School of Construction Management and Engineering

STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

The SCME has developed a Peer Review of Teaching pro-forma which addresses the effectiveness of the teaching in relation to the objectives of the teaching process, delivery methods, quality of visual aids, supporting material and the quality of the interaction with the class. Other more general issues are also reviewed. The review is carried out at a time arranged between lecturer and reviewer. The results of the review and recommendations for action are reported to the HoS and the SDT&L. Actions from the review are carried into the normal staff reviews, reported in summary to BoS and compared with the student review of modules as part of the BoS reporting procedures. 

2. Module and programme evaluation

The SCME has developed a module evaluation pro-forma which is given to all students at the start of the Spring and Summer terms. In previous years this was made available on-line through the Blackboard site. This approach has resulted in a very poor completion rate by students across all years. Therefore SCME issues the pro-forma as a hard copy within timetabled lecture periods. The results of this feedback are reported in summary to all academic staffing the School. 
The evaluation of modules and the programmes are also routinely addressed during the Staff-Student meetings within the School. The module and programme evaluation is part of the discussions carried out within the BoS during the formulation of the Annual Programme Reports. The SCME T&L Committee evaluates the modules and programmes through an examination of the Annual Programme Reports. Where action is required as identified through the evaluation process this is addressed by the Programme Directors,   as chairs of BoS and is monitored by the SDT&L at ST&LC meetings. The students within the School receive reports on actions at the routine Staff-Student committee meetings. 

3. Student-staff committee(s)

The SCME Staff - Student committees are Chaired by the SDT&L or the Deputy. The UG committee comprises at least 2 StARs/student representatives from each year of the programme. The StARs are those students who have completed the RUSU training programme. The HoS, Programme Director, Deputy Programme Director and the T&L Manager are members of the committee. The committee meets once a term and the minutes are circulated to all staff and the contents are included within the BoS discussions. 
The students receive feedback on actions either directly from the Programme Directors, individual staff or though email contact through the Blackboard site. There is also a Staff-Student Committee for the PG Programmes which has a similar constitution to that of the UG Programme. This is convened by the FT Programme Directors and students from the PT Modular Programmes are made aware of the committee and encouraged to raise issues for discussion. However, the PT nature of the programmes means that the Programme Directors are meeting with the students on an almost daily basis during the duration of the modules. This high quality process allows students to raise issues and have them addressed during the module. A similar process is adopted in the FT PG Programmes where Programme Directors are engaged with the student group on a weekly basis.  

B.
ASSESSMENT

1. Submission and Return of Coursework

The FT Students submit Coursework to a post box adjacent to the School Resource Room. The Coursework is date stamped and passed to the Lecturer for marking. The submission of Dissertations is directly to the Resource Room where receipts are issued. All major pieces of coursework, including the Dissertation, must append confirmation that this is the student’s own work. The coursework is returned to the students either during a lecture period where the lecturer provides general feedback to the student group or is collected by the students from the Resource Room. The feedback to the student is provided by a module specific pro-forma or through comments marked directly on the coursework. The PT Modular students deliver their coursework by post or by hand to the Programme Administrator and the feedback is provided as for FT Programmes. Students are made aware of the penalties for the non-submission of coursework though the course handbook. 
2. Feedback mechanisms

The SCME policy on written feedback on coursework is implemented as (1) above. The use of School-wide standard forms has not been considered appropriate because the feedback provided should be aligned with the learning outcomes of the different modules as manifest by the nature of the coursework. The School reports the overall examination performance of the students within the Annual Reports which are discussed at BoS, ST&LC and at School Meetings. Individual student performance in examinations is discussed between the student and the personal tutor and where particular issues arise between the student and the Module Convenor. These meetings allow the student to be made aware of their performance in examinations through structured feedback. The School does not allow students to view their answer books from examinations. The role of dual marking is explained to students prior to examinations and in any feedback meeting. 
3. Mechanisms for moderation of marks

The examination marks are moderated by a second marker who will examine all scripts for very small groups and from a representative selection from large groups of students. Where there are significant differences between the two markers then the Programme Director is empowered to review the overall marking. This practice is applied across all the programmes within the School. The coursework elements are routinely assessed by the lecturer. There are, however, many modules which are delivered by different lecturers and these lecturers are normally engaged in the assessment of coursework. The student group work, which is common in several modules, is normally assessed by two or more lecturers, particularly where presentations are assessed. All dissertations are second marked and where differences of >10 marks occur a third marker is used. 

4. Policy on anonymous marking

The coursework assessments are commonly tutored through groups and allow the staff and student to interact in ways which enhanced the learning process. The group learning approach, particularly in the Project work, is such that the identity of the students cannot be anonymous to the first assessor. This lack of anonymity is also a feature of Dissertation assessments. Whilst the anonymity of the student cannot be assured with the assessment process in these cases, the professionalism of the lecturers ensures that the assessments are fair and accurate. All examination marking is anonymous as are the overall programme assessments for each part of the programmes.
C.
PROGRAMME MANAGEMENT

1. Boards of Studies


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Board of Studies for Undergraduate Programmes

Mr S. Mika/Dr. P. Mann Joint Programme Directors
BSc Building Construction & Management

BSc Construction Management & Surveying

BSc Building Surveying

BSc Quantity Surveying

HoS

SDT&L

Deputy SDT&L

Module Convenors

Examination Officer

T&L Manager 

Once per year in Spring Term


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Board of Studies for Postgraduate Full-time Programmes

Dr T. Cockerill Programme Director MSc Renewable Energy

Mc Renewable Energy

MSc Construction Management 

HoS

SDT&L

Deputy SDT&L
Programme Director MSc Construction Management Programme
Module Convenors

Examination Officer

T&L Manager 

Once per year in Spring Term


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Board of Studies for Postgraduate Part-time Programmes

Mr. K. Hutchinson Programme Director MSc Construction Cost Management

Mc Construction Cost Management

MSc Project Management 

MSc Intelligent Buildings 

MSc Inclusive Environments 

HoS

SDT&L

Deputy SDT&L
Programme Directors for: 

MSc Project Management 

MSc Intelligent Buildings 

MSc Inclusive Environments  Programmes
Module Convenors

Examination Officer

T&L Manager 

Once per year in Spring Term


2.
Other Teaching and Learning Committees

The BoS are the main QA routes for T&L issues between the School and the Faculty. This is aligned with the University-wide QA policy for T&L. In addition the School has established a School T&L Committee (ST&LC). The ST&LC is charged with managing that part of the School Operating Plan which relates to T&L. The ST&LC disseminates University policy and associated School policy and operational issues within the School Operating Plan to the BoS Chairmen and via termly School meetings directly to staff.  The Head of School (HoS) has authority over resources, which are assigned to modules as required for the various degree programmes in our discipline. The ST&LC is Chaired by the SDT&L and the membership includes Programme Directors, Examination Officer, Deputy SDT&L, School T&L Manager, Director of Postgraduate Research Students and School Director of Enterprise. The committee meets once a term. 

The ST&LC has the authority to convene Working Groups (WG) to address specific issues. Currently there is a WG reviewing the content and structure of the UG programme. This WG is chaired by the SDT&L and includes the UG Programme Director, DSDT&L, PG Programme Director, Examinations Officer and School Manager. The WG is charged with engaging with all module convenors and reporting to the ST&LC. The WG is charged with producing a new UG content document in the Autumn term of 2008, with the new programme being delivered from Autumn 2009.    

2. External Examiners

There are External Examiners for all of the UG and PG programmes delivered by the School. They are provided, through correspondence, with the final drafts of all papers for their scrutiny. They attend the School to moderate and review the assessment of the programmes and where possible meet with a selection of the students to discuss the programmes.  They are required to produce a report, a copy of which is received by the HoS and SDT&L who responds to the report. These responses are incorporated into annual programme reports together with an associated action plan.  All annual programme reports are sent to the faculty.
3. Professional Accreditation

The BSc(Hons) programmes in:

· Building Surveying; Quantity Surveying; 

· Construction Management & Surveying, BS pathway; 

· Construction Management & Surveying, QS pathway; 

and the 
· MSc programme in Construction Management;

are included within the Partnership Agreement between the Royal Institution of Chartered Surveyors and the University of Reading. This partnership agreement is dynamic and through the annual meetings provides a mechanism for the maintenance of threshold standards of the programmes as well as providing opportunities for programme development. The annual programme reports are used as the basis for this annual review which is undertaken in a spirit of co-operative collaboration and participation. 

The BSc(Hons) programmes in

· Building Construction& Management and 
· Construction Management & Surveying 
were re-accredited by the Chartered Institute of Building (CIOB) in June 2003. The five year accreditation period expires in 2008-9 and the formal re-accreditation visit by a CIOB panel is due in the  Summer/Autumn 2008. The documentation for the re-accreditation visit will comply with the requirements of the CIOB Educational Framework. The School will be applying for Accredited Centre status as part of the next re-accreditation process   The SDT&L is the CIOB liaison officer. 
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning

All of the undergraduates in the School have the opportunity to undertake personal development planning which is supported by the personal tutoring system. All students are allocated a personal tutor and are encouraged to meet at least twice a term. This  staff/student interaction is seen to have many benefits including opportunities for the student to address their own personal academic development. The School is one of three within the University to pilot the iLearn personal development package. This is available through the Blackboard portal and permits an interactive approach to personal development to occur in a way which engages students, personal tutors and the wider personal development agencies of the University. The University expectation is that all students are autonomous and reflective learners and that this can be enabled through the iLearn platform. The iLearn approach, following an evaluation review in the Summer, is due to be available in a University-wide form in the Autumn of 2008. 
2. Neglect of work

The School encourages the engagement of students within an interesting and challenging portfolio of programmes. The majority of students are highly motivated and enthusiastic and proceed though their study programmes by adopting a pattern of consistent performance. Where students are neglecting their work there are several procedures which the School can apply to address the issue. Students are identified as neglecting work if coursework submission deadlines are not met, if assessed work is of a poor quality and where students are not attending classes. Whilst the latter is not an assessed element of the programmes, the School requires that lecturers complete class registers and where >2 classes are missed that the personal tutor is informed. The School has a clear policy for the late submission of coursework which results in marks being lowered or coursework not being marked. Students are aware of this policy through the course handbooks. Where coursework is of a poor quality this will be reported to the student through feedback from the lecturer. Where students are identified, by the three criteria above, as neglecting their studies then initially the personal tutor will meet with the student to discuss the issues and develop a strategy to overcome any problems. Where the student continues to neglect the work they will be required to meet with the HoS who will warn the student of the consequences of their actions. 

The University-wide policy for the consideration of mitigating circumstances relating to student performance is applied across the School. 

E.
TEACHING AND LEARNING QME ROLES
	School Director of T&L
	Dr Geoff Cook  (g.k.cook@reading.ac.uk)

	UG Admissions Tutor(s)
	Mr S Mika (s.mika@reading.ac.uk)

and Ms P. Mann(p.mann@reading.ac.uk)

	Taught PG Admissions Tutor(s)
	Mr K. Hutchinson (k.hutchinson@reading.ac.uk)

Dr. T. Cockerill (t.t.cockerill@reading.ac.uk)

Dr. M. Radosavljevic (m. radosavljevic @reading.ac.uk)

Prof. R. Flanagan (r.flanagan@reading.ac.uk)

Prof. D. Croome (d.j.clements-croome@reading.ac.uk)

Dr. G. Cook (g.k.cook@reading.ac.uk)

	Senior Tutor
	Dr. R. Luck (r.a.c.luck@reading.ac.uk)

	Examinations Officer
	Ms. B. Hooper (b.f.hooper@reading.ac.uk)

	Learning Technology Co-ordinator
	Ms. G. Excell (g.a.excell@reading.ac.uk)

	Disability representative
	Ms. H. Spence (h.g.spence@reading.ac.uk)

	CMS Co-ordinator
	Mr. S. Mika (s.mika@reading.ac.uk) 

and Ms. P. Mann (p.mann@reading.ac.uk)

	Health and Safety Committee Chair
	Prof. H. Awbi (h.b.awbi@reading.ac.uk)

	
	

	
	


