Sales Visit Agenda Template
Institution:
(Name of Institution)

Date: 
(Date/s of AOU Review)

Address:
(Address of School and location of Psychology Department)
Day One
	Time
	Description

	9:00am – 9:45am
	Venue: 

Meeting with Head of Department

	9:45am – 10:15am
	Inspection of laboratories, libraries, online facilities, etc.

	10:15am – 11:15am
	Venue: 

Meeting with undergraduate teaching staff

	11:15am – 11:45am
	Venue: 

Morning tea and inspection of undergraduate work samples

	11:45am – 12:45pm
	Venue: 

Meeting with undergraduate students

	12:45pm – 1:30pm
	Venue: (To be held away from student meetings.)

Lunch with staff

	1:30pm – 2:30pm
	Venue: 

Meeting with fourth year students

	2:30pm – 3:00pm
	Venue: 

Afternoon tea and inspection of fourth year work samples

	3:00pm – 4:00pm
	Venue: 

Meeting with fourth year teaching staff

	4:00pm – 4:20pm
	Venue: 

Meeting with administrative and technical staff

	4:20pm – 4:40pm
	Venue: 

Meeting with Postgraduate Research Students

	4:40pm – 5:00pm
	Venue: 

Meeting with the Departmental Research Coordinator

	5:00pm
	Venue: 

Assessment Team Meeting



Day Two
	Time
	Description – Please provide separate venues for each College specialisation

	
	Specialisation 1
	Specialisation 2

	8:30am – 9:00am
	Venue: 

Assessment Team Meeting

	9:00am – 9:30am
	Inspection of test library and Psychology Clinic.

	9:30am – 10:00am
	Venue: 

Meeting with Psychology Clinic Coordinator (where relevant)
	Venue:

Meeting with course convenor (where the Clinic is not relevant)

	10:00am – 10:45am
	Venue: 

Morning tea and inspection of coursework Masters/Doctoral work samples

	10:45am – 11:45am
	Venue: 

Meeting with coursework Masters/Doctoral staff
	Venue: 

Meeting with coursework Masters/Doctoral staff

	11:45am – 12:45pm
	Venue: 

Meeting with coursework Masters/Doctoral fieldwork supervisors
	Venue: 

Meeting with coursework Masters/Doctoral fieldwork supervisors

	12:45pm – 1:30pm
	Venue: 

Lunch with staff and fieldwork supervisors

	1:30pm – 2:30pm
	Venue: 

Meeting with coursework Masters/Doctoral students
	Venue: 

Meeting with coursework Masters/Doctoral students

	2:30pm – 3:30pm
	Venue: 

Afternoon tea, Assessment Team Meeting and any required follow up meetings.

	3:30pm – 4:00pm
	Venue: 

Meeting with the Head of Department

	4:00pm – 4:30pm
	Venue: 

Meeting with the Vice Chancellor or his/her nominee


Day Three
	Time
	Description

	8:30am – 12:30pm
	Venue: 

Assessment Team to draft assessment report. Head of Department and course coordinators should be available for consultation.

	12:30pm – 1:00pm
	Lunch

	1:00pm
	Venue: 

Assessment Team to draft assessment report.


