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INTRODUCTION
The London Film Academy (LFA) is an exciting and innovative venture in practical film training
based in the hub of one of the world’s leading film capitals. LFA runs professional-standard
practical training in all the key areas of filmmaking with tutors who are freelance working
professionals.
LFA is producing a new generation of filmmakers, meeting the industry demand for individuals who
are multi-skilled, collaborative and innovative. LFA graduates have successfully entered the film
and television industry with an unparalleled breadth of experience and specialised knowledge,
proving they have a unique advantage over those graduates who have focused knowledge in only
one area.
In addition to gaining employment, LFA graduates also find themselves with the appropriate set of
practical, academic and transferable skills that enables advancement on to higher level studies.
Previous Diploma graduates, depending on their prior background, have progressed with or
without credit transfer to a master`s degree, occasionally they have progressed into the
second/third year of an undergraduate degree. In 2018 LFA launched its first 2-year fast track BA
(Hons) Filmmaking.
The London Film Academy registered with Office for Students in 2019 and is a Higher Education
Provider that offers a variety of Diploma courses for students undertaking qualifications equivalent
to those at RQF 7 and a BA (Hons) Filmmaking at RQF level 6. The Academy’s higher education
provision has been reviewed by a number of universities and agreements secured recognising
progression and/or articulation. Our main collaborative partner is University of Derby.
This Quality Assurance and Enhancement Handbook provides guidance on the academic
structures, policies and regulatory frameworks that have been developed by the Academy to
maintain academic standards and enhance the quality of students’ learning experiences in all
courses operating across the institution.
In addition to the QAE handbook, all staff, tutors and students are advised to review regulations
and procedures published on LFA website as well as course specific guidelines, as individual
courses have course-specific procedures and regulations that have been approved by an external
body or agency.
LFA course design, delivery, assessment and review has been guided by reference to a number of
external reference points, including the Framework for Higher Education Qualifications in England,
Wales and Northern Ireland (FHEQ), the Regulated Qualifications Framework (RQF), and the UK
Quality Code for Higher Education, Subject Benchmarks Statements, the Qualifications and Credit
Framework (QAA) and the regulator Office for Students (OfS) guidance and expectations.
The Office for Students (OfS) is the regulator of English higher education. LFA is listed as a
registered provider on the OfS Register. Being registered means LFA has demonstrated to the OfS
that it:
• Provides well-designed courses that meet recognised standards
• Offers a high-quality academic experience for all students
• Supports students from admission through to completion
• Ensures students’ achievements are valued by employers or enable further study
• Awards qualifications that hold their value over time, in line with recognised standards
• Pays regard to guidance about how to comply with consumer protection law
• Has a published student protection plan, setting out the risks of course, campus or
institution closure and how it will protect students’ interests in such an event
• Has the financial resources to provide and deliver the courses advertised.
• Registration with the OfS has a series of ongoing general conditions, these include:
• Publication of our ‘Access and Participation Statement’.
4
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Publication of our ‘Student Protection Plan’.
Supplying of ‘transparency information’ as designated under the High Education and
Research Act 2017 (HERA) to the OfS.
Participation in the National Student Survey

VISION & PRINCIPLES FOR QUALITY ASSURANCE & ENHANCEMENT
In order to achieve our vision for providing high quality education for all, the LFA has established a
system of quality assurance and enhancement processes and procedures. Underlying these,
however, is a set of principles that informs our approach. Clear understanding and
acceptance of these principles by all staff members and tutors will ensure that our quality
assurance and enhancement system works effectively.
•

We aim to assure and enhance the quality of the student’s learning experience

•

The focus of our approach to quality assurance and enhancement extends much further
than the maintenance of academic standards. We aim to enhance as well as to assure
the quality of the students' learning experiences whilst they are studying at LFA. In this
context, we recognise the fact that all areas of the Academy’s operations impact
significantly upon the quality of that experience and are likely to influence students’ future
prospects for success in the world of work.

•

Quality is the responsibility of every staff member and tutor. Everyone has a contribution
to make and, in order for this approach to be successful, clear lines of responsibility have
been established. Within the structure, adequate support at all levels must be provided to
enable staff to achieve their quality objectives.

•

We aim to improve quality standards at all levels across the Academy

•

We aim to provide students with the best possible experience on all of our courses, within
the constraints of the resources available. We also aim to foster quality improvement in
academic delivery and in the provision of all support services.

•

We are committed to the principles of internal and external peer involvement in assuring
and enhancing the quality of our academic provision

•

We recognise that assuring and enhancing the internal quality our systems requires the
constant re-examination of our own approaches and comparing those against ideas put
forward by our peers, as well as external reference points established by recognised
external bodies: in particular, expectations, core and common practices, advice and
guidance set out by the QAA in the UK Quality Code for Higher Education and the quality
standards established by our external partners. By so doing, we develop the rigour of our
internal quality processes and demonstrate accountability to external bodies.

•

We take the views of our students into account

•

We recognise that students can make a valuable contribution to the assurance and
assessment of quality within LFA. We are therefore committed to seeking the views of our
students and using the feedback gained to improve the quality of their experience. We also
seek actively to engage students with our quality processes.
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KEY STAFF AND COMMITTEE STRUCTURES
ACADEMIC OPERATIONS MANAGEMENT STRUCTURE
Head of Academic
Governance

Vice Principal

Course Leaders,
Diplomas & BA

Module Leaders,
Core and Visiting
Tutors

Course
Coordinators,
Diplomas & BA

Course Leader,
Filmmaking
Certificate

Courses
Coordinator, Short
Courses

Core and
Visting Tutors

Core and
Visting Tutors

ASSURING AND ENHANCING ACADEMIC QUALITY - LFA BOARD AND
COMMITTEE STRUCTURE
Senior Management Committee
(until Board of Governance operational)

Disciplinary
Committee

Academic
Board

(once Board of
Governance
operational)

Student-Staff
Liaison Committee

QUALITY
ASSURANCE &
ENHANCEMENT

Senior
Management
Committee

* Student Term One
meetings & Questionnaire
* Student Exit
Questionnaires

(once Board of
Governance
operational)

Course Committees
* Learning and Teaching Discussion Groups
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SETTING & MAINTAINING ACADEMIC STANDARDS - OUR APPROACH
TO QAA QUALITY CODE ADVICE AND GUIDANCE

QAA
Quality Code

Managing
Collaborative
Arrangements

UK & European
reference points for
Academic
standards, FHEQ

Course Design,
Approval,
Monitoring &
Review

Assuring
Academic
Integrity

Admissions
Policy

Assessment
Policy & RPL
External
Examining
Internal
Verification

Learning &
Teaching,
Student
development
&
achievement
Student
Engagement

FRAMEWORK FOR HIGHER EDUCATION QUALIFICATIONS (FHEQ)
The Framework for Higher Education Qualifications (FHEQ) describes the achievement
represented by higher education qualifications. It applies to degrees, diplomas, certificates and
other academic awards granted by a higher education provider with degree awarding powers.
The LFA, although it does not have degree awarding powers, also references the FHEQ in the
assurance processes of its own academic standards.
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The main purpose of the FHEQ is to provide public assurance that qualifications bearing similar
titles represent similar levels of achievement and to help students and employers understand the
meaning and level of qualifications.
It is an important reference point for all higher education providers and has been written to assist in
the maintenance of academic standards; to inform international comparability of academic
standards, especially in the European context; to ensure international competitiveness; and to
facilitate student and graduate mobility.
It also provides a broad benchmark or reference point for institutions, course teams and external
examiners as to the kind of attainment which should be expected in students exiting an award. Full
details can be found on the QAA webpage.
In the development of new courses or review of existing ones, the LFA will ensure that where
applicable the overall programme learning outcomes and also those of each individual module map
onto the FHEQ level descriptors for the award (or equivalent level) which they are delivering.
Furthermore, LFA’s assessment strategy includes ensuring that the assessment requirements of a
course adequately demonstrate that it meets the appropriate level descriptor in the FHEQ. These
descriptions are set out in the Programme Specification and further extended within the Module
Descriptors where the assessment of learning outcomes is contextualised. Individual assignment
briefs outline the relevant criteria to students and tutors.
FHEQ Level
FHEQ Level 6 (Honours)
FHEQ Level 7 (e.g. MA, MSc)
FHEQ Level 8 (e.g. PhD)

LFA Course/Qualification
BA (Hons) Filmmaking
Filmmaking Diploma
Screenwriting Diploma
N/A

UK QUALITY CODE
The UK Quality Code for Higher Education (the Quality Code) sets out the Expectations and Core
and Common Practices that all providers of UK higher education are required to meet.
The Quality Code gives all higher education providers a shared starting point for setting, describing
and assuring the academic standards of their higher education awards and programmes and the
quality of the learning opportunities they provide. Providers use it to design their respective policies
for maintaining academic standards and quality.
Academic standards at the London Film Academy are managed through the adherence to
institutional policies and procedures, a series of committees and observance of the Quality Code.
Reference to the Quality Code guides all aspects of the LFA’s management of academic standards
and activity with regards to the management and enhancement of the learning opportunities
available to its students.
Course design references subject benchmark statements, the FHEQ level descriptors, notes on
writing the programme specification and the Quality Code in general. Policies on Admissions,
Assessment, External Examining and Course Monitoring and Review assure academic standards
are managed effectively and improvements achieved through the internal verification process and
input from external examiners, external audits and an industry advisory board.
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PROGRAMME SPECIFICATIONS
Programme Specifications are the sets of information that an institution provides about its courses.
Each specification clarifies what knowledge, understanding, skills and other attributes a student will
have developed on successfully completing a specific course. It also provides details of teaching
and learning methods, assessment and subsequent career opportunities, and sets out how the
course relates to the qualifications framework and subject benchmarks. This information allows
prospective students to make comparisons and informed choices about the courses they wish to
study and provides useful guidance for recruiters of graduates.

SUBJECT BENCHMARK STATEMENTS
Subject benchmark statements set out expectations about standards of degrees in a range of
subject areas. They describe what gives a discipline its coherence and identity, and define what
can be expected of a graduate in terms of the abilities and skills needed to develop understanding
or competence in the subject.
BA (Hons) Filmmaking is referenced against FHEQ level 6 descriptors and Filmmaking and
Screenwriting Diplomas are referenced against FHEQ level 7 descriptors and there are no relevant
subject benchmark statements yet written for LFA course subject areas at this level 7, the LFA
Course Teams still reference the honours degree benchmark statements when developing and
reviewing courses since they provide a very helpful tool for contextualising and framing course
outcomes. Most LFA courses relate to the honours degree benchmark statements for
Communication, Media, Film and Cultural Studies although some statements from the Art and
Design benchmarks are also relevant.

ANNUAL ACADEMY REVIEWS STRUCTURE
Academy Review
Senior Management Committee

Periodic Course Reviews

Annual Course Review
Prepared by Course Leader

All Courses

Assessment
Board
BA & DIplomas

External
Examiners
Report

Course
Committee

BA & Diplomas

All Courses

Student Feedback
forms
All Courses

Filmmaking
Debriefs (Where
Applicable)
BA & Diplomas

External
Validation/
Articulation

CPD
Records
All Courses

BA & Diplomas

Module
Report
BA & Diplomas

Module
Questionnaire
for Tutors
BA & Diplomas

Module
Questionnaire
for Students
BA & Diplomas
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JOINT PRINCIPALS
The Joint Principals are the chief executives of the Academy and together manage the strategic,
operational and academic direction of the institution. Particular responsibilities include:
•

Making recommendations to the Senior Management Committee* about the educational
character and mission of the Academy. *later in 2020 a Board of Governance will be in
operation

•

Implementing decisions rendered by the Senior Management Committee

•

Organising and managing the Academy

•

Providing leadership for staff members of the Academy

•

Preparing and managing budgets and resources

•

Maintaining student discipline

The Vice Principal (Deputy Head of Academic Governance) supports the Joint Principals in the
areas outlined above.

SENIOR MANAGEMENT COMMITTEE & FUTURE BOARD OF
GOVERNANCE
The Senior Management Committee (SMC) sets the strategic direction for the Academy. Its remit
encompasses all functions of the business, including quality management. Membership includes
the Joint Principals and the other senior managers.
In the latter part of 2020, the SMC’s executive function will be replaced by a formally constituted
Board of Governance, including independent external members. The Governance Board may
establish sub-committees for Finance, Audit and Risk. For more information see LFA website.

HEAD OF ACADEMIC GOVERNANCE
Ultimate authority for assuring the maintenance of quality standards across the Academy is vested
with the Joint Principals. Specific responsibility for educational oversight is delegated to the Joint
Principal (DG) acting as Head of Academic Governance (HoAG), who reports directly to the Senior
Management Committee and later Board of Governance. The HoAG (or Deputy HoAG) sits on all
key committees and exercises quality management.
The three primary responsibilities of the HoAG are:
•

Setting and maintaining threshold academic standards

•

Assuring and enhancing academic quality

•

Assuring public information is valid, reliable, useful and accessible

HoAG’s Terms of Reference for Standards and Quality Management

10

•

To monitor and review the quality and standards of all courses within LFA

•

To identify issues relating to the assurance and enhancement of quality across the
Academy and to recommend viable strategies for resolution to the Senior Management
Committee

•

To monitor and review the Academy’s academic policies, systems, activities and
procedures, making appropriate recommendations for improvement, as required

•

To ensure that the management of the Academy’s academic provision takes appropriate
account of the requirements of all relevant higher education and further education
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professional and statutory bodies. In respect of higher education, the UK Quality Code is
deemed to be particularly important
•

To develop a collegiate culture committed to the principles of self-evaluation and critical
reflection which supports and encourages the sharing of good practice within and
between departments and courses across the Academy

•

To monitor and review all external accreditation and validation activities, including the
preparation of required documentation, thereby ensuring that uniform quality standards
across the Academy are maintained

•

To assess the robustness of all annual course monitoring reports and all other reports
sent to external bodies, with the aim of ensuring that content meets the requirements of
the recognizing and accrediting bodies in respect of quality matters

•

To establish clear audit trails for quality management over time which can be used as
evidence to demonstrate to external bodies, such as the partner universities and the
Quality Assurance Agency (QAA) that robust internal quality procedures within LFA are
developing

•

To ensure that information relating to Academy policies and activities which is destined
for public consumption is accurate, transparent and disseminated in an appropriate and
timely manner

•

To ensure that the regulatory framework governing academic administrative procedures
within the Academy (e.g., student admission, progression, assessment regimes, and
appeals and complaints procedures) remains appropriate and is implemented fully and
consistently across the Academy

•

To review the quality of learning and teaching throughout the Academy and make
recommendations for enhancing the value of the students’ learning experiences

•

To ensure that the Academy’s staff/tutor development programme remains fit for purpose
in enabling the learning and teaching aims and objectives of the Academy to be met

•

To review the learning resource provision within the Academy, making recommendations
for improvement, as appropriate

•

To review and evaluate student and tutor feedback on the quality of the Academy’s
academic provision and to ensure that recommendations to the Principals are made in an
appropriate and timely manner. Thereafter, to implement and monitor the effectiveness of
procedures set in place for closing the feedback loop

•

To act as a forum for raising the levels of staff, tutor and student awareness of quality
issues within the Academy and to facilitate the development of a common ‘Academy
Culture’ (defined in the LFA vision, mission, values and code of conduct) committed to
the notion of assuring academic standards and enhancing the students’ learning
experiences

•

To operate in accordance with the regulator for Higher Education in England, Office for
Students.

VICE PRINCIPAL
The Vice Principal has responsibility for overseeing all aspects of course delivery which involves
leading Course Leaders/Coordinators. Particular responsibilities include:
•

Quality Assurance and Enhancement

•

Liaising with external examiners and representatives of recognising and accrediting
bodies to resolve academic issues raised regarding the effectiveness of the teaching and
assessment strategy in modules and courses delivered, in consultation with the
appropriate Course and Module Leader
11
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•

Managing and appraising academic staff members within their remit and recommending
areas for staff development and training

•

Monitoring, reviewing and reporting on the quality of module delivery within the various
courses, in consultation with Couse and Module Leader (where applicable) and the Head
of Academic Governance

•

Setting the annual financial departmental budgets with the agreement of the Joint
Principals and monitoring the use of resources

•

Ensuring that the quality standards of design and delivery are maintained on all modules
within the specific course

•

Ensuring that recognised structures for meetings and boards are in place

•

Implementing Academy procedures for annual monitoring and review of the course,
providing recommendations, where appropriate

•

Convening monthly meetings with course deliverers to report on course matters,
including feedback from students

•

Implementing the Academy-wide teaching and learning strategy in ways that facilitate the
delivery of the particular course

•

Preparation and presentation of student results for Course Assessment Boards

•

To operate in accordance with the regulator for Higher Education in England, Office for
Students.

COURSE LEADERS
Course Leaders have responsibility for ensuring that operations run smoothly within their course.
Course Leaders have line management responsibilities for Course Coordinators, Module Leaders
and Tutors within the programme. They report directly to the Vice Principal.
In respect of assuring the maintenance of threshold academic standards and enhancing academic
quality within the Academy, Course Leaders form essential links in the quality assurance chain.
Course Leaders are responsible for all matters pertaining directly to the course, including module
design, assessment strategies and procedures, and regulatory structure, in consultation with the
Head of Academic Governance (HoAG).
Course Leaders are responsible for managing the day-to-day operations of a specified course.
Post-holders work closely with the Course Coordinator, Module Leaders and Tutors responsible for
various areas. They also function as the chief liaison points between Academy management and
the students registered on their particular course.
Course Leaders play a vital role in maintaining quality standards on their designated Courses.
They are expected to liaise with relevant external bodies and to produce reflective annual reports
that outline the progress made over the previous year and summarise the strengths and weakness
of the course, with a view to enhancing prospects for improvement.
A crucial responsibility of Course Leaders rests in assuring and enhancing the quality of the
learning experience for all students registered on their courses. To assure links between staff,
tutors and students are effective, all Course Leaders organise their respective Course Committees.
Particular responsibilities include:
•

12

Providing strong leadership and guidance for tutors working within the department in
ways that facilitate the formation of a strong team, committed to improving the students’
learning experiences
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•

Ensuring the smooth running of all courses delivered within their respective field, at
operational levels

•

Monitoring the teaching effectiveness of staff and tutors delivering modules on their
courses

•

Managing and monitoring the activities of tutors, including annual workloads, teaching
allocations and contractual matters

•

Recruiting and assigning approved tutors to deliver taught modules, as and when
required

•

Liaising with the Course Coordinator/Administrator/Module Leaders to ensure that Tutors
have performed the necessary administrative tasks

•

Engaging in course development, in consultation with HoAG, Vice Principal and Module
Leaders

•

Ensuring that communications between staff and students are effective, with appropriate
pastoral care for students

•

Liaising with the Line Manager on resource requirements for the course

•

Overseeing curriculum development specific to the course

•

Ensuring that correct and appropriate Health and Safety procedures are operational at
course level

•

Monitoring situations warranting academic counselling and/or tutorial support

•

Representing the interests and needs of students to the Academy

•

Providing additional sources of advice, guidance and support to students registered on
the course

•

Arranging appropriate induction procedures for students and tutors within the course

•

Managing and overseeing appropriate work placement opportunities for students, in
courses where placements are applicable

•

Overseeing arrangements for organising exhibitions of students work (where appropriate)

•

Leading validation and revalidation efforts relating to the course

•

Moderating assessment results within the course

•

Operate in accordance with the regulator for Higher Education in England, Office for
Students.

In addition, Course Leaders will work closely with Vice Principal/Module Leaders/Tutors and the
teaching team in such areas as:
•

Preparing and reviewing module implementation plans

•

Monitoring, reviewing and developing module content

•

Monitoring and reviewing teaching and learning strategies

•

Monitoring and implementing assessment procedures

•

Providing feedback to students in good time

•

Meeting deadlines appropriate to the conduct of the course assessment boards

•

Supporting appropriate induction procedures for students within the course

•

Preparing an end of term/semester Module Reports and Annual Course Review for
submission to the HoAG

13
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MODULE LEADERS
Primary responsibilities of the Module Leaders are to:
•

Interviewing potential participants

•

Course Introduction

•

Course design and content, including timetables, lesson plans and reading & viewing list.

•

Identifying Tutors and monitoring their effectiveness

•

Managing Academic Standards/setting assessments that relate to approved module
descriptors/assignment briefs

•

Participating in Committee Meetings, Learning & Teaching and Discussion Groups and
Annual Graduation

•

Evaluation reports

•

Acting as Primary Tutor on Module

•

Operate in accordance with the regulator for Higher Education in England, Office for
Students.

COURSE COORDINATOR/ADMINISTRATOR
Primary responsibilities of the Course Coordinator are:
•

Room/equipment bookings

•

Booking/liaising with tutors

•

Checking/chasing attendance

•

Assisting with productions

•

Assisting with all course administration (incl. student files, assessments)

•

Maintaining student files on LFA database and hard copies of files

•

Acting as first port of call for student enquiries

•

Operating in accordance with the regulator for Higher Education in England, Office for
Students.

COURSE COMMITTEES
There are Course Committees for each type of course and these committees ensure that all
aspects of the student experience, both academic and social, are reviewed on a regular and timely
basis. Within specific courses, members of the Committee meet as a team, both formally and
informally to monitor and review the quality of course design, development and delivery, and to
generate new ideas and operationalise plans aimed at course improvement. Members are
responsible for assuring that courses delivered in the LFA remain fit for purpose and that course
design and learning and teaching strategies continue to add value to the student’s learning
experience.
Particular responsibilities include:

14

•

Monitoring the academic standards of the course

•

Reviewing assessment activities in various modules across the course

•

Reviewing and supporting measures for enhancing the quality of academic provision

•

Promoting the enhancement of student learning in the courses

•

Sharing good practice amongst tutors delivering on the course
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•

Monitoring levels of student satisfaction on modules within the course

•

Considering and recommending proposals for course and module changes

•

Participating in recognition, articulation, validation and revalidation exercises

•

Considering student learning resources and levels of student support

•

Receiving and responding to student feedback on issued arising in respect of design,
development or delivery on a particular course

•

Standards and Quality Management – taking a broader view of the various systems and
committees that contribute to the maintenance of academic standards and the
enhancement and quality of the learning opportunities available to students, by
addressing fully the responsibilities of the Head of Academic Governance

Agenda
•

Welcome and instructions

•

Apologies of absence

•

Statement of confidentiality

•

Declaration of conflicts of interest

•

Approval of minutes from previous meeting and matters arising

•

Module Review and discussion

•

Learning and teaching and CPD

•

UK Quality Code for Higher Education and Office for Students updates

•

Tutor Questionnaire Summary

•

Any other business

Membership
Ex-Officio:
•

Head of Academic Governance

•

Deputy Head of Academic Governance

•

Course Leader

•

Course Coordinator (minute taker)

•

Module Leader (Where applicable)

•

Tutors delivering modules on the course

•

Head of Operations & HR

•

Technical and Post-Production Team(s)

•

Student Representative(s)

Co-optees by invitation (when appropriate):
•

Tutors from other courses

•

Other administrative staff

The Committee meets formally once per course type per year, although informal sessions take
place more frequently.
15
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It is recognised that there may be items of reserved business, from which student representatives
may be asked to withdraw.
•

The Committee shall not be considered quorate if fewer than half its members are
present.

•

Co-optees and observers will participate in the deliberations of the Committee as
required by the Committee, but they will not be entitled to vote on motions proposed at
the committee

•

Where necessary, members of the Committee may appoint alternates to attend meetings
at which they are unable to be present

•

The chair shall be the Head of Academic Governance

MODULE REPORTS
Module reports aim to identify best practices that could be shared Academy-wide and also to
identify possible areas of development. These reports are considered and recommendations
agreed and actioned during Course Committees.

ACADEMIC BOARD
The aim of the Academic Board is to review and advise on all matters relating to academic
standards, teaching, learning and assessment and it will report to the Board of Governance. It will
be operational after the introduction of the Board of Governance.
Responsibilities of Academic Board
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•

Consider, recommend and direct the academic strategy of the Academy

•

Consider and recommend arrangements for assuring academic standards, teaching,
learning and assessment

•

Approve and regulate schemes of study and assessment arrangements relating to
awarding organisation awards

•

Approve academic awards to students who have successfully completed a scheme of
study and related assessments as prescribed by awarding organisations

•

Prescribe conditions under which students are admitted to the Academy for a scheme of
study

•

Prescribe regulations under which students will undertake and complete their studies at
the Academy

•

Approve policies and procedures which relate to professional, statutory and regulatory
bodies (PSRB) requirements

•

Monitor and regulate arrangements for student discipline

•

Monitor and regulate arrangements for academic complaints and appeals

•

Consider the ongoing development of academic activities, together with appropriate
resources, and advise the Board of Governance accordingly
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DISCIPLINARY COMMITTEE
The aim of the Disciplinary Committee is to ensure that all misconduct or malpractice allegations
made against any Student(s) or Staff at the Academy by anyone, are given prompt, fair and
consistent hearing with appropriate outcomes. The Disciplinary Committee reports through the
Academic Board to the Board of Governance.
Responsibilities of Disciplinary Committee
•

Ensure that all misconduct or malpractice allegations made against students or staff at
the Academy by any person or persons receive prompt, fair and consistent investigation

•

Hear cases brought against students or staff who have allegedly infringed Academy rules
and regulations, or caused damage to property, or are accused of serious academic
misconduct or of bringing the Academy into disrepute

•

Formally to determine if there has been proven misconduct

•

Formally to determine and implement appropriate penalties

17
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ACADEMIC STANDARDS AND QUALITY
ASSURANCE PROCEDURES
This section describes the procedures in place at London Film Academy (LFA) to ensure the
effective management of:
•

Course design and approval

•

Course monitoring and review

Reference has been made to the Quality Assurance Agency (QAA) UK Quality Code for the
assurance of academic quality and standards in higher education.

COURSE DESIGN AND APPROVAL
LFA works within its own and validating partners’ quality design and approval principles and
processes which include referencing Subject Benchmark Statements, FHEQ level descriptors,
notes on writing the programme specification and the UK Quality Code in general. Policies on
Admissions, Assessment, External Examining and Course Monitoring and Review ensure that
academic standards are managed effectively and that improvements would be achieved through
the internal verification process and input from external examiners, external audits and any other
relevant external sources.
The courses at LFA fulfil a range of purposes including the provision of personal academic
development, preparation for knowledge creation and research, and preparation for specific
employment. LFA designs and delivers programmes that reflect current knowledge and best
practice and meet the requirements of the student target group and the goals and strategic plans of
the institution.
When designing a programme/module the team at LFA considers a number of factors including:
Design; Level; Progression; Flexibility; Coherence; Integrity and External reference points.
Development and Approval of New Modules and Courses at LFA
In the case of all full-time courses, whether externally validated by a University, or customised
courses similar to the existing provision, new modules are initially outlined by Course Leaders in
consultation with the Deputy Head of Academic Governance (HoAG) and then further developed
by members of the teaching staff in consultation with Students. Once a first draft has been
produced, the Course Leader makes an initial recommendation to the HoAG. If the
recommendation is positive, then the HoAG submits the proposal to the Senior Management
Committee, who will review the proposal for quality and resourcing implications. Subsequently, the
proposal will be subject to further approval by the Joint Principals, or their designated
representative, and finally the new module will be presented for review and confirmation at the next
Senior Management Committee meeting.
Internally Validated New Courses
The development process for new courses that lead to the award of an internal LFA
Certificate/Diploma has been guided by that which is typically followed by universities and hence
the relevant quality code. Senior Management, in the form of the Senior Management Committee,
would firstly consider the relevance, demand and marketability of a proposed programme. Then
consider the resource/staff implications and costs, and how the new course fits with the institution’s
academic and strategic goals. Course/module development would draw on a number of internal
sources (students, academic peers, industry professionals, alumni, etc) and external sources
(professional bodies, industry experts, external examiners, collaborative partners, etc) and external
reference points (QAA Subject benchmark statements, FHEQ level descriptors, etc). Once
introduced the course would be subjected to suitable monitoring systems (external examiners,
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student feedback, student progress data, employer feedback, etc) and periodic review (Course
Committee meetings, Annual Course Review, etc).
Externally Validated New Courses
Procedures for externally validated new courses, are set out in the validating partner’s Quality
Handbook and this would always be referenced during the development process. In the case of
module revisions and or changes in regulations, the same procedures are followed in respect of
internal channels. Once internal quality assurance standards have been met and the module and
or course content has been tentatively agreed, then procedures, as set out in the relevant Quality
Handbook, would be followed.

MONITORING AND REVIEW
PERIODIC REVIEWS OF EXISTING COURSES
All courses delivered within LFA are subjected to periodic review.
All full-time courses delivered at LFA are subjected to a formal, comprehensive review on an
annual basis and documented in the Annual Course Review (ACR). The ACR includes feedback
from module reports and the annual Course Committee Meetings (see section 2 of this handbook).
In cases where interim changes are desired, proposals advocated by Course Teams are reviewed
internally by the Course Leader, in consultation with the Deputy HoAG, for resourcing and quality
assurance purposes. After internal approval has been secured with HoAG, Course Leaders would
be expected when appropriate to consult the awarding body should any decisions potentially
create an external impact.
Whether developing new modules/courses or as part of a periodic review all aspects of the course
are considered, including:
•

Aims, objectives learning outcomes and course specifications

•

Curriculum design, content and organization

•

Learning, teaching and assessment strategies

•

Student guidance and support

•

Learning resources and facilities

•

Provisions for quality management and enhancement, including annual monitoring and
evaluation reports

Other activity that contribute to the on-going monitoring and review of LFA courses include:
•

Student feedback

•

Course Committees

•

Module/Tutor Reports

•

Annual Course Review (ACR)

•

Periodic Course Review (PCR)

Procedures for Withdrawal and Suspension of Courses
Requests for withdrawal and/or suspension of any course made by Course Committees should be
submitted to the HoaG for review in the first instance. In all cases, however, the final decision is
made by the Joint Principals. Furthermore, in all cases of course withdrawal, provision must be
made to allow the ‘teach-out’ of the course to ensure students have the opportunity to complete the
19
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course on which they were originally enrolled. Where this is not possible a similar alternative must
be made available.
Evaluation of Processes
LFA makes good use of the annual Course Committee to evaluate current practice. It also
consults with external experts and conducts audits as a means of reaffirming effectiveness of
policy and procedures. It is also expected that the QAA institutional review process will present a
welcome further opportunity for self-reflection and evaluation.
Periodic Review Cycle of Academy Wide Course Provision
Periodic Review of Academy-wide course provision assures are: effectively managing quality
assurance and enhancement procedures and processes, in line with the Academy quality
framework; and providing high quality, valid, relevant and inclusive learning opportunities that
enable students to achieve the Academy’s awards and qualifications. The framework also aims to
support the Academy in the continuing evaluation and enhancement of their provision.
Courses are reviewed on a five-year cycle as follows:
2018/19

Filmmaking Diploma

2019/20

Short Courses

2020/21

Screenwriting Diploma

2021/22

Certificate Courses

2022/23

BA Filmmaking

Governance
Periodic Review of Academy-wide course provision is organised by the Head of Academic
Governance, approved by a review panel and presented to the Senior Management Committee
and later Academic Board when operational.
Periodic Review of Academy-wide course provision enables the Academy to undertake a broad
periodic review of quality management processes, and the opportunities afforded to students,
beyond the routine monitoring of the effectiveness of courses, which takes place via the process of
interim reporting (including external examiner reporting) and Annual Course Reviews.
Requirements
Periodic School Review focuses on two aspects:
•

Aspect 1: Standards and quality management;

•

Aspect 2: The quality and enhancement of student learning opportunities.

These aspects are assessed through:
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•

Consideration of the Academy Reflective Analysis Document, produced in preparation for
the review

•

Review of key quality metrics related to all courses provisioned, benchmarked against
sector expectations, where available

•

Discussion with the Academy’s senior management, current Students, Tutors and other
external stakeholders

•

Academic quality represents the effectiveness of the learning opportunities provided to
the students in order for them to achieve their award.
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•

We are concerned here with the quality of the learning opportunities offered (in terms of,
for example; teaching, learning resources, assessment, academic and personal support).

•

Enhancement of these learning opportunities reflects strategic and deliberate steps at
Academy level to improve the quality of learning opportunities.

•

Formal preparations to start six months before the review takes place

Aspect 1: Standards and quality management
Expectations

Factors

1.The governance and
quality management
strategy and processes
ensure that academic
standards are secure, and
provide a sound framework
for course development
and enhancement

The approach of the Academy’s senior management team to the
development, implementation and evaluation of quality management
procedures
Implementation and monitoring of the Academy’s quality management
framework
Approaches to meet the ambitions of the Academy’s strategic plan
The operation of the Academy’s strategies, policies and processes at
course level
The extent of shared awareness and understanding of the Academy’s
approach to, and processes for, quality management.
The use of student representation in course quality management and
decision-making, and the support provided for students for this purpose
The strategic management of staff development.
The extent to which the Academy is able to reflect on and develop quality
management processes
The extent to which information about courses for prospective and current
students is fit for purpose, accessible and trustworthy
The way(s) in which the Academy ensures courses are fit for purpose and
current
The use of benchmarks requirements to inform the course curriculum and
level
The use of externality to inform course design and curriculum
The extent to which course structures and curriculum meet the Academy’s
strategic aims, values and initiatives
Student input to inform course design and development
How assessment tasks and schedules are designed and agreed
The processes for marking and moderation
How feedback on assessment is provided to students
How assessment tasks, schedules and feedback are monitored and
reviewed

2. Course design,
development and approval:
enables standards to be
set; allows students to
demonstrate learning
outcomes; and meets
University goals and
strategies
3. Design, approval,
monitoring and review of
assessment is effective in
ensuring that students have
the opportunity to
demonstrate learning
outcomes
4. The use of external
examiners is strong and
appropriate

5. Monitoring and review
processes are effective and
inform enhancement
activity

The alignment of the Academy’s or validating partner’s external examiner
processes and procedures to the QAE/Quality Handbook
The external examiners’ contribution to the maintenance and enhancement
of standards
The use of external examiner comments in course development
The process for feedback to external examiners
The alignment of interim and periodic monitoring, review and reporting
(course and Academy level) to the Academy framework.
The clarity and transparency of monitoring and reporting processes to all
parties
The use of quantitative and qualitative data to inform strategic planning,
review and understanding of student outcomes including external examiner
comments, student feedback and module reports
The Academy’s processes to assure continuing validity and currency of
courses
The Academy’s mechanisms to ensure ongoing reflection and
enhancement of quality management processes
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The collection, reflection on, and impact, of student feedback on modules
and courses
The engagement of students with course and Academy-level committees
The extent to which the students voice informs decision-making and
change
The extent to which students understand processes and practices by which
they are particularly affected, for example student appeals, academic
irregularities

Aspect 2: The quality and enhancement of the student learning opportunities
Expectations

Factors

1. Deliberate steps are taken
to improve the quality of
students’ learning
opportunities

The strategic planning of, and evidence base for, enhancement
initiatives
The use of quality assurance processes to identify opportunities for
enhancement
The extent to which the Academy expects and encourages
enhancement of student learning opportunities
The opportunities for the identification, support and dissemination of
good practice
The extent to which professional practice informs teaching
Staff induction, support, and development strategy and practice
The extent to which there is a shared understanding of the Academy’s
learning and teaching strategy
The extent to which curriculum design, content and structure are
informed by recent pedagogic developments, external sources and
Academy goals
The expertise of Tutors and Staff for effective delivery of the curriculum
and assessment of learning outcomes and staff development
opportunities
The facilitation of learning through the provision of appropriate
resources, including academic support and a range of appropriate
teaching methods
The arrangements for monitoring the effectiveness of the provision for
protected groups (including disabled students), international students
and ‘hard-to-reach’ students
The systems used to evaluate these students’ progress and to identify
opportunities for enhancement

2. Professional standards for
teaching and learning are
supported

3. The quality of learning
resources is appropriate

4. The quality of learning
opportunities meets the needs
of protected groups,
international
students, and ‘hard-to-reach’
students
5. The quality of learning
opportunities delivered with
others is managed effectively
to enable students to achieve
their
awards
6. The quality of learning
opportunities delivered through
work-based learning and
placements is managed
effectively.
7. Effective arrangements are
in place to support students in
their learning

The quality and effectiveness of communication with students and
partners
The opportunities for sharing practice across collaborations and
partnerships
Staff, Module Leader and Tutor induction, development and support for
Academy and partner staff
The extent of opportunities provided for work-based learning,
placements and professional learning
The management of work-based learning and placements, including
monitoring, review and enhancement
Career education, information, advice and guidance
Pastoral support for all students
Student induction

The Review Panel
The review panel ensures that externality, seniority, quality management expertise and subject
specialist knowledge informs the discussion and review outcomes. Prior to review panel meeting
the report produced by Course Team is circulated and any requests for evidence requested by
panel and supplied by Course Team.
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The Review Panel comprises five members:
•

Review Chair: Joint or Vice Principal;

•

Review Manager: Head of Academic Governance;

•

External member: a senior academic member of an institution external to the Academy,
whose knowledge is based in a similar area, who has experience in higher education
(HE) quality management, and who has had no employment connection with the
Academy in the past three years;

•

Internal Tutor, Module Leader or Course Leader not affiliated to course under review

•

Student member:

The timetable for the day (3 hours):
•

Panel introduction, opening discussion and agree lines of questioning (20 mins)

•

Panel meet Course Delivery Team (30 mins)

•

Panel confer (15 mins)

•

Panel meet Student Representation (30 mins)

•

Panel confer (15 mins)

•

Panel meet Course Delivery Team for clarifications (up to 30 mins)

•

Panel confer and make recommendations, commendations and affirmations (40 mins)

Review outcomes
The review panel arrives at a judgement about each of the aspects that has been considered,
based on evidence from the documentation provided in advance, and the discussions that take
place during the review event itself.
For each aspect, the following four judgements are possible:
•

Commended;

•

Meets the Academy and UK expectations;

•

Requires improvement to meet the Academy and UK expectations

•

Does not meet the Academy and UK expectations.

The panel will use the framework provided at the end of this section in order to come to the review
judgement for each of the two aspects under review.
The panel also agrees any recommendations, commendations and affirmations.
A follow-up meeting between the Review Manager (HoAG) and Course Team takes place in order
to agree any action plan related to the recommendations made by the panel.
The rationale and evidence base for these judgements, recommendations and commendations are
articulated in the Periodic Review Report which includes the action plan and is approved by Senior
Management Committee.
Progress on these actions is reported at the Senior Management Committee and all actions should
be completed as reported a year after the Review event.
Framework for Periodic Review Judgement

23

LFA Quality Assurance & Enhancement Handbook

© LONDON FILM ACADEMY

LFA-002-2005

Commended

Meets LFA and UK
expectations

Requires improvement
to reach LFA and UK
expectations

Does not meet LFA
and UK expectations

The majority of
expectations have been
fully met. Any
expectations that are not
fully met are mostly met.

All, or nearly all,
expectations have been
fully or mostly met.

Most expectations
have been fully, mostly
or partly met.

There may be some minor
omissions or oversights in
some of the evidence
provided to the panel, but
these do not compromise
the overall quality of the
approach and provision.

Any expectations not fully
or mostly met are not
considered to present
significant risk.

Those expectations
that are not met, may
not present significant
risk at present, but if
unaddressed have the
potential to
compromise quality.

Likely to be characterised
by at least some of the
following:

Likely to be characterised
by at least some of the
following:

Likely to be
characterised by at
least some of the
following:

Several expectations
are not met, or are
only partly met,
and/or there are
serious gaps in one
or more
expectations.
Those expectations
that are not met, or
partly met, do pose
serious risks. There
is concern about the
adequacy of the
control mechanisms
in place to mitigate
these risks.
Likely to be
characterised by at
least some of the
following:

• Compelling evidence
of the Academy’s
commitment to
achieving excellence in
standards and quality
management and in
the quality and
enhancement of
student learning
opportunities.
• Numerous and
widespread examples
of good practice.
• A strategic approach
for building on good
practice.
• Where appropriate,
examples of
developments,
planned or in train,
which seek to address
issues previously
identified.
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• Evidence that the
Academy is able to
maintain and promote
the quality and
standards appropriate
for its provision.
• Several examples of
good practice.
• The need to give
further thought to a
particular factor(s)
which contributes to an
expectation not being
fully met.
• The need to address
details in
documentation which
do not materially affect
practice.
• The need to update or
amend minor
omissions or
oversights.
• The need to further
develop activity already
planned, to more fully
meet expectations.

• Significant
weakness(es) in
some Academy
processes, or which
have some
shortcomings.
• A lack of
awareness by the
Academy about the
potential
consequences of
those problem(s)
identified by the
panel.
• Failure to take
prompt and
appropriate action
to address a
problem previously
identified.

• Ineffective
operation of
Academy quality
management
processes.
• Significant gaps
in process,
structures or
procedures
relating to quality
management.
• A lack of
evidence of
following LFA
quality assurance
policy.
• A lack of
awareness by the
Academy about
the problem(s)
identified by the
panel.
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ASSESSMENT & PROGRESSION
Internal Review of Assessments Prior to Distribution to Students
All assessment activities that are set in the Assignment Briefs are reviewed by the Vice Principal
and approved by HoAG. The monitoring process is intended to ensure that tasks set in all
assessments meet the following criteria:
•

The assessment fulfils the requirements of the stated learning outcomes in the module or
unit specification for the module concerned

•

All stated learning outcomes are actually assessed

•

Instructions to the students are clearly stated in the assessment brief

•

Standard coversheets are used for formal assessments

•

Standard feedback sheets are issued to students that provide commentary on each
student’s performance based upon meeting the desired learning outcomes of the
assessment activity (end of module examinations excepted)

External Review of Assessments Prior to Distribution to Students
As stated above and, in particular for all summative assessments, the Academy, together with
validating partner, makes provision for external examiners from an independent institution/body to
review the content of assessments prior to distributing the work to students. Based upon the
feedback they provide, amendments will be made as required.
Final Assessments – Examination & Summative Assessment: Submission Procedures & Results
All summative written coursework and film projects are submitted directly the Course Teams and/or
Validating Partner. Any examinations are invigilated and time based.
Under the direction of the Course Teams, statistical analyses of student results are standardised
across all modules. All reports relating to student performance are subject to review by the Head of
Academic Governance and/or validating partner.
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Internal Quality Assurance Systems for Marking and Reviewing Assessments
Across the Academy, first marking is carried out by the appropriate Tutor in accordance with the
assessment criteria associated with each learning outcome. Markers are expected to assess
students on the basis of criteria set out in the assessment information that has been provided to
students and in accordance with the marking scheme that has been developed.
Thereafter, all summative assessments and examinations are subjected to internal
verification/moderation to ensure that quality standards are maintained at internal and external
levels in the respect of marking processes and procedures.
At the commencement of the verification/moderation process, an information pack containing the
final marks sheet, the module syllabus, details of the specific assessment and the Course Leader’s
Module Report is issued to the HoAG and presented at Course Committees. The Module Report
will normally include:
•

Details of any variations in module delivery against the published scheme of work

•

Comments on student attendance at timetabled sessions

•

A statistical analysis of student performance in the module

•

An appraisal of module delivery and resources used and required

•

Recommendations and action plan for the future delivery and assessment of the module

The module report facilitates the verifier’s/moderator’s understanding of the context of the
assessment. Equipped with these details, verifiers/moderators proceed to review the sample.
A representative sample of marked assessment activities is typically moderated by another course
team-member; the Course Leader, the Module Leader, or her/his designated representative. The
representative sample includes examples of student work across the range of marks awarded for
the particular module. The sample represents some 10% of work submitted by the student cohort
with a minimum of 5 pieces of work sampled. Distinctions and all failed/referred work are to be
included.
At the completion of the moderation exercise, the moderator may approve the marks as they stand,
recommend that the marker revisit the work, or request that the assessments be remarked by
another marker. Moderators also evaluate the standard of the marking demonstrated within the
sample. Comments accompanying the marks awarded are deemed to be particularly important.
In the case of an assessment activity that requires the presentation of a portfolio of artwork,
screening of an audio/visual piece of work or similar activity (critique), the First Marker (often the
Module Leader) would be joined in the class/studio by the Moderator in order that the moderation
process could be conducted in a ‘live’ setting. If this is not feasible due to availability or resource
limitations then a recording of the event may be made and presented to the moderator at a later
date.
The Academy’s internal moderation procedures ensure that:
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•

Marking reflects the requirements of the assessment activity

•

Marks are appropriate to the work reviewed and fairly distributed

•

Feedback to be issued to students reflects the quality of work submitted and addresses
the intended learning outcomes of the assessment activity.
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EXTERNAL EXAMINERS
For courses internally validated (Diploma Courses) external examiners are nominated by teaching
team members and Course Leaders but selection is actioned by the Head of Academic
Governance.
For courses externally validated by a university (BA Filmmaking) approval rests with the university.
Additionally, the university also typically appoints a Moderator who exercises oversight
responsibilities for individual courses.
The main purposes of external examining are:
•

To verify that academic standards are appropriate for the award or part thereof which the
external examiner has been appointed to examine;

•

To help institutions to assure and maintain academic standards across higher education
awards;

•

To help institutions to ensure that their assessment processes are sound, fairly operated
and in line with the institution's policies and regulations.

Please see the LFA Internal Verification and External Examining Handbook, for full procedural
details.

ASSESSMENT BOARDS
Interim Assessment Boards (by course)
The purpose of the Interim Assessment Board is to review and confirm student marks and to
discuss special issues relating to individuals and claims for mitigation. Results from this event are
fed into the Final Assessment Board and will include recommendations made by members of the
Interim Assessment Board. In the case of a course that is not externally validated and therefore
does not require a formal event attended by representatives from the validating university, the
Interim Assessment Board findings will be presented as final and approved.
The Interim Assessment Board may be chaired by the Vice Principal or Head of Academic
Governance. Membership consists of the relevant Course Leader, Module Leader and/or Tutor
delivering modules on the course.
Final Assessment Boards (by course)
A Final Assessment Board is typically chaired by Head of Academic Governance. Membership is
comprised of the Course Leader, Module Leader, two Tutors and external parties.
The Academy’s university validated degree courses, board sessions would also typically be
attended by the Collaboration Representative, the Course Moderator and external examiners.
Prior to the meeting, external examiners review sampled work for each level of the course to
confirm grading.
Final Assessment Boards take place annually. Outcomes from a Final/External Assessment
Board results in reports being submitted to the validating/awarding body. Minutes of a meeting
(both internal and external), along with confirmation of the final results are added to the LFA
database. Feedback provided by external representatives may be raised at the next Senior
Management Committee.
Agenda
•

Welcome and instructions

•

Apologies of absence

•

Statement of confidentiality
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•

Declaration of conflicts of interest

•

Approval of minutes from previous meeting and matters arising

•

Main business
o
o
o
o
o

•

LFA-002-2005

Considerantion of results and progression of decisions
Personal/ individual/ general extenuating circunstances
Report of instances of unfair practices and plagialism
Notification to candidates of results and of arrangemebnts for deferral, referral and
resit assessments
Summary report of general cohort progression and issues (for final assessment
board only and report to be signed by all members present)

Any other business

Interim Assessement Board Membership
•

Head of Academic Governance or Deputy Head of Academic Governance

•

Course Leader

•

Course Coordinator

•

Module Leader (where applicable)

•

Tutor

Final Assessment Board Membership
•

Head of Academic Governance

•

Course Leader

•

Course Coordinator

•

Module Leader (where applicable)

•

Two Tutors

•

External examiner

INTERNAL MONITORING AND EVALUATION PROCEDURES
The LFA exercises primary responsibilities in respect to designing and developing course
specifications, including learning outcomes and assessment strategies across all modules. Course
Teams are required to produce and develop proposals that take the UK Quality Code firmly into
account: with particular emphasis on the Framework for Higher Education Qualifications (FHEQ);
Subject Benchmarks and Programme Specifications.
Both the Diploma and BA (Hons) courses are subject to annual monitoring in order to ensure that
academic standards are maintained and the quality of students’ learning experiences is enhanced.
This applies to both internal and externally validated courses.
In the case of courses validated by a university, annual monitoring would be a formalised process
dictated by the university. Course Leaders are typically required to submit an Annual Course
Review (ACR), which provides specific and detailed information about course activities, recruitment
and enrolment in the preceding year. Discussions relating to reports issued by externals, in
particular, external examiners, and the Course Committee are also provided.
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COLLABORATIVE WORKING POLICY
LFA Diploma Courses with a level equivalent to Regulated Qualifications Framework (RQF) level 7
are suited to students who have already completed their undergraduate studies or the more mature
applicant with relevant work experience.
LFA aims to guide and prepare students to become multi-skilled and adaptable professionals either
for employment within the Film and TV Industry or for further study progression.
In its mission to achieve these objectives LFA recognises the benefit of working with other likeminded institutions and developing collaborative arrangements that will be of mutual benefit to all
stakeholders.
Potential benefits that are of particular interest to LFA when considering collaborative proposals
include: Knowledge exchange (staff); activity exchange (students); resource sharing; portfolio
expansion; Course level (FHEQ) extension; validations; franchising; cooperative projects (including
research and publishing); networking (student careers and work placement opportunities) and
increased marketing exposure/brand awareness.
Strategic Criteria for Collaborative Arrangements
In general, the Academy takes a pro-active approach to developing collaborative arrangements
and is therefore often the initiator in any such discussions. Whilst it has an on-going agenda to
extend develop links with industry the Academy’s academic growth and advancement very much
lies within its ability to link with higher education institutions and universities. Typical considerations
take account of a number of key strategic issues, most of which must be shared our partner
universities, and may provide the following opportunities:
•

The opportunity to widen access to, and participation in, higher education and/or the
other courses available at the Academy;

•

The establishment or enhancement of student progression routes for further study;

•

Access to new markets;

•

Engagement with business and industry to develop provision that meets the skills
development needs of a particular sector;

Existing Links
At present LFA offers its own FHEQ level 7 programmes with articulation and progression
agreements with recognised Higher Education Provider (HEP) and in September 2018 introduced
a FHEQ level 6 validated programme.
Externality
The Academy recognises the benefits and essential contribution that external referencing can
bring. The UK Quality Code for Higher Education is LFA’s main point of reference in how it seeks
to manage its academic standards and the quality of the learning opportunities available to its
students. Its adherence to the Code also provides potential collaborative partners with the
confidence that it has deliberative structures in place to ensure good academic governance.
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STUDENT REPRESENTATION IN LFA’S
INTERNAL QUALITY SYSTEM
STUDENT ENGAGEMENT
Students form the heart of the London Film Academy (LFA). The LFA is committed to receiving
and responding to student feedback in order to bring about improvement in the quality of the
student experience and development of learning and teaching within the institution. The core
principle is that all students should have the opportunity to contribute to the quality of their learning
experience whilst studying at the Academy.
Student representation within the Academy encompasses a wide range of activities and structures.
Student feedback can be provided by a number of different means, for example, through course
evaluation questionnaires, the tutorial system or through students attending and participating in
various committee meetings. Representation facilitates constructive dialogue between students
and staff, which, in turn, enhances the level of student experience and the quality standards of the
institution as a whole. This dialogue can take place in both informal and formal structures.
Informally, small class sizes ensure that there is daily interaction between individual students and
their teachers. Moreover, all students are free to discuss any matter concerning their course
directly with the Vice/Joint Principal(s) and/or their Course Leader.
Formally, in every term, students are asked to complete an on-line survey evaluating their quality
of their learning experiences in each module. Their feedback provides Course Leaders, Module
Leaders and Tutors with pointers to possible improvements in the delivery and contents of their
course. Survey results are reviewed and acted upon by the Head of Academic Governance.
Students also have an additional ‘voice’ through duly elected Student Representatives who liaise
directly with the Course Leader, contribute feedback within Course Committee meetings,
participate actively in the Academy’s Staff-Student Liaison Committee and Board of Governance
(when operational) and engage voluntarily in any student focus groups that may be activated by
the Course Committee or the Head of Academic Governance.

STUDENT REPRESENTATIVES
Student representatives are chosen by their peers to represent the interests of their peer group at
Governance Board level (when operational) and on Student-Staff Liaison Committees and other
appropriate groups or committees within the Academy.
Student representatives are responsible for providing feedback on various aspects of the Academy
and the student experience to the Academy and to the student body. They are also expected to
serve as advocates for a particular student or group of students when necessary. Representatives
are also encouraged to take an active role in recommending and planning, particularly in respect of
the course design, development and delivery.
The Academy’s underlying principles of student representation and staff responsibilities to elected
representatives are set below.
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•

Forums are to be provided for enabling discussions between students and staff

•

All students should have opportunities to become Student Representatives and represent
their peers.

•

Student Representatives are to be invited to relevant meetings. If a student
representative is unable to be present, then the Chair of the meeting should ensure that
the representative is fully informed of the proceedings.
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•

Student representatives are encouraged to discuss common issues together.

•

Members of Academy staff are to ensure that open, fair elections are organised with all
students having an equal opportunity to put themselves forward to become
representatives.

STUDENT-STAFF LIAISON COMMITTEE
The Student-Staff Liaison Committee provides a forum for discussing student issues arising in
respect to the quality of the facilities, policies, processes and support services provisions of the
Academy. The purpose is to strengthen lines of communication between staff and students and to
identify matters of concern that should be brought to the attention of the Senior Management
Committee or the Head of Academic Governance. The Committee meets once in every term and is
chaired by the Head of Operations & HR or their deputy. Minutes are reviewed and
recommendations are discussed at Senior Management Committee. Student and Staff are
informed of outcomes at the next Committee meeting, or earlier, depending upon the time required
for investigation.
Responsibilities for students include:
•

Presenting the views and concerns of the students registered on their courses to staff
members and their peers that may not necessarily be their own

•

Establishing effective lines of communication with Course Leaders, Coordinators, Module
Leaders and peers across the Academy

•

Acting as links between Staff and Students, conveying committee discussions back to the
students whom they represent

•

Displaying a professional attitude towards stakeholders at all times

Responsibilities for Staff include:
•

Providing the correct information in respect of queries raised

•

Investigating situations in cases where the truth is unknown and more information is
required

•

Investigating concerns raised to assess prospects for resolution or compromise

•

Conveying management decisions and positions to students and colleagues in a clear
and concise manner

•

Projecting a caring but unbiased position in respect of issues discussed

•

Displaying a professional attitude towards stakeholders at all times

Agenda
•

Welcome and instructions

•

Apologies of absence

•

Declaration of conflicts of interest

•

Approval of minutes from previous meeting and matters arising

•

Items for discussion raised by the Academy
o Collaborative partnerships
o Building repairs and improvements
o Equipment and Post Production
o External additional student projects
o Staffing/Resourcing updates
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o Intranet and other software
o New policy documents, updates and discussion
Items for discussion raised by the students
Any other business
Date of next meting
Meeting closed

Membership
•

Head of Operations & HR (Chair)

•

Head of Academic Governance or Deputy Head of Academic Governance

•

Equipment Coordinator

•

Post Production Coordinator

•

Front of House Coordinator (minute taker)

•

Student representatives (at least one per course)

By invitation
•
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STAFF/TUTOR PARTICIPATION IN QUALITY
ENHANCEMENT
STAFF ENGAGEMENT
London Film Academy (LFA) is committed to developing and improving the standards and quality
of its educational provision. It is also committed to investing in its staff by providing opportunities
for training and development that will enable all staff members to respond positively to the
changing needs of students.
Staff and Tutor engagement in the quality assurance and enhancement procedures of the
Academy is vital to the maintenance of academic standards. Full commitment to the system is
particularly important for tutors developing and delivering modules on the various courses. In
addition to undertaking annual appraisals and participating in staff development activities, all tutors
are expected to engage in peer-observations of teaching.

STAFF APPRAISAL (PERFORMANCE REVIEWS)
Staff appraisal systems have operated for some time within the Academy but the process has, in
the main been for full-time members of staff – which is typically the administrative team, course
coordinators and course leaders – who need to be given the space and opportunity to grow and
development
The Academy’s appraisal procedures for Staff and Tutors are designed to:
•

Improve the quality of services and hence the educational experience for students, by
helping Staff/Tutors to realise their potential and to carry out their duties more effectively

•

Help Staff/Tutors to recognise the value of their achievements throughout the student lifecycle and to identify ways of improving and enhancing their professional skills,
performance capabilities and prospects for job satisfaction

•

Assist in planning the training and professional development of staff both individually and
collectively

•

Enhance the overall management and development of the Academy.

STAFF DEVELOPMENT POLICY
Staff Development is recognised as being essential to the successful provision of all courses
designed, developed and delivered in the Academy. By developing the talents and skills of staff
members, prospects for enhancing the quality of the student experience at LFA are improved
substantially.
The need to provide and/or encourage opportunities for individual growth and development applies
to all staff members.
At the LFA full-time staff benefit from the availability of supported training activity, which is typically
identified through the appraisal process.
The Academy’s Staff development policy is underpinned by the Academy/s commitment to allocate
financial resources, specifically targeted at staff development, as an on-going provision in the
annual budget, administered by Head of Operations & HR and the implementation of a formal
appraisal system, applicable to all staff members across the Academy.
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The appraisal system will ensure that the development needs of individual staff members are met
in ways that facilitate the aims, objectives and strategic direction of the Academy whilst enhancing
the quality of the student’s learning experience.

TUTOR APPRAISAL AND DEVELOPMENT
LFA Tutors are practicing professionals, many of whom also undertake teaching at other
institutions, are subjected to a monitoring approach of their external staff development activity
(CPD Record) and are required to evidence such on an annual basis. There is also a budget to
involve tutors in a number of internal in-house training workshops and seminars.
The quality of teaching profoundly impacts upon the student’s learning experience and, as such, is
a vital factor in assuring that academic standards are maintained within the Academy. In addition to
ensuring that Tutors are properly qualified to perform such tasks, mechanisms must exist for the
review of face-to-face delivery to ensure that approaches are suitable and remain fit for purpose.
Mechanisms for review:
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•

Student feedback – information shared in termly debriefs/Student-Staff Liaison
Committee covers the effectiveness of the teaching. Actions arising from their feedback
forms part of the Module Reports, agenda items for Course Committee Meetings and
informs future teaching/choice of Tutors.

•

Tutor Learning and Teaching Discussion Group – a discussion process that takes place
on same day at Course Committee meeting to provides opportunities for tutors to share
their teaching practices and to discuss ideas with colleagues in a formative and nonjudgmental way.

•

Tutor Observation – a process whereby Course Leader appoints most appropriate LFA
staff member to observe and provide feedback to Course Leader and tutors about their
delivery and learning strategies implemented in the classroom. In so doing, prospects for
identifying areas of good practice and areas in need of improvement are increased.

•

LFA collects CPD records from tutors to ensure they are current and up-to-date. LFA
shares development and training opportunities including courses with its tutors.
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CONSISTENCY AND PARITY OF TREATMENT
FOR STUDENTS
RECRUITMENT, ENTRY REQUIREMENTS AND ADMISSIONS POLICY
Students attending LFA are recruited from both the UK/EEA and abroad, either directly or by
designated agents. In addition to completing application forms which require verification of
qualifications, international students must also complete a questionnaire that makes an
assessment of ‘intention to study’ as recommended for visa processing by UK Home Office in their
guidance documents on ‘Best Practice in Recruitment of International Students’.
Requirements for entry vary according to course and are details on our website
www.londonfilmacademy.com. For courses validated by a University the admissions requirements
will be set out by the university.

STUDENT SUPPORT AND GUIDANCE
Support in Matters Relating to Academic Provision
The LFA approach to support in matters relating to academic provision aims to assure and to
enhance the quality of the individual student’s learning experience.
Responsibilities rest with Course Leaders, who provide guidance and support individually to
students on all matters relating to academic progression. Briefings on student progress are
subsequently provided to the Head of Academic Governance on a regular basis.
Primary responsibilities include:
•

Providing personal and pastoral contact in respect of academic matters

•

Ensuring through induction that the student is clear on matters of course procedure,
timetabling and assessment regulations

•

Liaising between a student and lecturers delivering on the course, in consultation with the
appropriate Course Leader or Head of Academic Governance

•

Discussing career aspirations in relation to the course

Support in Non-Academic Matters
The Admissions Leader (Student Welfare) and/or Personal Tutors provides guidance in nonacademic matters.
Primary responsibilities include:
•

Offering general advice and assistance

•

Counselling on personal matters such as accommodation, finance and health

•

Referring students to other sources of help

•

Counselling the student appropriately in the case of issues

In cases where personal problems are judged to be severe and personal counselling is required,
students may be referred to external/profressional counselling services. Independently of this
students are provided with contact details of councelling services in our Student Handbook.
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Support for Students with Disabilities (Overview)
The following statements provide an overview of the Academy’s policy for assuring that the
learning experiences of students with disabilities is commensurate with the quality of provision
provided to non-disabled peers. Detailed information about the full policy and operational
procedures relating to Disability is provided in the Equal Opportunities Policy on LFA website.
LFA recognises its responsibility under the Special Education Needs and Disability Act of 2001 to
ensure that discrimination is not practiced against students or potential students with a disability.
The Academy acknowledges the importance of making reasonable adjustments to ensure that
disabled students are not placed at a substantial disadvantage in comparison to others in respect
of admissions procedures, the provision of student services and provisions for academic learning.
What amounts to a reasonable adjustment varies according to the type of services being provided,
the extent to which it is practicable to take that step and the relevant interests of other people.
The Academy welcomes students with disabilities and specific learning difficulties and is committed
to the continuing development of an ‘enabling environment’ and a non-discriminatory culture within
the Academy community. The Student Welfare Officer/Personal Tutors liaise with Course Leaders
to ensure that all students with disabilities can make the most of their opportunity to study at the
Academy.
Prospective Students
The LFA building is a converted church which may pose difficulties for those with mobility
problems. Applicants should therefore make sure before applying that this matter is raised with the
admissions staff to check whether the facilities are suitable and to discuss any possible difficulties.
All applicants who have disclosed a disability on their application form and receive an offer of a
place are sent a Learning Support Questionnaire. This form gives students an opportunity to tell
the Academy about their disability/learning difficulty and the impact it may have on their study. This
enables applicants and the Academy to make informed decisions and to plan together how student
needs can be met as early as possible. Upon receipt of the questionnaire the student is invited to
discuss their individual learning support needs with a Student Advisor.
Registered Students
Upon arrival at the Academy students are expected to take responsibility for ensuring that the
required support is in place. They must make sure that the people who can provide assistance and
support are aware of their special needs.
Types of support provided by the Academy for disabled students include:
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•

Dealing with enquiries from prospective and registered students on matters relating to
disability-related support needs

•

Liaising with tutors and administrative staff about the support needs of disabled students

•

Facilitating dyslexia screening tests and full diagnostic assessments with an Educational
Psychologist

•

Organising support workers, such as note takers and interpreters (although costs would
be the responsibility of the student)

•

Providing special arrangements for assessments and examinations. Including, amongst
other provisions: extra time, rest breaks, specially printed examination scripts; computer
use; and oral/practical exams

•

Providing a ‘manual’ lift service for transporting disabled students to all levels of the
building

•

Identifying and resolving academic problems experienced on the course, in consultation
with the appropriate Course Leader
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Resolving complaints about academic support, in consultation with the appropriate
Course Leader

Support for Students Who Need Assistance with English
Strict entry requirements demand that students are proficient in English so support provision is not
normally required. However, where support needs are identified, either with general language
support or more specific academic writing and study skills, additional remedial classes may be
provided by special arrangement.

ACADEMIC INTEGRITY AND MISCONDUCT
Academic Integrity
The Academy considers academic integrity essential to the maintenance of academic standards.
From the management perspective this means that students are expected to adopt an honest
approach to carrying out academic and scholarly work. Honesty is demonstrated by undertaking
and completing one’s own work, citing the sources of ideas attributed to others and not relying
upon dishonest means to gain advantage.
Procedures aimed at promoting academic integrity include:
•

Providing information about academic integrity and academic misconduct policy at
student orientations and at staff inductions

•

Providing a secure system for handing in student work

•

Providing a secure system for returning student work (where applicable)

•

Ensuring that appropriate systems of identity check and invigilation are in place for
examinations

•

Supporting staff development to improve learning and teaching strategies for academic
integrity

Academic Misconduct
Academic Misconduct is commonly defined as any act whereby a person obtains an unpermitted
advantage for themself or for another. Misconduct applies whether the candidate acts alone or in
collusion with others. The Academy supports the view that any actions falling within the definition
maybe construed as academic misconduct, whether it be work undertaken in a formal examination,
a piece of coursework, or any form of assessment submitted in pursuit of a qualification. Types of
academic misconduct can vary, but the four most common categories are plagiarism, collusion,
falsification, and cheating.
To facilitate the development of a collegiate culture committed to the notion of academic integrity,
the Academy has developed policies for dealing with academic misconduct. To date,
implementation procedures have been carried out largely on a case-by-case basis, and processes
have focused primarily upon plagiarism and cheating. In the longer term, it is the intention to
ensure that implementation procedures are standardized across the Academy in respect of all four
categories.
Please see the LFA Academic Integrity and Misconduct Policy on our website for full details.
Academic Infringement Investigations
The Academy will take appropriate formal steps if and when required to ensure that judgments
rendered in respect of academic misconduct have been investigated properly and that students
have had fair and reasonable opportunities to respond to concerns raised. An ad hoc investigative
committee will be convened in such cases. Formal protocols for the conduct of business in such
exceptional instances have been formulated by the Academy.
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ACADEMIC APPEALS AND GRIEVANCES
Academic Appeals
Students have the right to request an academic appeal and ask the Assessment Board to
reconsider a mark awarded for an assessment – Academic Appeals section of LFA Student
Handbook on LFA. website
Academic Grievances
If a student feels that the Academy has not delivered the standard of service which it would be
reasonable to expect, a student may be entitled to lodge a complaint, in accordance with
Academy's Complaint Policy see LFA website for policy and procedures.

EQUAL OPPORTUNITIES
The following statements provide an overview of the Academy’s Equal Opportunities Policy.
Detailed information about the policy is provided in the Equal Opportunities Policy on LFA website.
LFA Equal Opportunities policy applies in relation to all aspects of the Academy’s teaching
programme, administration, management and support. All Students, Staff, Tutors, and visitors are
expected to act with due regard to the Equal Opportunities Policy, without exception.
It is the responsibility of ALL students, staff and tutors to familiarise themselves with this policy.
The Academy is committed to the principle of equality and strives to create a genuine atmosphere
of equality and inclusivity by having a study environment free from unfair and unlawful
discrimination, harassment, bullying or victimisation on the grounds of gender, disability,
pregnancy, marital status, sexual orientation, age, religion, race, ethnic or national origin.
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APPENDICES
APPENDIX 1 – EXTERNAL REFERENCE POINTS
External reference points used in the drafting of this Handbook have included the following:
•

UK Quality Code for Higher Education (and associated Advice and Guidance)

•

Framework for Higher Education Qualifications (FHEQ)

•

Expectations and guidance from Office for Students (OfS)

•

Guidance from Office for the Independent Adjudicator (OIA)

•

Guidance and expectations from Competitions and Markets Authority (CMA)

APPENDIX 2 – COMMITTEE AND BOARD MEETING TIMETABLE
Senior Management Committee
Student-Staff Liaison Committee
Course Committee
Assessment Board

Weekly
4 per year
1 per course
per year
5 per year

Learning and Teaching Session

1 per year

Jan - Dec
Feb, May, July, Nov
Aug/Sept
All other courses – Dec
Full board meeting in Sept prior to graduation
Interim in Feb, May, Aug, Oct
Sept (after Course Committee)

APPENDIX 3 – REPORTS AND FEEDBACK TIMETABLE
Annual Course Review (ACR)
Periodic Course Review (PCR)
Course Entry Questionnaire
Course Exit Questionnaire
Student Module Questionnaires
Tutor Module Questionnaires
Module Reports
Filming Debriefs
Annual Tutor CPD records
Tutor Inductions/Observations
External Examiners Report
Summary Report of General
Cohort Progression and Issues

1 per course or
course type
1 per year
1 per course or
course type
1 per course or
course type
1 per module
1 per module
1 per module
3 per course
1 per year
4-6 per year
1 per course
1 per course

Diploma – Oct/Nov
All other courses – Jan
Dec
June, Oct
April, Sept
Prior to Module Reports
Prior to Module Reports
At the end of each module
At the end of each filming period
Sept/Oct
New tutors and as per timetable for existing
tutors
Sept/Oct (after Final Assessment Board)
Sept/Oct (for Final Assessment Board)
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