School of Mathematics, Meteorology and Physics
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

The School undertakes an annual review of selected teaching by assigning a member of the teaching faculty to attend one lecture or practical of a module, using the University’s standard assessment form for the review.
                2.            Module and programme evaluation

All modules are evaluated every year by using a School-wide machine-readable response form that is given to students normally during the last lecture &/or practical. These are collected and passed to the School UG Office where they are read, summarised and returned to the lecturer involved. Summaries are made available to Heads of Department. The onus is then on the lecturer to have regard to points raised re modifying the future teaching of the module. Problems with modules etc are also discussed in the termly School Staff Student Liaison Committee; each Departmental Staff Rep must convey any comments to lecturers concerned (normally electronically). Lecturers must then respond so that outcomes can be passed to the following committee meeting. UG and PG (School) Boards of Study meet two or usually three times a year to discuss programme change related to specialisms lost through colleagues’ departure/gained through new arrivals etc. The Staff-Student Liaison Committee minutes are discussed routinely as are any programme-related comments from the external examiners.

The School T/L Committee discusses individual modules re mark distribution, anomalies etc

3.     Student-staff committee(s)
The Staff Student Liaison Committee is composed of the Chair (Dr Sarah Dance), one teaching representative from each Department and, normally, one student representative from each year in each of the departments.
B.
ASSESSMENT

1. Submission and Return of Coursework

Students submit coursework (after attaching a time and date-stamped School-wide front sheet/receipt to the work) to the School Office (based in the Department of Physics) by a deadline that is declared verbally and/or via Blackboard, for example. .After marking the work is either collected from the School office or returned during lecture/tutorial slots.
2. Feedback mechanisms

Appropriate feedback is provided, usually in the form of written comments on the returned work (eg correcting errors). In most modules in the School, “model answers” are provided and distributed in class or via Blackboard.
For feedback following examination results, we strongly encourage students to visit their personal tutors once results are released, so that they can receive feedback on their progress and discuss any issues arising
3. Mechanisms for moderation of marks

Most courses have detailed marking schemes that facilitate accurate check marking. Coursework assessment is moderated by a “dip-stick” approach of checking a sample across the range of achievement.
4. Policy on anonymous marking
Examination scripts are marked anonymously.  
C.
PROGRAMME MANAGEMENT

1. Boards of Studies
	Board of Studies  
Chair     
Programmes
Memberships   
Number and timing of meeting
	MMP Undergraduate Board of Studies
Ross Reynolds (Autumn and Spring terms)
David Grimes (Summer term and then continuing)

Computational Mathematics
Mathematical Studies

Mathematics (MMath and BSc)

Mathematics & Meteorology (MMath and BSc)

Mathematics & Physics (MMath, MPhys and BSc)

Mathematics & Psychology

Meteorology

Meteorology with a year in Oklahoma

Physics (MPhys and BSc)

Physics and Meteorology (MPhys and BSc)

Physics and the Universe (MPhys and BSc)

Physics with a year in Europe 

Physics with Computer Science

Theoretical Physics (MPhys and BSc)

Nick Biggs
David Grimes

Dennis Dunn

Jim Grimbleby

Graham Williams

Twice each academic year (Autumn and Spring)


	Board of Studies  

Chair     

Programmes
Memberships   

.

Number and timing of meetings
	MMP Postgraduate Board of Studies

Ross Reynolds

Applied Meteorology

Atmosphere, Ocean and Climate

Mathematics of Scientific and Industrial Computing
Numerical & Mathematical modelling of the

atmosphere and ocean
Ross Reynolds

Peter Sweby
Emmanuel Hanert

John MacDonald

Twice each academic year. (Autumn and Spring)

	
	


Other Teaching and Learning Committees
The School has one Teaching and Learning Committee that overseas both UG and PG modules. It receives reports from both of the School Boards of Studies and also from the Staff Student Liaison Committee. It meets three times a year normally.
2. External Examiners

External examiners are sent copies of examination papers in good time for their recommendations to be implemented, with question setters agreeing any changes.
The SDTL responds to the External’s reports.
3. Professional Accreditation

All UG and PG Meteorology programmes are accredited by the Royal Meteorological Society’s Accreditation Panel. This occurs on a three-yearly cycle that was last undertaken in Spring 2005. Re-accreditation is due soon via the Programme Directors of the UG and PG courses.
The Institute of Mathematics and its Applications accredits all joint degrees involving Mathematics. Accreditation requires a Chartered Mathematician (CMath) to be part of the periodic review panel. The next IMA accreditation will take place as part of periodic review in 2008-9.
The Institute of Physics will visit in March 2008 to check that all is well with the last couple of Physics cohorts. Given the decision to close Physics,  IoP  has agreed that a “light touch” is appropriate for these last few cohorts.
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
Following the induction session at the beginning of Part 1, students, with the advice and support of their Personal Tutor, complete their Personal and Academic Record, and follow-up any actions for skills development, with the aid of Skills Opportunities at Reading, that are highlighted by the Independent Learner Profile Questionnaires and Reviews. Following the completion of skill-based modules in Part 2 in which Careers Management Skills are embedded, students also discuss and reflect with their Personal Tutor career options and development, and further skills development.
2. Neglect of work

Module convenors and instructors will normally be the first to detect neglect of work, it is, in the first instance, the job of that person to talk to the student and his/her personal tutor. For the Schools’ largest modules (Part 1 Mathematics courses) colleagues in the School Office collate returns from the tutorial instructors and markers and then alert personal tutors if any student is showing signs of neglect.
If the Personal Tutor’s attempts (normally by email) to encourage the student do not seem to be working then the matter is referred to the Senior Tutor and/or SDTL for further action (eg a written warning).

E.
TEACHING AND LEARNING QME ROLES
	School Director of T&L
	Peter Chamberlain

	UG Admissions Tutors
	Graham Williams (Mathematics)
David Grimes (Meteorology)

	Taught PG Admissions Tutors
	Peter Sweby (Mathematics)
Emanuel Hanert (Meteorology)

John MacDonald (Physics)

	Senior Tutor
	Paul Glaister

	Examinations Officer
	Leslie Bunce (Mathematics)
Bob Plant (Meteorology)

Roger Stewart (Physics)

	Learning Technology Co-ordinator
	Peter Chamberlain

	Disability representative
	Sylvia Moon

	CMS Co-ordinator
	Peter Grindrod (Mathematics)
Ross Reynolds (Meteorology)

Roger Bennett (Physics)

	
	

	
	

	
	


	Issues
	Essential
	Good Practice / Other Initiatives

	Evaluation of Teaching
	
	

	· Peer Observation of Teaching


	A system for peer observation of teaching at least annually. A record that peer observation has taken place (details can remain confidential to those involved).


	Extended to consider all aspects of T&L including module guide, assessment, feedback to students as well as observing teaching session.

Initiate programme to share good practice which emerges across dept/school

	Link:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/Peer_Review_Guidelines.html 

	· Module Evaluation
	Module evaluation in some form is an essential component of the student feedback mechanism.   Module evaluation questionnaires across the University should cover five core topic areas - Content and structure, Assessment and feedback, Style and quality of delivery, Student involvement, and Resources.

Within these core areas, Schools/ Departments have the flexibility to choose the quantity and style of questions that are asked, and may also add further sections and questions as appropriate to local need.
	Appropriate variation in practice in module evaluation – some Schools/ Departments evaluate each module every year, others have rolling programme or theme approach. Some use peer review (as above) as integral to the process.

	· Programme Evaluation
	Boards of Studies should evaluate their programmes on an annual basis and produce an Annual Programme Report, informed by both quanititative and qualitative information.
Need to ensure that there is a closed loop- evaluation leads to action – with evidence that action has taken place.
	Programme evaluation involves a range of inputs including workshops with students at end of year to review programme and formal input from employers possibly through an employers forum. 

	Link: http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/student_evaluation.htm  

Link:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/ann_prog_rep_template.doc 


	Issues
	Essential
	Good Practice / Other Initiatives

	· Student-Staff Committee
	Each School/Department must have at least one student staff committee 

2 student reps from each year group including PG and representative from research students.
Students should be given the opportunity to chair Student/Staff Committees meetings.
Minutes should be made available to students following a meeting.
Reports to Schools/ Departments meeting and/or BoS. 
	Some Schools have a number of student staff committees either Programme based or year based as appropriate. 

Minutes placed on notice boards/ websites with action plan.  StARs involved solving critical issues or more general investigations.

Schools encourage all their StARs to undertake the training offered by the Students Union



	Link:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/studentrepresentation.html

	Assessment
	
	

	· Submission of Work
	For major pieces of coursework and dissertations:

· students must append a confirmation that it is their own work

· Schools/Departments to give signed and dated receipts
	Use of standard form for submission of coursework

Some Schools/Departments have a locked box for the submission of work that is cleared daily and date stamped.

	· Moderation of marks contributing to final assessment
	All Schools/Departments must have a policy on moderation of assessments and publish an explicit statement of policy.

External examiners must be informed that marks have been internally moderated.
	Double marking is not a requirement but Schools/ Departments should determine when and if appropriate.

Some Schools have established moderation panels to ensure consistency and equity.

	· Anonymous marking
	Examinations anonymously marked whether administered centrally or locally.
	Assessment may be marked anonymously where appropriate. (Associated admin burden must be assessed)

	· Criteria for grading
	Schools/Departments should take account of the generic assessment criteria relating to mark ranges/classification
	Some Schools have developed their own field and/or assessment criteria.  These  are then linked to feedback (see below)

	Link: http://www.reading.ac.uk/Exams/cpat.htm


	Issues
	Essential
	Good Practice / Other Initiatives

	· Feedback on students performance
	Students should receive rapid structured feedback

Feedback should normally be written

Timing of feedback should be given to students at time the assignment set (at the latest)

Schools must have a policy on how they provide feedback on written examinations
	Many Schools/Departments have found standard feedback forms useful.

Some Schools schedule formal feedback/revision lectures at the end of the Part 1 and 2 as a means of providing feedback on examinations

	Link:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/Feedback.html

	· Extensions to Coursework
	School Directors of T&L should nominate who is able to agree extensions. 
	The aim is consistency so only a limited number of individuals should be given this remit.



	Link:  http://www.reading.ac.uk/Exams/cpat.htm

	Programme Management
	
	

	· Board of Studies
	Meet minimum of once per year – oversight of the development of the programme and associated quality management
Minutes of Boards of Studies should be sent to Faculty Office and reported to the appropriate committee. 
	Some Schools supplement their BoS with other committees such as Teaching Groups who meet to discuss day to day issues,  Annual Review Committee that considers evaluation of modules and programmes,  and Teaching Strategy Groups which have oversight of the School’s QME policies.

	Link:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/Quality_Overview.html

	· External Examiners
	Response by Head of School to external examiners and copy sent to Faculty.
	These responses incorporated into annual programme reports with associated action plan.

	Link:  http://www.reading.ac.uk/Exams/cpee.htm

	· Programme Handbooks
	All UG programmes must have a handbook(s) that conforms to the University format.  PGT programmes also require handbooks
	

	Link to UG:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/Handbook_Template.html
Link: to PGT:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/TaughtPG_Handbook_template.htm


	Issues
	Essential
	Good Practice / Other Initiatives

	· Programme Specification
	Each programme must have an accurate programme specification.  This can only be changed with appropriate approval through SDTL and to Faculty
	

	· Module Descriptions
	Each module must have a description which can only be changed with approval through SDTL
	

	Link to UG Templates:  http://www.rdg.ac.uk/UnivRead/vr/teachlearn/Specifications_Guidelines.html
Link to PGT Templates: http://www.rdg.ac.uk/UnivRead/vr/teachlearn/PG_Modularisation.htm

	· Professional Accreditation
	Schools are responsible for working with their professional bodies as required.
	

	Programme Design
	
	

	· CMS
	All UG programmes incorporate  Careers Management Skills (5 credits).  This can be integrated with other material to form a single module (the discrete model) or taught across a number of modules in the either the distributed or pervasive model.
	

	Link: http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/Career_Management_Skills.html 

	· Transferable skills
	University committed to developing transferable skills within programmes – these should be embedded in the overall curriculum
	

	Link: http://www.rdg.ac.uk/cdotl/teaching/skills/embedding.htm

	· Subject Benchmarks
	Programme must take account of the relevant QAA subject benchmarking statement
	

	Link: http://www.qaa.ac.uk/crntwork/benchmark/index.htm

	· FHEQ
	Programmes must take account of the QAA Framework for Higher Education Framework descriptors
	

	Link:  http://www.rdg.ac.uk/Handbooks/Teaching_and_Learning/NQF_guidelines.html 


	Issues
	Essential
	Good Practice / Other Initiatives

	Personal Development Planning
	
	

	· PDP
	All undergraduates should have the opportunity to undertake Pesonal Development Planning building on the existing personal tutoring system through such as Personal and Academic Records (PAR) and the Individual Learner Profile (ILP) 
	The most successful implementation of PAR is where PAR and CMS are integrated.

	Link:  http://www.reading.ac.uk/internal/personaltutor/PDP/pt-PDP.asp 








