School of  Continuing Education
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

Methods of evaluating teaching are currently in transition. The new systems are described below, but it is recognised that they will evolve with implementation.

1. Peer Review system

Annex 1 describes the School’s approach to peer observation
2. Module and programme evaluation

Annex 2  describes the School’s approach to module and programme evaluation

3. Student-staff committee(s)

The arrangements for student-staff committees varies across the school due to the nature of the programmes. The School’s over-riding principle is that there should be a mechanism of consulting students and that the mechanism should be appropriate to the programme.  
Two traditional committees exist for the programmes where delivery is campus based, one with representatives from Open Studies and the Certificate programmes and the other for  the PG Dip in Careers Guidance. Both meet termly. Members include core and sessional staff as well as students. One committee is chaired by a student and the other by a member of staff. The PMP and CEIGHE programmes have virtual committees. The PMP ‘committee’ is run through Blackboard with representatives from each active cohort. The CEIGHE committee is email-based with membership drawn from the student body.

Committees whatever their form receive and consider external examiners reports and reports on actions taken as a result of evaluations. 

B.
ASSESSMENT

1. Submission and Return of Coursework

Due to the variety of programmes, modes of delivery and modes of attendance a wide range of submission methods are used

Open studies

Submission: in person to module tutor, or by post to the School

Receipts: receipts are not issued

Feedback and results: feedback and results are returned in person or by post 

Certificates of Higher Education

Submission: all work is submitted to the school office, in person, by post or by email

Receipts: receipts are sent by email

Feedback and results: feedback and results are returned in person or by post 

PG Dip in Careers Guidance

Submission: all work is submitted to the school office, in person, by post or by email

Receipts: receipts are provided

Feedback and results: feedback and results are returned in person or by post 

Professional Management Programmes

Submission: work is submitted via Blackboard with a supporting  hardcopy submission in person or by post

Receipts: receipts are provided through BB

Feedback and results: feedback and results are returned either in person or by email

CEIGHE programmes

Submission: work is submitted by email or by post

Receipts: receipts are provided by email

Feedback and results: feedback and results are returned either by post  or by email

2. Feedback mechanisms

Written feedback is provided on all work submitted. None of the programme have examinations. Standard forms are used within each programme 
3. Mechanisms for moderation of marks

Marks are moderated according to university guidelines, apart from in the Open Studies programme where the moderated sample is smaller.
4. Policy on anonymous marking

The school does not require anonymous marking of coursework 
C.
PROGRAMME MANAGEMENT

1. Boards of Studies

(Please complete the table below for each Board of Studies)

	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Open Studies
Chiara Cirillo
Open Studies / Certificate of Higher Education in Continuing Education
Programme director
Subject convenors

Head of School
SDTL

School Manager/examinations officer

Three meetings per year, one each term


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Combined Studies

Nina Brooke

Certificate of Higher Education in:  Archaeology, English Literature, History, History of Art and Architecture, Combined Studies and Life Science

Programme director

Certificate programme convenors

Head of School

SDTL

School Manager/examinations officer

Three meetings per year, one each term


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Professional Management Programmes

Georgina Kilner

Certificate and Diploma of Higher Education in Management and PG Dip in Applied Management

Programme director

Head of School

SDTL

School Manager/examinations officer

Representative from Careers Guidance BoS

Three meetings per year, one each term


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Careers Guidance

Philip Mignot

PG Dip/MA in Careers Guidance
MA and PG & PE Certs and Dips in Career Education, Information and Guidance in HE 
Programme directors
Head of School

SDTL

School Manager/examinations officer

Representatives from AGCAS

Representative from ICG

Three meetings per year, one each term


2. Other Teaching and Learning Committees
	Board 

Chair

Programmes

Memberships

Number and timing of meetings per year
	School Board for Teaching & Learning

Patricia Woodman

All programmes within the School

Programme directors

Head of School

SDTL

School Manager/examinations officer

SLTC

Three meetings per year, one each term


See chart in annex 3 for relationship with other committees
3. External Examiners

All programmes have an external examiner. At present the school has eight external examiners. Samples for external moderation as usually sent to external examiners. At present they do not meet with students. The relevant programme director in conjunction with the SDTL responds to their reports.

4. Professional Accreditation

The PG Dip in Careers Guidance is accredited by the ICG (Institute for Careers Guidance). The programme director for the programme is responsible for the link. Accreditation is achieved through becoming an approved centre and through the delivery of a programme that delivers the ICG’s required learning outcomes. Renewal of approved centre status is through the presentation of a portfolio of evidence.
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
Personal development planning is implemented in different ways in different programmes
Open Studies – N/A

Certificate of Higher Education – use of  ILP and through personal tutoring and PARs

Professional Management Programmes – N/A

Pg Dip in Careers Guidance – fully embedded in the programme

CEIGHE programmes – through the module review forms at the end of each residential module

2. Neglect of work

Again this necessarily happens in different ways in different programme. Non submission of work is the key factor in identifying students with difficulties. However it is important to note that the majority of students are mature and non submission of work is usually an indication that they are struggling either academically,  personally or professionally. For the school’s flexible programmes (Open Studies and CEIGHE programmes) monitoring of ‘neglect of work’ is not relevant. For the other three programme areas students are closely monitored by the programme teams. The programme director or the Senior tutor/SDTL communicates with those who have fallen behind. The outcomes are either lengthy extensions for particular assignments, suspension, transfer or withdrawal from the programme 
E.
TEACHING AND LEARNING QME ROLES
	School Director of T&L
	Patricia E Woodman  p.e.woodman@reading.ac.uk

	UG Admissions Tutor(s)
	The relevant programme directors/convenors

Nina Brooke n.m.brooke@reading.ac.uk
Vivienne Loren v.e.loren@reading.ac.uk
Myra Cottingham m.l.cottingham@reading.ac.uk
Sarah Smith sarah.j.smith@reading.ac.uk

	Taught PG Admissions Tutor(s)
	The relevant programme directors/convenors
Georgina Kilner g.kilner@reading.ac.uk
Philip Mignot p.a.t..mignot@reading.ac.uk
Philip Mc Cash p.t..mccash@reading.ac.uk


	Senior Tutor
	Myra Cottingham  m.l.cottingham@reading.ac.uk

	Examinations Officer
	Deborah Doyle d.doyle@reading.ac.uk 

	Learning Technology Co-ordinator
	Philip McCash p.t.mccash@reading.ac.uk

	Disability representative
	Julia Tourell j.tourell@reading.ac.uk

	CMS Co-ordinator
	Nina Brooke  n.m.brooke@reading.ac.uk 

	Programme directors
	Chiara Cirillo c.cirillo@reading.ac.uk
Nina Brooke n.m.brooke@reading.ac.uk
Georgina Kilner g.kilner@reading.ac.uk
Philip Mignot p.a.t..mignot@reading.ac.uk
Philip Mc Cash p.t..mccash@reading.ac.uk


	
	

	
	


Patricia E Woodman

School Director of Teaching & Learning

Annex 1: School (Peer) Observation scheme (to be implemented during 2007/8).

In recent years the School has experienced significant growth and diversification. One consequence of this is that the existing scheme of peer observation only operates in some programmes and no scheme operates across the whole school. Therefore a new cross school is being implemented during 2007/8. This scheme follows the CSTD guidelines on peer observation, but some additional notes are required to extend it to the School’s sessional staff.

What follows are points of principle, the implementation of which may be different in different programmes for pragmatic or practical reasons. Details of implementation should be discussed and agreed by the appropriate Board of Studies. NB It may not be possible to implement the specific guidance below to the Open Studies programme in which case some alterations will need to be agreed.

· Teaching staff are either sessional or core

· Core staff should be observed once a year, sessional staff biennially

· CSTD Generic guidelines on peer observation should be followed (http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/Peer_Review_Guidelines.html) 

Sessional staff 

· Should be observed by the relevant programme director or designate (this may include sessional member of staff who wishes to undertake an observation for personal/professional development reasons)

· The observer should complete form 1 and provide a copy to the observee and to the relevant programme director/convenor

· Programme directors should report to the summer term SBTL that all observations have taken place

Core staff 

· Reciprocal arrangements are permitted and can be productive, however staff should not be observed by the same person in two consecutive years.

· Cross programme observations are strongly encouraged

· No individual is expected to carry out more than two observation in a year.  

· The observer should complete form 1 and provide a copy to the observee

· The observee should provide a copy of form 1 or form 2 (observee’s choice) to the HoS

· The HoS should report to the summer term SBTL that all observations have taken place and whether any common themes emerged

Documentation

Form 1 – Peer observation of teaching – personal feedback (completed by observer)

Form 2 – Joint statement on peer observation of teaching for school records (completed by observee and signed by observer)

Form 1 and 2 are available for download from the School’s Blackboard ‘Minutes and Reports Archive’ or from the Teaching@Reading website (http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/Peer_Review_Guidelines.html)

Paddy Woodman (SDTL)

Jan 2008

Annex 2: Module and programme formal evaluation system (to be implemented during 2007/8).

As a result of the university’s updated guidance on student evaluations the School’s disparate evaluation systems were reviewed during the summer of 2006/7 and the following scheme developed. The focus of evaluation is on modules but with the expectation that programme directors/convenors will assemble results and form a view of the programme as a whole.

Four ‘documents’ are used to carry out, process and report on evaluation of modules/programmes

1) A new student evaluation form (customised for each programme)

2) A spreadsheet for processing and summarising scores from student evaluations (customised for each programme)

3) A module convenor/tutor report requiring reflection on the module by the module teacher

4) The annual programme report – where an overview of feedback relating to all modules of the programme is reported on. The annual programme report is submitted to the Faculty.

Student evaluation forms should be distributed towards the end of each module. On their return they should be processed using the programme specific spreadsheet which produces a summary to go to the next upcoming board of studies. This statistical report should be accompanied by the qualitative/reflective module convenor’s report.

Programme directors/convenors are responsible for ensuring that these reports are produced in time to circulate with the BoS papers (i.e. one week before the board meets).

The Board will discuss these reports paying particular attention to statistical results that are below 3.0 and higher than 4.0. Programme directors/convenors should have investigated the reasons for such scores and in the case of scores below 3.0 be able to notify the board of what action will be or is being taken to address such low scores. The Board will be interested in scores above 4.0 as these may reflect the existence of some form of good practice which would be usefully recorded and disseminated. These discussions will be minuted and the minutes along with the reports will be used to inform the evaluation section of the Annual Programme Reports.

Documents 1, 2 and 3 above are available for download from the School’s Blackboard ‘Minutes and Reports Archive’ The template for the annual programme report is agreed annually by UBTL in the Autumn term and disseminated to SDTLs. It is available from the teaching@reading web site www.reading.ac.uk/teaching. 
Paddy Woodman (SDTL)

Jan 2008

Annex 3 - Teaching and Learning Committees

and reporting structures
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School Board for Teaching & Learning


Paddy Woodman





BoS for Open Studies


Chiara Cirillo


(QME level 2)





Bos for Certificates of Higher Education


Nina Brooke


(QME level 2)








BoS for Professional Management Programmes


Georgina Kilner


(QME level 2)








BoS for Careers Guidance Programmes


Philip Mignot


(QME level 2)








School Board for Policy & Resource


Brian O’Callaghan





Staff student Committee (Open Studies and CertHE)


Student chairperson





Staff student Committee (Careers Guidance)


Philip Mignot





Faculty Board for Teaching & Learning (QME level 3)





Faculty Learning Resources Committee





Faculty Postgraduate and Research Degree Committee








