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1
    INTRODUCTION

Programme Leaders have key responsibilities for the development and management of academic programmes, and work with their Teams to ensure their programmes are viable, current and relevant to the needs of stakeholders.  Importantly, Programme Leaders are positioned to lead their Teams on issues of quality and academic standards and to ensure the welfare and support of students.  For the new Programme Leader, it is an opportunity to develop high level skills of leadership, collaboration, management and academic administration, to lead quality assurance processes and to enhance students’ learning through creativity and innovation.  

The purpose of this Handbook is to offer guidance for new Programme Leaders, which is broadly applicable to all programmes.  The information provided here is meant to give new Programme Leaders a helping hand as they begin a new role. It is important to state, however, that there are differences in Divisions and between undergraduate (UG) and postgraduate (PG) programmes, which will determine the particularities of individual Programme Leaders’ roles and tasks.  Where professional bodies are involved, for example, Programme Leaders have specific responsibilities related to professional standards and organisation of student placements.  Because of the individual nature of programmes, new Programme Leaders may wish to be mentored by an experienced member of staff in the discipline.
Whilst every effort has been made to ensure this guidance is based on current QMU regulations and procedures and upon established practice, readers should refer to the relevant sections of QMU regulations on management of programmes available on the Quality website (http://www.qmu.ac.uk/quality/pm/default.htm) and make use of internal communication systems to ensure they remain informed about changes to regulations and processes.  

This Handbook is organised according to the major roles and responsibilities held by Programme Leaders: leadership, management, administration and quality.  All new Programme Leaders should read the section titled ‘Management of Programmes’ on the Quality website (http://www.qmu.ac.uk/quality/pm/default.htm) which contains useful general information, but also specifically lists the responsibilities of Programme Leaders. They are:

· as Convener of the Programme Committee to ensure the effective organisation and conduct of the programme within agreed policies and regulations;

· to lead the academic development of the programme;

· to monitor the operation of the programme on an ongoing basis, and to co-ordinate its annual evaluation;

· to negotiate with the Head(s) of Division(s) the allocation of appropriate staff for teaching and other duties required by the programme;

· to co-ordinate any necessary interaction with professional and external validating bodies through the appropriate internal mechanisms;

· to select students for admissions;

· to keep in close touch with the academic welfare and progress of students in the programme, and to be closely aware of students' views about the programme;

· in consultation with the Module Co-ordinators to agree an assessment schedule;

· to take executive action, as agreed by the Programme Committee.

Appendices to this Handbook include information also likely to be useful to Programme Leaders: internal contact details, sample timetable of Programme Leaders’ tasks (‘The Programme Year’) and links to useful relevant resources, such as the academic timetable and academic regulations.
2
ROLES AND RESPONSIBILITIES

A
Leadership

1)
Programme

Possibly the most important of all roles is that of leadership - guiding, supporting and working with the Programme Team to ensure the ‘overall health and well-being of the programme’.  This means that the programme should have vitality and viability - that it is recruiting well, students are performing satisfactorily, attrition is low, student-staff relationships are positive and productive, learning and teaching experiences are dynamic, and administration runs smoothly.  The Programme Leader may need to deal with student issues which cannot be dealt with by Module Co-ordinators or placement supervisors or Personal Academic Tutors (PATs).

2)
Academic

The Programme Leader often stimulates and leads education-related and subject-specific developments, such as new curriculum developments to enhance student learning, improving the relevance and currency of the programme and responding to the needs of students and/or the profession. This is an ongoing activity, which may be located at module level or at programme level.  For example, it may be necessary to divide a large module into two smaller modules in order to increase appeal and flexibility for part time students.  
Similarly, the Programme Leader may promote, contribute to and support innovation, such as the introduction and enhancement of learning through WebCT, inter-professional education (IPE) or placement developments.  The Programme Leader could also help to keep the Programme Team updated on external enhancement initiatives, e.g. from Enhancement Themes (http://www.enhancementthemes.ac.uk) and the Higher Education Academy (http://www.heacademy.ac.uk).  
QMU requires all programmes to be formally validated before the programme can run or students recruited.  It is the Programme Leader who guides the Team through the validation process, including planning and development, document preparation, the validation event and post-event processes.  Additionally, all programmes are subject to periodic review and re-validation (normally every five years), for which the Programme Leader is expected to take the lead (See Section D). 

3)
Team

The Programme Leader will have regular contact with the teaching Team, and will normally: 

· Convene Team meetings, including drafting of agendas;
· Discuss with members of the Teaching team any programme-related issues or problems;
· Some Programme Leaders endeavour to support the professional development of Team members, e.g. by acting as mentor or suggesting staff development opportunities.
4)
Professional links

Liaison with professional bodies and other professional groups and individuals is usually an important responsibility and may be a priority for the Programme Leader, whose links with professional bodies are essential or strongly desirable.  Where programmes are accredited by professional bodies, the Programme Leaders must stay abreast of professional developments in standards, benchmarks and education-related policies so that the teaching team is in a position to respond accordingly.

Other networks may prove useful to inform curriculum developments and innovation in learning and teaching.  Liaising with teaching Teams from other universities and colleges or with practitioners in the workplace may lead to collaborations or exchange of ideas.

5)
Monitoring

All programmes are subject to regular monitoring as part of quality assurance mechanisms within the institution; this allows systematic scrutiny of the ‘health and well-being’ of the programme.  The primary tool for monitoring is the Annual Monitoring Report (AMR, See Section C), although Programme Committees will receive regular reports on the following: 


· Tracking of issues;
· Tracking of students: progression, withdrawals, deferrals and extenuating circumstances.
It is the responsibility of the Programme Leader, or their delegate, to manage the tracking processes.

6)
Ambassadorship

The viability of a programme is dependent on healthy recruitment of students. Recruitment is dependent on a number of factors such as: publicity; schools liaison; recommendations; and reputation.  Programme Leaders can be important ambassadors for the institution and their curriculum and should attend to these matters seriously.  Opportunities for ambassadorship might occur during:

· Conferences;
· External meetings of committees, agencies, interest groups;
· Visits to or from dignitaries.
7)
Collaborator

Many opportunities for new developments and innovations have arisen through collaborative arrangements between individuals, groups and organisations.  Programme Leaders should be sensitive to and welcome discussions with staff of partner organisations and should engage in regular liaison with collaborative partners.  Suggestions for new collaborations should be discussed with line managers before making any commitments.  (See the Collaborations Manual on the QEU web page (http://www.qmu.ac.uk/quality/pr/default.htm).  
B
   Programme management

Programme Leaders carry a number of management responsibilities, although some of these may be delegated to other members of the team, with the Leader keeping a ‘watching brief’.  

1)
Recruitment and admissions

Although the Programme Leader may not be directly involved in all aspects of recruitment and admissions, they should have an overview of the processes since they may well be asked for advice.

Telephone and email enquiries occur at any time of the year and the Programme Leader should work with the Programme Team to establish a system for dealing with these.  For some programmes, it is the Admissions Tutor who deals with all pre-entry enquiries.  Staff may refer enquirers to additional information through the:

· QMU prospectus;
· QMU website;
· Open days usually held in September or October.
Potential applicants should be advised that they may request an application form from Admissions or download the form from the QMU website (http://www.qmu.ac.uk/registry/admissions.htm)

For programmes which require letter(s) of reference, it is wise to advise applicants that an application with accompanying letter(s) of reference will speed up the process.   Otherwise, Admissions will hold applications until letters of reference are received.  Admissions will not write to referees.

Information about fees may be obtained from the QMU website (http://www.qmu.ac.uk/registry/fees_charges.htm ). 

Some programmes include an interview as part of the selection process and the Programme Leader will be involved.  Normally, Programme Teams will draw up a waiting list.  Admission of international students will require liaison with the Recruitment and International Liaison Office (RILO), which can also advise about specific issues, such as visas.  

The Admissions office processes all applications, offers and admissions to programmes. Specific Admissions staff  deal with undergraduate and postgraduate admissions. Normally, Admissions staff will notify you of applications and keep you posted, but it is a useful idea to periodically check with them. In late summer liaise with Admissions staff to determine total intake and the need to go to clearing.

After a student accepts an offer, Admissions will send a ‘joining pack’ which includes information about QMU, fees and the specifics about the programme. It is the Programme Leader’s (or a delegate’s) responsibility to send Admissions any information to be included in the joining pack, e.g. programme timetable, reading list and welcome letter. 

For programmes which require Disclosure Scotland as a condition of offer, relevant applications should be referred to the Head of Division, who will report a decision back to the Programme Leader. 
2)
Student induction
Induction meetings with students during their first few days at University, e.g. induction week (dates circulated by Registry), are extremely important in enabling their understanding of the programme and their adjustment to University life. This will be the point at which students form their impressions of the programme, teaching and support staff and their learning and social environment.  Careful thought about what students really want – and need – to know is necessary to avoid information overload.  

An induction session might include: 

· Introduction of staff (and students)

· Ice-breaker activity 

· Student expectations 

· Programme aims and philosophy

· Teaching and learning approaches

· Reminder about library and IT online induction

· Introduction to WebCT and PebblePad (e-portfolio)

· Certificate checking (if relevant)

· Attention to academic regulations and, if applicable, programme specific regulations

· Discussion of professional issues

· Programme timetable

· Personal Academic Tutor lists

· Tour of facilities

For further ideas on how to implement an effective induction process, including longitudinal induction, contact Roni Bamber in CAP (vbamber@qmu.ac.uk).  
3)
Enrolments

It is vital to check and track new enrolments and monitor class lists to ensure viability of modules, but more importantly, to confirm that all students who accepted places have enrolled and are registered on modules.  Module Co-ordinators’ lists should be checked with ISIS records.  This is particularly crucial in order for students to access WebCT.  If their name and matriculation number are not on module lists in ISIS, they will be unable to access WebCT.  

4)
Delivery

Teaching

The Programme Leader should ensure all modules have a Module Co-ordinator whose responsibilities are to organise all teaching and assessment of the module.  The section on Management of Programmes on the Quality website (http://www.qmu.ac.uk/quality/pm/default.htm) outlines roles and duties of Module Co-ordinators.

If cover for specialist teaching or leave periods is necessary,  requests for visiting lecturers may be negotiated with the appropriate line manager.

Placements

Many programmes incorporate placement or workplace learning as an integral element of the curriculum.  Management of placements varies across Divisions.  Usually, placements are handled by a placement co-ordinator or Module Co-ordinator.  However, the Programme Leader will need to liaise regularly with the placement co-ordinator as part of programme management.  Typical activities associated with management of placements are:


· Negotiation and/or arrangements for placement

· Communication with placement supervisors

· Provision of all documentation and forms for placement supervisors

· Organisation of training/study days for placement supervisors

Supervision

Many students, particularly those who study at Honours level or above, will be required to engage in extensive independent study through a project or dissertation.  All project/dissertation students must be allocated a supervisor by the Programme Leader or a delegate.  There should be a recognised system for tracking supervision sessions, including a summary of the discussion, work done in preparation, and targets for the next meeting, using a proforma agreed by the teaching Team.

Library

There should be regular discussion with librarians about resources and support for students; often the Division Liaison Librarian attends Team meetings to improve communication.  Access to books, journals and e-resources will be arranged by the Division Liaison Librarian.  Librarians may also contribute to the teaching of topics such as information handling, library orientation, web searching, web site evaluations.

C
Administration

1)
Marketing

QMU publishes UG and PG prospectuses annually, which contain summary information about all programmes, inclusive of admissions requirements, delivery mode and subsidiary awards.  Marketing will request text for inclusion in the prospectus well in advance of production. Text should be carefully checked for accuracy and clarity, mindful of any changes which will occur prior to publication.

2)
Timetable

Early in the year, the Programme Leader will be invited to specify their timetable requirements for the following academic year.  Dates, times and room allocations for all classes in all modules for the whole of the academic year (semesters 1 and 2) are managed via the online timetable.  Allocations are accessible through the intranet (http://www.qmu.ac.uk/portal/timetables.htm ).  The Programme Leader should ensure that the final timetable arrangements are satisfactory as early as possible to facilitate forward planning. 

3)
Personal Academic Tutors

All students should be assigned to a Personal Academic Tutor (PAT), who will provide academic advice and will be the first point of contact if a tutee wishes to discuss personal problems. The guide for PATs is available at:

http://www.qmu.ac.uk/quality/pm/default.htm
Either the Programme Leader or the School Office should assign PATs for all students and should communicate this information both to staff and students.
4) 
Assessment

Regulations

The Programme Leader has overall responsibility for ensuring that QMU assessment regulations (http://www.qmu.ac.uk/quality/gr/default.htm#regs) are upheld. She/he is responsible for ensuring members of the teaching team know and abide by these regulations. 

Management of assessment


Normally, Programme Leaders co-ordinate the planning and setting of assessments.  Usually, this process occurs late in semester 2 for the following academic session.  All Module Co-ordinators are asked to submit copies of their assessment specifications, criteria and submission dates to the Programme Leader.  The Programme Leader should co-ordinate the peer review of assessments (within the teaching team) and subsequent revisions before sending them to the External Examiner.  The Programme Leader then receives and acts on feedback from the External Examiner, documents and co-ordinates distribution of submission dates to staff and students.  Some External Examiners choose not to see assessments which are similar to those that have been in place previously.  However, External Examiners should be consulted whenever there is a change in assessment mode, and they may be asked for an opinion on, for example, criteria.

The Programme Leader should liaise with Registry to establish and confirm dates for examinations, since rooms and invigilators must be organised well in advance. 

Programme Leaders also co-ordinate responsibilities for marking, double marking, moderating and processing of marks.  (See Assessment Regulations for definitions of terms and QMU regulations on marking of assessments).  QMU has proformae for tracking of these processes, and these should be used always.  All marks are reported to School Administrators who then enter the data into ISIS prior to the Examination Boards.  

The Programme Leader normally handles all requests for exemptions from modules and credit for achievement of prior (experiential) learning, often referred to as Accreditation or Recognition of Prior (Experiential) Learning: AP(E)L or RP(E)L.


Extenuating circumstances and deferrals

The Programme Leader works with the teaching Team to ensure students are well informed about regulations and processes associated with requests for extenuating circumstances and deferrals.  These regulations and procedures are available on the Quality website at: http://www.qmu.ac.uk/quality/pm/default.htm
The Programme Leader signs off extenuating circumstances forms, notifies the School Office of the nature of the circumstance and the proposed date of submission.  It is advisable that the team has a mechanism for recording and tracking of all extenuating circumstances, although the data will be entered into ISIS by School Office staff.  

Similarly, the Programme Leader should authorise requests for deferral and notify Student Records and School Office staff of the proposed date of re-entry.  

5)
References

An important service for students is to write or organise requests for letters of reference for students and graduates.  

D
Quality

1)
Good practice

As previously mentioned, one aspect of a Programme Leader’s role is the promotion, engagement and dissemination of good practice.  This activity may be manifested through curriculum development, education research, internal and external presentations and/or publications, sharing with colleagues and Annual Monitoring Reports (AMRs, see below).  Programme Leaders should remain informed and should seek to support their team to engage with sector-wide initiatives related to the Enhancement Themes initiated by the Scottish Funding Council (SFC) – http://www.enhancementthemes.ac.uk .
2)
Learning and Teaching Strategy
QMU expects that all programmes should explicitly articulate with QMU’s QELTA (Learning and Teaching) Strategy (http://www.qmu.ac.uk/quality/qe/default.htm), and this should be explained in the Definitive Programme Document.  Ongoing quality enhancement activities will be documented in AMRs and through sharing of good practice in other ways.  
3)
Quality assurance

Policy

As leader of a Team, the Programme Leader should be instrumental in ensuring the Team members know and implement new institutional policies and regulations.  QEU regularly update staff on decisions taken by the Student Experience Committee (SEC) and are responsible for updating documents on the internet and intranet.  The Programme Leader should work with the Team to incorporate regulatory mechanisms into programme management processes and ensure that such information is incorporated into student programme information, e.g. student handbooks.


Standards

The Programme Leader is in a position to promote and monitor academic and professional standards as relevant to the programme.   Activities of this nature will include: the promotion and dissemination of good practice; engagement in annual monitoring; and communication of information about academic and professional standards to all members of the Programme Team.  Standards often feature as an agenda item at Team meetings, particularly when reviewing programmes for annual monitoring or preparing for a review and re-validation event.

Validation and review

All new programmes must be validated by QMU before students can be enrolled.  All existing programmes must be regularly reviewed and re-validated.  Reviews normally occur on a 5-year cycle.  

Guidance on validation and review is provided on the Quality website at: http://www.qmu.ac.uk/quality/vr/default.htm .  It is the responsibility of the Programme Leader to lead the Team through these processes.  This may include convening meetings, allocation of tasks and liaison with other units (e.g. QEU, CAP, collaborating organisations).  There are useful guidelines for all involved at this website, and it is wise to read these in advance.  Additionally, advice and training for validation and review are provided by QEU and CAP.

Often validation and review is associated with accreditation by professional bodies.   Specific requirements for accreditation will vary according to the profession.  As these processes are not the same, it is best to seek help from colleagues in your discipline and from staff of QEU who are also knowledgeable about the professional bodies which accredit QMU programmes.

Definitive Programme Document

The Definitive Programme Document includes crucial information about the programme, such as aims, philosophy, learning outcomes, structure, admissions requirements, progression requirements, learning and teaching approaches, assessment strategies, placement information and module descriptors.   Good document control should ensure that it provides definitive information about the programme to all members of the team.  Full guidelines for preparation of programme documents are available at: http://www.qmu.ac.uk/quality/documents/Programme%20Development%20Monitoring%20and%20Review%204Sep08.doc 
Student handbooks

All students should receive a student programme handbook which should contain: aims and learning outcomes, summary of structure, strategies for learning, teaching and assessment, learning support, learning resources, summary of or a link to QMU academic regulations, programme-specific regulations and guidelines.  Other important information may be instruction for submission of assessments, the teaching timetable, procedures for extenuating circumstances, deferral and withdrawal.  

In addition to the programme handbook, students may need handbooks for modules, placement and dissertations.  Increasingly, these are being made available online and within WebCT, for example.  
Interim changes to programmes

Processes for dealing with minor changes to programmes are encompassed within School committees.  More significant changes should be discussed with staff of QEU, since it may be appropriate to engage in a full review.  

All changes to the programme must be notified to professional bodies through QEU and to the External Examiner directly. 

Annual Monitoring Reports (AMRs)

Annual Monitoring Reports (AMRs) are a routine component of QMU’s quality assurance monitoring processes.  The reports provide an opportunity for the teaching team to reflect on quantitative and qualitative information about the health of the programme, highlight good practice and innovation, issues arising, and set an action plan for the succeeding year. AMRs are usually due near the end of the first semester. The Quality Enhancement Unit (QEU) will distribute instructions and a template for AMRs with the specific deadline date.  The report should be based on a previous action plan, student, staff and external evaluations, External Examiners’ reports and identification of good practice and enhancement activities.  The AMR must be approved by the Programme Committee prior to submission to QEU.  QEU should provide statistics (e.g. on admissions and progression) prior to the deadline date for AMRs.  
Reports for professional bodies

Many regulatory professional bodies will require annual audit reports in their specified format.  QEU can advise about their role in this process.
Committees


Programme Committee

The Programme Committee is composed of all members of the teaching Team and should have student representation.  The meetings are chaired by the Programme Leader.  The Committee approves changes to modules, the AMR, External Examiner nominations, responses to External Examiners’ reports, audit reports and any proposed programme changes. 

The Programme Leader should inform the School Office of the date and agenda for the meeting; agenda items should be requested and papers circulated at least one week prior to the meeting. Minutes will be taken by School Office staff. 

Programme Team Meetings

These should be held regularly to ensure coordination, and chaired by the Programme Leader.

4)
Monitoring and evaluation (evidence, action research)

Module evaluation

The Programme Leader should:

· Ensure module evaluations are completed by students;
· Collect and collate all module evaluation forms for the AMR;
· With the team, identify and plan response to issues arising.

Student-Staff Consultative Committee (SSCC)

The SSCC provides a forum for students to comment on and give feedback on the programme, as well as to raise issues of concern. The Committee is typically composed of two student representatives from each year.  As a minimum, two members of the teaching Team will attend, including the Programme Leader, although this will depend on the size of the cohort and level of programme.  Students should be encouraged to chair the meetings and to take minutes.  Where it is not possible for a student to take minutes, a member of the programme team will take on this role. If module-related issues have not been resolved by the module co-ordinator, they may be brought to this Committee.  Staff should endeavour to listen attentively and encourage students to offer solutions to issues. The Programme Leader and members of the Team should remind students to elect their representatives. Student representatives should be nominated by their peers early in the academic session. 

The Programme Leader may report on the SSCC to the subsequent Programme Committee meeting and may raise issues on behalf of students.  However, in some Divisions, it is the student convener who has this responsibility.  When the Programme Leader is unable to deal with student concerns, they should be reported to the Head of Division.

It is important that students are made aware of the function of the SSCC and that decisions are disseminated to the full cohort.  The mechanism for achieving this should be agreed with student members.

Student Parliament

Students should be encouraged to elect members of their student parliament (MSP) to represent their interests at institutional level. MSP elections are organised by the Students’ Union and advertised throughout the institution.

The names of all student representatives should be given to the School Office.

5)
Teachability

The agenda for change in respect of equality and diversity is significant; both current and expected legislation will impose responsibilities on programmes to comply.  However, QMU is committed to achieving a culture which is grounded on the principles of equality and dignity for all, and there are a number of strategic initiatives to move that agenda forward.  

In response to the Disability Discrimination Act (2004), all programme teams must now review and scrutinise all aspects of their programmes (from pre-entry through graduation) for accessibility.  This is best done using the Teachability framework (http://www.teachability.strath.ac.uk/) which guides staff through a series of questions which probe the curriculum content, delivery, assessment and feedback, student support, communication and admissions.  All programmes coming forward for review and/or validation will be expected to demonstrate how Teachability has been applied.  Programme teams will need to consider how their programme addresses issues of equality and diversity: race, gender, religion, age, sexual orientation and political affiliation.

6)
External Examining

The Programme Leader should organise communication with the External Examiners on all matters of assessment, notify the External of any changes to the programme or modules and ensure that the External receives the following documentation relevant to their duties: 

· Definitive Programme Document

· Student Handbooks (programme, module, placement)

· Module Descriptors

· Assessment Specifications, criteria and feedback forms

She/he should also liaise with Module Co-ordinators to ensure the External Examiner receives samples of students’ assessments (with accompanying assessment specifications and learning outcomes) as required by QMU regulations.

It is the responsibility of the Quality Enhancement Unit to acknowledge receipt of and thank External Examiners for their reports.  The Programme Leader must respond to External Examiners’ reports by indicating, if relevant, how their comments will be acted on.  Normally, the response is approved by the Programme Committee and Dean of School.  External Examiners’ reports are distributed by the Quality Enhancement Unit, and responses to reports should also be sent through QEU.  

The Programme Leader may need to liaise with the External Examiner for other reasons as necessary, e.g. to discuss individual student problems.

The Programme Leader should also work with the Team to nominate a new External Examiners when the incumbent’s term of office expires.  Nomination forms are available on the Quality website and must be submitted to the appropriate committee for approval.  QEU staff can advise on the approval route.
7)
Examination Boards

Normally, marks are presented first to a module or ‘field’ board, in which students’ marks are presented by module.  The module board is then followed by another Exam Board, which deals with progression. At this Board, marks are presented by programme, with each student’s cumulative record made available.  Exam Boards are convened by Heads of Division or Deans of School.  Arrangements for External Examiners’ travel and accommodation are made by the School Office on request of the Programme Leader.  Often Externals arrive the day before in order to peruse students’ work.

It is the Programme Leader’s responsibility to confirm extenuating circumstances, withdrawals and any other significant issues which may have affected students’ assessments. It is good practice to hold a pre-Board meeting before the main Board to ensure all information is available about individual students’ circumstances and to discuss the implications of the regulations for any non-standard cases.
Pass lists are posted by Registry and the School Office.  The Programme Leader should liaise with the School Office in sending letters to all students who are required to resit assessment; the submission date for the re-submission/resit should be stated in the letter.

In the event of an appeal, the Programme Leader may be asked to provide evidence related to the case which would normally be provided for the Head of Division or Dean.

Professional bodies will be informed of the names of graduands.

Students will receive a copy of their transcript from Registry within a few weeks of the Exam Board. 

APPENDICES A-C

A
Academic calendar: http://www.qmu.ac.uk/quality/ac/default.htm
B
Contacts

QEU: 
http://www.qmu.ac.uk/quality/Default.htm or dmartin1@qmu.ac.uk
Academic Registrar: ihynd@qmu.ac.uk
Admissions: admissions@qmu.ac.uk
Recruitment & International Liaison Office: rilo@qmu.ac.uk
Library: http://www.qmu.ac.uk/lb/
Educational Resource Centre: http://www.qmu.ac.uk/services/educational.htm
CAP – Centre for Academic Practice: http://www.qmu.ac.uk/services/cap.htm
Effective Learning Service: http://www.qmu.ac.uk/ELS/default.htm
Information Services: http://www.qmu.ac.uk/services/is.htm
Student Services: http://www.qmu.ac.uk/prospective_students/student_services/default.htm
Human Resources: http://www.qmu.ac.uk/hr/default.htm
Finance: http://www.qmu.ac.uk/finance/default.htm
Estates: http://www.qmu.ac.uk/services/estates.htm
C
External Links

Higher Education Academy: http://www.heacademy.ac.uk/
Enhancement Themes: http://www.enhancementthemes.ac.uk/
QAA Subject Benchmarks:
http://www.qaa.ac.uk/AssuringStandardsAndQuality/subject-guidance/Pages/Subject-benchmark-statements.aspx
D
The Programme Year
Programme Leaders in the former Subject Area of Nursing (May 09) shared in producing this management tool, to assist new and continuing Programme Leaders in identifying tasks throughout the year. A few additions were made by Programme Leaders attending the Programme Leaders’ Lunch in June 2009.
It is intended to use the left hand column for tasks shared by all, the middle column for specific programme issues, and the right hand column for specific individual notes. Individual members of the Team may wish to use this as a reminder. This is a working document, not a rigid structure.

	Month 
	Programme Leader issues 

General
	Specific Programme  issues
	Notes 

-Individuals

	September
	Induction – produce programme info, ensure students access timetables 

Academic Tutor allocation

Ensure all above on G-drive / WebCT

Troubleshooting 

Convening Team meeting – plan dates for year

PL meeting

Start to prepare AMR

Ensure new students know about RPL, and IL plans

There may be Exam Boards (last year’s cohort)

Student files to School Office

Info for QMU Open Day

Organise student reps

Set programme meetings for the year (To fit in with SABs and other meetings / schedules)
	Preparation for teaching 

Teaching 

Team Meetings 

Module registration

Meet PAT students (especially international)

QMU Open Day

Supervisors for WBL/Independent Study modules
Pass lists to professional bodies

Placement allocation  (if necessary)

Disclosure Scotland (if necessary)


	

	October
	Complete AMR and targets for coming academic year

Respond to External Examiner’s report (or earlier)

Org Student-Staff Consultative Committee meeting

APL panel  meeting

QMU Open Day
	Student-Staff Consultative Committee meeting

Formative diagnostic work, especially for international Students

Community update session


	


	November
	Preparation for Programme Committee: 

List of withdrawals/ extenuating circumstances, any EE nominations, changes to modules etc

AMR agreed by Team

Review School Operational Plan

PL meeting

Graduation

Recruitment semester 2
	Meet dissertation students

Placements 


	

	December
	Evaluation of semester 1 & Planning for semester 2: Recruitment, module choices & viability, timetable & induction

APL meeting
	Evaluation of semester 1 teaching

Any exam prep
	

	January
	Induction for new students

PAT allocation for new students

Contact PG and post-reg  EE about expected workload before Exam Board

PL meeting


	Teaching 

Team Meeting

Complete semester 1 marking

Semester 1 exams

Planning for semester 2 (teaching, placements) 

Marking
	

	February
	Co-ordinate work to EE

Review/plan timetabling for following year

Academic discussion – key drivers, moving programmes forward, and informing activity planning

Plan any proposed changes for following year through Programme Committee and SAB.

Recruitment and marketing

Organise Student-Staff Consultative Committee meeting

Review Team workload

Workload analysis


	Teaching 

Marking


	

	March
	PL meeting

Recruitment

Student-Staff Consultative Committee meeting

Post-reg and PG Exam Boards

Performance Enhancement Review
Follow up on SSCC: actions done?
	Dissertation marking 

Student-Staff Consultative Committee meeting

Team Meeting: Planning for placement supervision 

Activity planning 


	

	April
	Preparation for Programme Committee: List of withdrawals/ extenuating circumstances/ module changes

Assessment schedules for next year

Recruitment

Visit Admissions – review applications

Pre-registration  Programme Committee


	Assessment Marking 


	

	May 
	APL meeting

PL meeting

Marketing and recruitment

Interviews

PG module catalogue entries and prospectus entries

Finalise timetabling

Induction info to Admissions

All work to EE

Ensure any proposed changes for following year have gone through Programme Committee and SAB

Post-registration and PG Programme Committees
Review of year’s programme


	All years on placement: Student supervision 

Admissions Visit days 

Marking 

?HLSP monitoring

Contact new and continuing PG students – welcome and/or module choices  

FT PG students start dissertation


	

	June
	Preparation for Exam Board

Arranging holiday cover and prepare folder of info/ensure accessible on G-drive

Pre-registration, Post-registration and PG Exam Boards

Update reading lists, give to LRC
	All module marks to school office

Semester 2 module evaluations

Exam Board

Spring clean WebCT


	

	July
	Retrieval letters

Meetings with students who have failed modules

Marking schedule for re-assessment

Spring clean WebCT and G-drive

PL meeting

Graduation


	Module Evaluations for Semester 2

Updating course material/WebCT

Programme cover

Supervision of any summer placements and PG dissertations

Pass lists to professional bodies

Holidays


	


	August
	Co-ordinating re-assessments

Starting AMR and setting targets for coming academic year

Review Admissions 

APL meeting

Pre-registration, Post-registration and PG Exam Boards

Convening team meeting

Writing references for completing students

?Exit interviews

Any archiving.

?Prepare for programme monitoring – update risk register

Ensure all info up-to-date – e.g. programme handbooks, WebCT
Module viability meeting for semester 1

Use assessment schedule to plan marking schedule


	Preparation of Cohort/Module Handbooks

Preparation for teaching

Module Evaluation workshop

Team meeting

Marking reassessment

Holidays
	

	Various times
	Meet with Head of Division to discuss needs of programme, just before Activity Planning cycle in subject
	
	

	Periodic
	Every 5 years: Programme Review
	
	

	
	Every 1 year: Check when new External Examiner needs to be appointed 
	
	


E
Workload Template – School Office / Academic

(produced by staff of the School of Health Sciences)
	MONTH
	SCHOOL OFFICE WORKLOAD
	ACADEMIC WORK LOAD
	SCHOOL OFFICE ONGOING WORK LOAD

	SEPTEMBER
	Assessments:

Submission

Distribute to internal markers

Distribute to External Examiner
Mark input

Exam Boards:

Prepare paperwork

Pre board

Confirm marks

Reception rota

Meeting schedule

Note taking for meetings

Student feedback

Student registration abroad

WebCT school site

Archiving

Student letters

Student council tax forms

Convener’s action for Exam Boards

Pass lists to professional bodies

Timetabling

Intranet/internet

Clinic/placement support

	
	Matriculation;

MAB Reports;

Assessment schedule;

Meeting schedule;

PAT lists (on ISIS);

New student files;

Module choice forms;

Student lists.
	Start AMRs;

Check assessment schedules;

Induction/matriculation;

Start teaching;

Check module registration;

PAT lists;

Meeting schedules;

PG Exam Board and CHN award board;

WebCT development/ discussion boards;

Supervision allocation for independent study module;

Teaching preparation;

Disclosure Scotland checks;

Exit interview [CHN].
	

	OCTOBER
	

	
	Semester 1 commences;

Module choice forms;

Committee membership lists;

Student rep lists;

Annual monitoring statistics;

Module registration reports;

Prep for semester 1 Exam Board – Convener’s Pack

(Agenda; Minutes of last meeting; membership);

Confirm exams;

Organisation of student uniforms;

Attendance sheets.
	Placement planning;

CHN briefing session;

Teaching;

Board of Studies [monitoring] & Programme Committees;

AMRs;

APL;

SSCC;

PAT meetings;

Formative diagnostic work for international students;

Open days.
	

	NOVEMBER
	

	
	Graduation;

Annual monitoring forms;

Professional body registration;
	Placement supervision;

Reviewing School Operational Plan;

Academic supervision;

Board of Studies [business meeting];

Recruitment for January;

Exam papers;

Short courses;

Practice teacher programme;

Programme reviews/ validations.
	

	DECEMBER
	

	
	Collate exam papers;

Module mark sheets;

Distribute Exam Board agendas.
	Assessment marking;

Teaching preparation [semester 2];

WebCT;

School Academic Board;

Module choice forms [semester 2];

Letters to January starters;

Information to school leavers;

Module evaluation.
	

	JANUARY
	

	
	Semester 1 exams;

Distribute Exam Board packs for Convener.
	Admissions;

Module evaluation;

Marking;

Teaching.
	

	FEBRUARY
	

	
	Semester 2 commences;

Input semester 1 marks into ISIS;

Semester 1 Exam Boards;

Clear up from semester 1;

Pass lists to professional bodies;

Distribute student feedback from semester 1.
	Admissions;

Workload analysis;

SSCC;

Timetabling.
	


	MONTH
	SCHOOL OFFICE WORKLOAD
	ACADEMIC WORK LOAD
	SCHOOL OFFICE ONGOING WORK LOAD

	MARCH
	Assessments:

Submission

Distribute to int markers

Distribute to Ext Ex.

Mark input

Exam Boards:

Prepare paperwork

Pre board

Confirm marks

Reception rota

Meeting schedule

Note taking for meetings

Student feedback

Student registration abroad

WebCT school site

Archiving

Student letters

Student council tax forms

Convener’s action for Exam Boards

Pass lists to professional bodies

Timetabling

Intranet/internet

Clinic/placement support

	
	Prep for semester 2 Exam Board – Convener’s pack 

(Agenda; Minutes of last meeting; membership);

Final check of 2007/8 MAB reports.
	Admissions;

Activity planning;

Marking;

Assessments;

Exam Boards.
	

	APRIL
	

	
	Book External Examiners’ travel & accommodation;

Exams.
	PER;

Marking;

Assessments;

Curriculum review committee and establish action plan for review;

Prospectus;

Programme committees.
	

	MAY
	

	
	End of semester 2;

Input semester 2 marks into ISIS;

Semester 2 Exam Boards;

Clear up from semester 1.
	Final decisions for UCAS;

Marketing & recruitment;

Interviews;

APL Panel [stage 2];

HLSP monitoring;

Finalise timetables;

PG module catalogue entries;

Clinical supervision;

Dissertation supervision

School Academic Board.
	

	JUNE
	

	
	Semester 2 Exam Boards continue;

RAS letters and transcripts;

Pass lists to professional bodies;

Notification of prize winners.
	Exam Boards;

Senate;

Student supervision;

Marking pre-registration WBL;

Communication with ext ex.;

Exam workload for next academic year;

Moderation event for CHN;

Marking;CHN interviews/recruitment;

Contact ongoing students re module choice;

Prepare induction material for Admissions;

PG module evaluations [semester 2].
	

	JULY
	

	
	Clear up from Exam Boards;

Clear up from semester 2;

Graduation;

Filing of students transcripts;

Update programme handbooks;

Report for non credit bearing students to SPRSU.
	UG module evaluations [semester 2];

Specific retrieval letters;

Dissertation supervision for international MScs;

Preparation for consolidation;

Handbook & WBL book preparation for UG pre-reg;

Teaching preparation;

WebCT archiving;

Housekeep G drive;

Holiday cover folder;

Arrange markers for retrievals;

Academic supervision for retrievals;

Consolidation supervision.
	

	AUGUST
	

	
	Moving of student files (in prep for new files);

Prepare for new academic year;

Re-assessment Exam Boards;

Pass lists to professional bodies;

Archiving;

Organisation of student uniforms – liaise with Hewats.
	Retrieval Marking;

PG dissertation marking;

CHN student supervision;

Staff CPD/research/publish;

Clearing;

Finalising numbers/class lists;

Module viability meeting;

Holiday cover;

Letters to new students [PG, especially internationals];

Teaching preparation.
	


F
Assessment Handbook

The Physiotherapy Assessment Coordinator has put together an Assessment Handbook, which is available from QEU (dmartin1@qmu.ac.uk) or CAP (vbamber@qmu.ac.uk).

G    PROGRAMME COMMITTEE AGENDA
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SCHOOL OF 

PROGRAMME COMMITTEE

PROGRAMME TITLE

Date





Convener

Time





Secretary

Venue

A G E N D A 

1
Welcome and apologies
2
Determination of any other business

3
Minutes of previous meeting

4
Action status sheet and matters arising from the previous meeting not elsewhere on the agenda

(This is used to record progress in relation to actions agreed at previous meetings.  It should clearly indicate the action required, responsibility and deadline for completion.  If an action has not been completed, the reasons for this should also be recorded)

5
Programme operation 

(This provides an opportunity for members to discuss the operation of the Programme in general and any issues not identified separately below)
6

Proposed changes to the Programme 


(Where changes are agreed by Convener’s Action between meetings this should be homologated and recorded in the minutes)

6.1

Changes to module descriptors


(Once agreed, these need to be approved by the School Academic Board before implementation)

6.2

Other changes


(For example: changes to programme specific regulations, attendance requirements, staffing)

7

SSCC minutes

(The Programme Committee should consider any issues referred from the SSCC and also identify the mechanism by which actions are to be reported  back to students)

8
Other student issues

(Student representatives should be invited to raise any issues not covered in the SSCC minutes)

9
Issues arising through institutional committees

(Papers are circulated periodically to Programme Leaders by the Secretaries to the institutional academic committees.  These are mainly for information, but sometimes action is required, or feedback requested)

10
Date of next meeting


(As a minimum the Programme Committee should meet twice a year)

Other possible items

· Validation and review preparations (for teams going through validation and review)

· Annual Monitoring (the draft Annual Monitoring Report should be considered at the first meeting of each academic session before submission to QEU)

· External Examining arrangements (appointments, extensions to tenure and reallocation of duties need to be approved by the Programme Committee before referral to the School Academic Board)

· External Examiner reports and responses (External Examiner reports should be considered at the first meeting of each academic session together with the Team’s response prior to submission to QEU)

· Student evaluation (the outcome of module evaluation should be considered through the annual monitoring process)

· Professional body issues

· Library issues

Reserved Business

(Students should not be in attendance for the items below)

1 Determination of any other business

2 Minutes of previous meeting

3 Matters arising from minutes

4 Student progress 

· Exemptions 

· Withdrawals

· Deferrals

· Extenuating circumstances

5 Plagiarism

6 Attendance

H    STUDENT STAFF CONSULTATIVE COMMITTEE AGENDA
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SCHOOL OF 

STUDENT-STAFF CONSULTATIVE COMMITTEE

PROGRAMME TITLE
Date





Convener
Time





Secretary
Venue

A G E N D A 

1. Welcome and Apologies

2. Minutes from Previous Meeting, to include confirmation that minutes and information about actions have been disseminated to the full cohort. 

3. Matters Arising from Previous Meeting

4. Action status sheet 

(This is used to record progress in relation to actions agreed at previous meetings.  It should clearly indicate the action required, responsibility and deadline for completion.  If an action has not been completed, the reasons for this should also be recorded)

5. Student feedback

(This should be the main focus of the meeting.  Students should be encouraged where possible to advise staff of the issues in advance, to allow staff to prepare adequately.  Student feedback may include aspects of the Programme which are working well and suggestions for future enhancement)

Level one

Level two

Level three

Level four

(Note that it may not be necessary to divide feedback by level, and that this will depend on the cohort size and programme structure)

6. Staff Issues

(This allows staff to share information about University, School or programme level issues.  Staff may also wish to share information about other academic and professional issues, for example, professional body requirements)

7. Any Other Business

8. Date of Next Meeting

If preparing for review, it may be helpful to include a separate agenda item about this process.  
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