professional (teaching) staff is relevant and appropriate to the scope of services provided. Where a tertiary institution offers programmes at degree level, a minimum of 15% of the academic staff in residence will normally be expected to hold a doctoral degree or have extensive and sustained research experience.

(b) Staff is involved, on a continuous basis, in significant and verifiable research and publication activities relevant to their disciplines.

(c) The structure and levels of administrative staff is relevant and appropriate to the size of institution and the support needs of the programmes of instruction.

(d) The minimum qualification levels of professional staff are consistent with the need to ensure the attainment of the types of qualifications to be awarded. Where the institution is to offer degree level programmes, the minimum qualification for the teaching staff for such programmes will be a Masters Degree.

(e) The minimum qualification levels of administration staff are consistent with the provision of the quality of support needed at each level of the institution.

(f) The recruitment sources and research processes are likely to secure persons who have relevant teaching and research competencies and subject expertise that are commensurate with the scope and level of services provided and qualifications to be awarded.

(g) The selection and promotion criteria for positions across the institution are fair and valid, and do not unfairly discriminate against some prospective applicants.

(h) Where applicable, sourcing of staff from Franchise Partners does not compromise the continuity and quality of teaching and learning.

(i) Commitment to professional development is realistic in terms of the Financial Plan presented.

(j) Commitment to professional development is realistic in terms of the rate of knowledge and/or technological change in the subject areas to be taught and is likely to maintain the subject competence of the professional staff.

(k) Commitment to professional development is inclusive of all staff.
(l) There is a clear commitment to being a “good employer” in terms of policies relating to the health, welfare, and ethical treatment of staff.

As a result of the reliance on large numbers of part-time staff e.g. tutor-markers, we need to say something about how processes are managed for them to.
5.2
Staff complement 

We need to be able to provide evidence of the following:

Distance education teaching tasks are distributed among separate functional responsibilities; for example, course design, instructional design/course materials development, electronic media use, editing, tutorial support for learners, monitoring of tutors, counselling, assessment, and management of the distance education learning system. (Append job descriptions)
The main responsibility for programme development, course design and monitoring of programme delivery is that of qualified academic staff.  (Provide a table like the following which demonstrates a clear link between role and qualifications/experience e.g. the Foundation Phase Coordinator should have Foundation Phase experience:)

Course design/development staff are suitably qualified (at least two levels above the level of the course). 

	Programme role
	Name
	Qualifications
	Experience

	
	
	
	

	
	
	
	


The number of full-time academic staff in the educational provider is as small as possible, but the number of tutors (mostly employed on a part-time basis) is sufficient to provide for individual needs of learners.
(Make explicit staff:student ratios and refer to Table 3 and the table above.)
 The educational provider employs sufficient administrative and technical staff to handle specialized tasks of registry, despatch, management of assignments, administrative support, as well as technical IT support to learners and staff. 
(Provide a table of support staff)
	Programme support role
	Name
	Qualifications
	Experience

	
	
	
	

	
	
	
	


5.3
Staff workload 
Refer back to job descriptions above. Ensure that:

Academic workload is measured in terms of the following:

· course design;

· preparation of course materials;

· piloting of courses;

· devising and participating in assessment strategies;

· tutoring, particularly online tutoring;

· supervision of tutors/markers/other staff;

· management of courses;

· monitoring the success of the course;

· research and evaluation;

· contact hours with learners.
6. 
Programme and learning materials
In a distance education programme such as the NPDE, the design, development and dissemination of learning materials is a critical operational focus. This section outlines Ba Isago’s approach to these issues.

6.1
Programme and materials design

We need to talk about the process of curriculum development. Nadeosa advocates a design-down process that begins with programme design, moves down to course/module design and then moves down to the planning, development and quality review of the learning materials. This involves teams of people working together. We need to talk a little about how Ba Isago engaged with the Unisa programme and what changes were made to meet the needs of students in Botswana. We need to address issues of programme planning, approval, curriculum review, decisions made about admissions and support strategies, issues of accreditation and articulation.
We also need to provide evidence that we have met the following TEC requirements:
(a) Programmes are listed in terms of duration, level, and qualification to be awarded. (Ref TL301)
(b) Programme duration and composition for degrees are commensurate with the definition of a degree-level programme and provide a sound foundation for further study and research. (Not a degree programme but lays a sound foundation – see TL301)
(c) Articulation arrangements between programmes and with those of other institutions will enhance the progression of students. (Does the Diploma articulate with the UB BEd?)
(d) Qualification nomenclature is consistent with the levels of the programmes and the National Qualifications Framework. (?)
(e) Notwithstanding technology-based approaches, the modes of teaching are consistent with the goals and objectives. (contact-supported DE; contact sessions model practice; any follow up work in schools?)
(f) There are clear statements describing how pedagogical approaches and learning contexts enhance access and opportunities for students. (AS above; any special needs provision?)
(g) Programmes have clearly defined purpose(s) relating to identified and verified student, industry, community and/or national needs. (Append a document showing relationship between programme purpose and ELOs and module purposes and ELOs at different levels)
(h) Workplace learning activities have a sound educational rationale and appropriate arrangements for student support (including health and safety) which are easy to monitor and assess by students. (Examples of practice-based assignments)
(i) Policies and procedures for programme design detail the inclusion and involvement of relevant industry and/or professional stakeholders, and the inclusion and involvement of recognised expertise from at least one other recognised institution. (Unisa?)
(j) Policies and procedures for programme design detail the review mechanisms, inclusive of students, industry and/or professional stakeholders, and recognised expertise in other institutions. (student and tutor feedback surveys and evidence of action taken; ongoing relationship with Unisa  staff + internal?)
(k) Policies and procedures for assessment design indicate the inclusion and involvement of relevant industry and/or professional stakeholders, and the inclusion and involvement of recognised expertise from at least one other recognised institution. (use of internal and external moderation processes)
(l) Degree programmes should emphasise basic principles and general knowledge as the basis for self-directed work and learning. (Also true of this Diploma – note focus on self-assessment; also refer to School and profession self-assessment)

(a) Programme and course descriptions clearly state the proposed outcomes of learning that will be achieved in terms of theoretical knowledge, practical skills and overall competencies. (refer to g above)
(b) Assessment descriptions clearly state the assessment methodologies to be used (i.e. assignment, test and examination) and the relative mix and weighting of these. (see TL301, 302 and an example of a 101)
(c) The entry policies and criteria do not represent unnecessary barriers for intending students. (Append Ba Isago admissions policy)
(d) The policies and criteria optimise opportunities for people from under-represented groups (e.g. people with disabilities) to participate fully and have realistic chances of success. (Ba Isago’s current enrolment of and provision for learners with special needs? Note that DE was chosen to cater for the learning needs of people in full-time employment who would otherwise not have access.)
(e) The selection policies and criteria optimise the enrolment of students into programmes in which they have a reasonable chance of success. (note emphasis on classroom-based practice)
(f) The entry policies optimise the recognition of a student’s prior learning and attainment as evidenced by the holding of qualifications awarded by other appropriately quality assured institutions. (note RPL process in TL302)
(g) Any publicity materials on the nature of of programmes offered and/or of fees payable  to the institution are not misleading. (Ba Isago brochure)
6.2
Materials development
In distance education, students work extensively with materials independently. This means that such materials need to be especially written for distance learning taking into account the intended programme outcomes and the needs of the target learners. This involves institutions in making decisions about issues such as the following:
· Buy, make or adapt

· Media choice and/or mix

· Instructional design

· Developmental testing

· Production

· Delivery

· Updating.
Buy, make or adapt

Ba Isago chose first to register students through Unisa because ...

Having gained experience with the programme and materials, Ba Isago has bought the rights to them from Unisa and is involved in a process of adapting them to suit better the particular context of Unisa.  See Table 1 for progress made to date.

Media choice and/or mix

Table 3 provided a demographic profile of the target learners. It was noted that students have limited access to technologies and this has informed the choice of a print-based programme with contact support at key stages. This is supplemented by student access to telephonic, fax and email communication with Ba Isago staff. As noted in section 3, Ba Isago is committed to the promotion of the use of appropriate media as student profiles change.
Instructional design

Ba Isago recognises that the design of distance education materials needs to be very different from the hand-outs that are sometimes made for full-time students.

The following table, based on a workshop run in Johannesburg by the late Fred Lockwood from the Open University UK, illustrates some of the key differences between distance education materials and traditional textbooks.

An examination of any materials used in the NPDE programme will provide evidence of these instructional design characteristics.

Table ***: Some differences between textbooks and DE materials

	Traditional textbooks
	DE materials

	Assume interest
	Arouse interest

	Written for teacher use
	Written for learner use

	No indication of study time
	Give estimates of study time

	Designed for a wide market
	Designed for a particular audience

	Rarely state learning outcomes
	Always specify intended learning outcomes (but are open to the recognition of unintended but desirable outcomes)

	Usually one route through
	May be many routes through

	Structured for specialists
	Structured according to needs of learners (based on learner profile)

	Little or no self-assessment
	Major emphasis on self-assessment

	Seldom anticipate difficulties
	Alert to potential difficulties

	Occasionally offer summaries
	Always offer summaries

	Impersonal style
	Personal style

	Dense layout
	More open layout

	Readers views seldom sought
	Learner evaluation always conducted

	No study skills advice
	Provide study skills advice

	Can be read passively
	Require active response

	Aim at scholarly presentation
	Aim at successful learning


Developmental testing

Ba Isago is committed to the notion of developmental testing of new materials. This means trying out new materials with a representative group of students before implementing them to scale in a programme. Appendix *** provide an example of a developmental testing instrument, the process followed, the feedback gained from students and the ways in which the draft material was adapted to accommodate this feedback.

Production

One of the key problems often faced in distance education provision is that materials may not be ready when students register. Ba Isago has sought to obviate this problem by planning production schedules rigorously (see Appendix ***). Writers of new materials work to a common in-house style template (see Appendix ***). Printing of materials is out-sourced to ***as printing is not a core competence of Ba Isago.
Delivery

Having been printed, it is important that materials are delivered to students timeously. In some countries materials are sent by post or courier, but in Botswana Ba Isago makes materials available to students by ...

Updating

As noted in table 1, various modules in the programme are currently being updated and recontextualised better to meet the needs of students in Botswana. Tutorial letters are updated annually to include new assignments and updates on changes in the education system (compare *** and *** in Appendix ***). Tutorial letters and contact sessions can also be used to update students during the programme, for example ...

In line with accreditation and business plan cycles, it is envisaged that the programme and core materials will be reviewed and updated every three years.

Storage

Between printing and despatch to students, it is necessary to have adequate capacity to store the learning materials. Ba Isago uses ... (bar-coding? Stck control procedures? Storage space?)

7. 
Tutoring and supporting students

As noted previously, the NPDE is a contact-supported distance education programme.

Tutorial letter *** (Appendix ***) outlines the contact sessions for 2008. It will be noted that contact sessions are an integral part of the programme design assisting with orientation, maintenance and consolidation of the learning process. Apart from providing academic, administrative and personal support, contact sessions should also model appropriate teaching practices. Therefore tutors have a key role to play in the roll out of the NPDE programme.

7.1
Tutor role and tasks
Elaborate and append a job description and/or contract.

7.2
Tutor skills

Elaborate on Ba Isago expectations

7.3
Recruiting tutors

Elaborate on process followed

7.4
Induction and training tutors

Elaborate. Give details of workshops. Append workshop materials or refer to them on site.
7.5
Monitoring tutors

Explain how this is done. Append observation instrument and sample report.

7.6
Marking and feedback

Note Ba Isago’s commitment to providing appropriate formative feedback.
Detail criteria.

Provide examples of marked assignments that exemplify these criteria.

7.7
Face-to-face, telephone, online tutoring

Explain the nature of each
7.8
Student counselling

Explain tutor’s role with respect to personal counselling

7.9
Administrative support

Explain how students are supported administratively e.g. support for registration, regular and reliable fee accounts, tracking of lost materials/assginemnts, procedures for exam entry, results and graduation

7.10
Student guides and providing information to students

Note that TLs and contact sessions are primary to this.
7.11
Making course information available

Note brochure and TL300 series.
7.12
Learning centres
Refer back to discussion in section 2.6.
In addition this section must respond to the following TEC requirements iro the NPDE:
(a) There are adequate textbooks and learning equipment to meet the needs of the students and staff. (show how printing runs and contact venues/tutors link to student numbers)
(b) The textbooks and learning equipment acquisition and maintenance procedures are sufficient to meet the needs of staff, students, and the intended outcomes of the programmes. (what equipment is available and used at the sites of learning? How are these resources maintained?)
(c) The institution provides guidance on how students will acquire textbooks and other learning materials. (refer back to dissemination of leaning materials)
(d) Orientation and induction materials and processes are comprehensive in familiarising students with the institution’s layout, services, processes and expectations. (Ba Isago brochure?)
(e) Information is provided regarding relevant welfare and support services available within and outside the institution. (Ba Isago brochure?)
(f) Services and processes are available to determine student’s special learning and/or other needs. (application form ... and response?)
(g) Information regarding the recognition of prior learning and/or the cross crediting of attainments within the institution and/or to or from other institutions is clear and transparent, and reflects current practice. (addressed above – cross refer)
(h) Academic and career support is available prior to, and after enrolment, with appropriate access to support regarding progress through a student’s chosen course of study. (role of contact sessions and alumni support?)
(i) Information, guidance and support services ensure that any student working independently (e.g. distance learning) receives support and guidance of the same quality as other students.

(j) Policies and practice related to student welfare recognise the institution’s responsibilities towards people with major health concerns, such as HIV/AIDS.

(k) Procedures for reassessment are clear, detailed, transparent and unambiguous, and treat students fairly. (refer to assessment section – assessment policy should cover re-marks)
(l) Appeals against assessment, or other decisions, include the involvement of a party capable of objective and independent input. (explain process)
(m) Disciplinary procedures are clearly outlined in terms of making a distinction between minor and serious misconduct, and outlining the steps involved in the processes. (disciplinary code? Examples of use? Plagiarism issues?)
(n) Complaints procedures are documented in terms of processes and obligations for all parties. (explain process, give example with name removed)
(o) Rules, regulations and grievance procedures are likely to promote harmony and instil good conduct, and respect the rights of individuals to complain and seek redress. (append policies)
8. 
Recruiting and enrolling students

8.1
Marketing

Explain how marketing is done; who is involved; provide examples of marketing materials.

8.2
Recognition of prior learning
Explain process, refer to TL302, evidence on site and provide rationale
8.3
Briefing students about distance education
Important that marketing makes clear the DE nature of the programme; also note inclusion of fundamental modules and orientation contact sessions; note plans for orientation DVD.

8.4
Enrolment

Explain process; who is involved; how Ba Isago ensures that entry requirements have been met

8.5
Fee payment system
What are the fees? Can they be paid in instalments? Is there any support with getting bursaries? How are statements /account balances disseminated? What are the implications for students who are behind with their payments?
9. 
Assessing students

9.1
Assessment design
 Refer to TL301/2 and provide a rationale for the assessment strategy and range of assessments used. Provide examples of different assessment tasks in an appendix in a way that shows the link between programme ELOs, module ELOs, ITAs, Assignments, Examinations and the Portfolios (which are an integrated assessment strategy).

9.2
Balance between summative and formative assessment
Explain the rationale for the summative/formative split in the programme assessment strategy. 

9.3
Methods of submission and giving feedback (e.g. online or by paper correspondence)

Explain how students submit assignments and how they are marked, returned and discussed.

Explain exam arrangements.

Explain how portfolios are submitted, assessed and returned.

9.4
Recording marks and student progress

Provide examples of tutor marksheets.

Exam marksheets.

And student cumulative assessment records from system.

9.5
Quality assurance of assessment

Talk about training in assessment that Ba Isago has provided.

Talk about first and second examiners.

Internal and external moderation of papers and marking.

Arbiters/appeals processes

And provide evidence in the form e.g. of moderator reports.

9.6
Assessment management

Talk about how assignment flow and exam sessions are managed. Provide examples of procedures documents to receive, record, process and return assignments.
9.7
Security
Explain  how Ba Isago ensures that students submit their own work e.g. sign a plagiarism declaration on assignments
Explain how exam papers are controlled to prevent leakages.

Explain the certification procedures.

Explain how the assessment MIS is administered e.g. staff PIN number access; who has access?

10. 
Managing and administering NPDE
10.1
Accountability and governance

Locate NPDE in the governance and accountability system of Ba Isago as a whole.

10.2
Management of communication

Explain processes and provide evidence of the following:
· There are effective systems for communication with current and potential learners, with key outside bodies, with governance structures, and with all staff and tutors involved in courses.

· Enquiries, applications and complaints are dealt with quickly and clearly within a structured administration system 

· Learners’ questions are answered quickly, clearly, and supportively.

.

10.3
Management of the curriculum

Provide an organogram.

Cross refer to job descriptions of programme manager, module coordinators, tutor coordinator, tutor-markers

Provide examples of schedules of activities for design , development and teaching

Cross refer to management of assessment

Explain how non-active and at-risk students are identified and supported

10.4
Management of information

Cross refer to the following as examples of the robust nature of the Ba Isago MIS:
· Learner records (for example, contact details, assessment results) are detailed, up-to-date, and accessible to tutors, academic and administrative staff. (section 1)

· Tutor records (for example, qualifications and experience of tutors) are detailed for each tutor and available to tutor-monitors. (section 7)

· Records of course results and other management information can be analyzed to: 

· give completion rates for each group of learners;

· identify at risk learners;

· identify inactive learners. (sections 2, 9 and 11)

10.5
Operational issues
Identify structures, roles, people involved in the following operational areas and whether or not NPDE has separate structures or is integrated – who represents the interests of the NPDE in the general structures of Ba Isago? Provide examples of Minutes of meetings that refer to NPDE issues (extracts are fine provided we can say where they are extracted from)

, e.g.:

· Finance

· Student recruitment

· Enquiries processing

· Enrolment

· Materials development

· Materials production

· Tuition and support

· Assessment

· Technology

10.6
Programme administrative issues

What administrative support is provided for the NPDE programme?

10.7
Programme coordination

Who coordinates the programme overall and how?

10.8
Collaborative arrangements
What collaborative arrangements are in place?
e.g. with schools as sites of learning – contractual agreements

e.g. with other institutions for external moderation of assessment, critical review of materials

11. 
Monitoring evaluation and quality assurance for NPDE
11.1
Who is the evaluation for? 
Distinguish the different levels and audiences for evaluation. 

11.2
The level of monitoring (e.g. system level, course/programme level, individual tutor or individual learner)
Provide examples of tools/instruments and reports related to the levels in 11.1

11.3
Capability to act on findings of evaluation, monitoring and quality assurance
Provide evidence of changes made in response to evaluation reports in 11.1

11.4
Student retention and throughput rates
Provide table showing comparative pass rates per module and NPDE

Provide table showing cohort throughput e.g. of 10 students who registered in 2004, how many graduated in 2005, 2006, 2007, 2008; how many are still in system? How many dropped out?

What plans does Ba Isago have to improve pass rates and throughput?
11.5
Programme impact
How does Ba Isago evaluate the impact of the programme e.g. school observations, interviews with school principals/MoE officials, surveys ...?
What have been the findings of these impact studies?

11.6
Programme review
How have the evaluation. Moderation and impact processes and reports above fed into programme review processes – what changes have already been effected (provide evidence), what changes are planned (provide plan)?

12. 
Ba Isago quality management systems
This section should outline Ba Isago’s broader QMS and locate the NPDE within it. This will include examples of how the broad QMS issues have been interpreted/implemented in practice in the NPDE.

This section should address the following TEC requirements:

(a) The quality management system contains, as a minimum, statements of policy, procedures, resource allocations, accountabilities, and review mechanisms and time frames.

(b) Plans for enhancing the capability of the institution through self-development are stated and are realistic in terms of the stated goals and objects, and the financial model provided.

(c) Policies and procedures for programme design detail the review mechanisms, inclusive of students, industry and/or professional stakeholders, and recognised expertise in other institutions.

(d) Policies and procedures for assessment design detail the inclusion and involvement of relevant industry and/or professional stakeholders, and the inclusion and involvement of recognised expertise from at least one other recognised institution.

(e) The proposed internal moderation system is likely to ensure that assessment is fair, valid, reliable and consistent.

(f) The proposed internal moderation system is inclusive of measures to ensure the comparability of assessment practices and assessment decisions with other institutions offering similar awards.

(g) External persons with appropriate qualifications, teaching and research experience are appointed to monitor and evaluate the effectiveness of the institution’s quality management system as it relates to specific degree level qualifications.

(h) The memorandum of agreement clearly states the duration of the agreement, and the roles, responsibilities and accountabilities of both parties to the agreement policies and procedures for programme design, detail the inclusion and involvement of relevant industry and/or professional stakeholders, and the inclusion and involvement of recognised expertise from at least one other recognised institution. 
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