School of Biological Sciences

STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
Note:  
Although overall similar policy is followed within constituent sections of the school, there are some differences between procedures carried out in the ex Plant Sciences/AMS sections (PS/AMS) and those carried out in the ex. Applied Statistics section (AS).  This reflects the necessity of running two Teaching Offices covering the respective sections, and therefore are listed below separately.
A.
EVALUATION OF TEACHING

1. Peer Review system

(Please describe the Peer Review system in place)

PS/AMS: 
Colleagues are allocated to groups of 3 to 4 with a leader who is asked to ensure that each member of the group is observed at least once by another group member.  Confidential comments are made by the observer to the observed at the end of the observed session and a report of observations, with an indication of good practices identified, is forwarded to the Senior Tutor’s office.

AS:      

The applied stats EDTL draws up a list  where each member of staff teaching that term is to be reviewed by one other member (but not vice versa). New staff are specifically reviewed by the most experienced staff.  A form is completed by the reviewer and discussed with the person reviewed in confidence. That person can respond to comments made at the bottom of the form, before passing it to the Head of Section.

2. Module and programme evaluation

(Describe the mechanisms used to evaluate both modules and programmes including questionnaires, student meetings, discussions in Boards of Studies and School/Departmental meetings.  Also include the mechanisms to feedback to students the results and actions taken)

PS/AMS:
Modules and programmes evaluated at Boards of Study, taking into account comments received from staff-student committee meetings and termly Teaching Meetings, open to all the School teaching staff.  Comments from external examiners are considered at Boards of study, and also at staff-student committee meetings.  Student evaluation takes place through end-of module questionnaires, which are collated by the module coordinator and fed into boards of study.  End of Part questionnaires are also used, which feed back into teaching and School management meetings.

AS: 

As above except:  end of module (or end of term for those spanning two terms) questionnaires are given out, results are collated by a secretary and comments are considered by Applied Stats EDTL who follows up points as necessary. Summaries go to the Boards of Studies, and are posted on common-room noticeboard. For MSc, we also have end-of-chats one-on-one with each student, to elicit more detailed feedback on individual modules. MSc students have a short meeting with one internal and one external examiner in the summer, on the day of the examiners meeting – again, further information about perception of the course is gained from that, and fed back via the external examiners.

3. Student-staff committee(s)

(Please outline the composition of your student-staff committees, who chairs these, how often they meet, where the minutes go and how students review feedback on actions taken)

PSL/AMS: 
For undergraduates organised by Student Office, chaired by Senior Tutor, one in each of spring and autumn terms.  Attended by representatives of each part of each programme, SDTL.  We encourage Students to volunteer to become secretary and chair of the meeting.  Each MSc has its staff-student committee, to which all students on that MSc belong.  It meets in the Autumn and Spring terms, feeding information back to the BoS.
AS: 

Organised by secretary, always chaired by student volunteer, one meeting in each of spring and autumn terms. Secretary takes minutes. Minutes are annotated with responses from teaching staff referred to in them, before being posted on Applied Stats Blackboard Student portal for all students to download and read if they wish. Attended by students from each part of each programme where we can get volunteers., else some students will represent more than one programme where there is significant overlap of modules between them.

B.
ASSESSMENT

1. Submission and Return of Coursework

(Outline how students submit coursework (such as hand in to central office, post in box, the use of receipts) and how they collect their feedback/results)

PS/AMS:  
Students hand all work into the Student Office in PSL.  They fill out a cover sheet, with is date stamped and they receive a numbered receipt.  The student office keeps a copy of the receipt before sending the work to the marker.  Marked work is returned to individual student folders in the Student Office, from which work can be collected.

AS: 

Students hand in work to either of the two secretaries in the Harry Pitt Building depending on which year the module is for. They fill out a slip, which is stamped and signed/timed, and divided into two, one bit remains with their work, one bit is returned to them as proof of handing in. Secretary passes box of work to marker. Marked work is returned to secretary and students are emailed to come and collect.

2. Feedback mechanisms

(Outline the policy on written feedback on coursework, including the use of standard forms.  Also indicate how the School gives structured feedback on examinations)

PS/AMS: 
 We require that all work has appropriate feedback.  The nature of this depends on the nature of the assessment, number of students, level etc.  We encourage the use of structured feedback forms where appropriate and the posting of generic feedback on blackboard.  A number of modules also run timetabled debriefing sessions.  Feedback from In-school examinations (end-of-module tests) is given, and/or the tests returned, annotated.  Students have to opportunity to look at their examination papers in the Student Office, in the presence of the programme advisor, module coordinator, tutor, and we encourage students who are resitting modules to avail themselves of this opportunity.

AS: 

Appropriate feedback is always provided, usually by writing comments directly onto the work, possibly correcting errors, which given the nature of the assignment, are usually numerical or theoretical. Feedback forms are occasionally provided, and overviews of general performance are provided verbally or by email by some lecturers. Final year project feedback takes the form of a one-page appraisal.  All students are encouraged to follow up on feedback where they would like more information. For examinations, resitting students are usually reminded that they can seek feedback on their performance by talking to the lecturer. 

3. Mechanisms for moderation of marks

(Outline the approach to the moderation of marks for both exams and coursework)

PS/AMS:

Scripts are distributed to module coordinators by the School’s examinations officer together with an Excel file for the insertion of both the script marks and the continuous assessment marks (if any).  Module coordinators are responsible for the distribution of scripts to those who have set the questions and for completion of the mark sheets; they are also responsible for the accuracy of the spreadsheet which is indicated by their signature on the spreadsheet.  For Part 3, coordinators are advised of the name of the second marker/moderator for the module and they are responsible for passing the marked scripts to this colleague for second marking.  Second marker and module coordinator have to agree the marks before completion and signing of the mark sheets for the module.

AS:

 Examinations secretary passes marked scripts to convenor or lecturer, who passes on to additional lecturers where appropriate. She enters examination marks into the spreadsheet, and checks with another member of staff, before passing that to the convenor for addition of continuous assessment marks. Examinations officer or AS EDTL checks final spreadsheets before they are signed off. 

All modules have an appointed auditor, who must approve exam papers and individual pieces of continuous assessment. After marking by the lecturer, each assignment (or exam) is passed to the auditor who samples some scripts/assignments and checks for quality of marking. If not in agreement immediately, auditor and lecturer must discuss.  No formal second (blind) marking is performed except for the projects, where for UG the appointed auditor reads all projects and allocates a mark, and agrees or adjusts with the module convenor. For MSc, the internal marker for any given project allocates a mark and discusses with the supervisor, who has already performed an independent marking of their student’s work.

With the exception of the projects, there is little subjective marking involved in the assignments/exams that we have, mostly being numerical or theoretical answers which are obviously right or wrong.

4. Policy on anonymous marking

(Outline the policy for anonymous marking for assessments controlled by the School/Department)
PS/AMS/AS:  
Coursework is not normally anonymously marked, and in some cases, such as projects, anonymous marking would be impossible, as individual student performance is being assessed.  Having said that, multiple-choice tests are anonymously marked and the large size of Part 1 classes means that the work is as good as anonymously marked.  Due to the great volume of work being handled by the Student Office, the adoption of full anonymous marking would require a significant increase in admin. staff resources and would inevitably result in a significant increase in time needed for turning the assignments around. This would not be compatible with the School’s aim to set appropriate assessments and provide timely feedback.

C.
PROGRAMME MANAGEMENT

1. Boards of Studies.  Data as of 2.1.08

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

	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Biological Sciences

Dr Mark Fellowes

Biological Sciences

Applied Biology

Biological Sciences with Industrial Placement

Medical Microbiology

Biomedical Sciences

Biochemistry

Botany

Horticulture

Environmental Biology

Applied Ecology and Conservation

Zoology

Landscape Management

M Fellowes (Chair) PE Hatcher, P Darbre, RJ Froud-Williams, M Emmett, D Leake, S McIntyre,

P Knight, JD Ross, R Sibly, A Wetten, G Challand (external), K Ayres, D Savva

Autumn, spring terms, examinations


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Statistics and Mathematics

K Ayres

BScs Applied Statistics

Business Statistics 

Statistics

Mathematics and Applied Statistics

Mathematics and Statistics

K Ayres, F Baksh, P Hatcher, M Dennett, G Williams (Maths)

Autumn and spring terms, examinations


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	MSc Horticulture

M Emmett

MSc Horticulture

M Emmett, R Bisgrove, P Hadley, R Cameron, P Crauford (Agriculture), P John, D Savva

Spring, autumn, examinations


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	MSc Wildlife Management

A Callaghan (R Holloway stand in)

MSc Wildlife Management

A Callaghan, CV Prescott, GJ Holloway, D Savva, RM Sibley, P Hatcher

3, spring, summer, autumn


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	MSc Plant Diversity

A Culham

MSc Plant Diversity

PE Hatcher, D Savva, A Culham, J Mitchley, FA Bisby, SL Jury, R Carter (external), D Simpson (external), R Batemen (external)

Autumn, spring, examinations


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Applied Statistics PG (Taught)

S Todd

MSc Biometry, PE Diploma Statistics

S Todd, K Ayres, M Dennett, D Bohning, P Hatcher

Autumn, Spring, Summer


2. Other Teaching and Learning Committees

(Outline any other committees which have been established to manage teaching and learning.  Include a diagram if possible, showing the relationships between these committees/groups)

Termly Teaching Meeting, to which all staff are invited.  This discusses general items of teaching relevance, and feeds back into Boards of Study etc.  

3. External Examiners

(Please indicate how External Examiners are involved in the programme(s), including how they scrutinise papers (by correspondence/attend meetings), whether they meet current students to discuss programme(s), whether papers are sent to them or whether they review papers on site.  Also indicate how/who responds to their report(s))

PS/AMS:
External examiners scrutinise examination papers in the spring term by correspondence.  They then scrutinise the examination scripts on their 2-day visit to the school in June for the examiners meetings. During their visit they also meet the students in programme groups (some also meet every student on the degree for individual discussions, this being at the examiner’s request).  Dissertations and the corresponding mark sheets are sent to the external examiners at least 2-3 weeks before their visit.  Examiners reports are considered by the BoS and responded to by the SDTL with a copy to the chair of the BoS. The MSc examining is as above, except due to the timing of the degrees, the External Examiners are unable to meet with the students at the end of the programme.  In these cases programme directors have arranged that the External Examiners meet with the students earlier in their programme, usually when they are giving talks on their projects.
AS: 

Externals scrutinises papers by correspondence, and exam scripts on site in June on 2-day visit. UG examiner does not meet with students. MSc examiners meet with students in individual meetings – half of the students see one examiner, one the other (usually one medical focus, one non-medical focus – allocation is done approximately based on project choices, to allow for informal chat about that as well as feedback on programme). One-to-one meeting except an internal examiner is also present.  Sample of UG dissertations (and marks/feedback) are sent to examiner 2-3 weeks beforehand, the rest are scrutinised at visit. MSc dissertations (and marks/feedback) are sent to externals in October (projects divided between two externals in same way as face-to-face meetings were). MSc dissertations discussed by phone/email. Examiners reports are considered by BoS and responded to by the Applied Stats DTL or Head of Section.
4. Professional Accreditation

(Please indicate if any programmes are accredited by a professional or other body.  Outline the way in which accreditation is achieved, the requirements for reporting (if any), any arrangement for reaccreditation and who is responsible for the link)

PS/AMS:
We have recently (November 2007) received provisional accreditation from the Institute of Biomedical Science (to be confirmed in January 2008) for our BSc in Biomedical Sciences.  Accreditation was achieved by submitting a portfolio of evidence and also a one-day scrutiny visit from the Institute.    We will have to apply for reaccreditation every 5 years and it is up to us to make these reapplications.
AS: 

Accreditation of the BSc Applied Statistics and BSc Statistics programmes, and MSc in Biometry programme, by the Royal Statistical Society has been held for some time now. Re-accreditation is sought each year, usually on the basis of provision of an updated programme specification and short report of any changes made. Every few years a full portfolio of information is required instead, consisting of previous exam papers, CVs for teaching staff, as well as details on assessment methods and material taught. Accreditation carries the bonus of a prize for an excellent performance in the programmes of a year’s GradStat membership of the Royal Statistical Society, and the details of the recipient (as determined by the internal and external examiners) are forwarded to the Society each year. The Applied Stats EDTL is responsible for seeking re-accreditation each year.

D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning

(Please give a brief review of the implementation of Personal Development Planning)

PS/AMS/AS
This is administered by the Senior Tutor’s office.  A PAR folder is issued to each Part 1 student on arrival to the school.  The Senior Tutor allocates personal tutors and students and tutors are informed of this allocation during fresher’s week. At the end of each term, tutors are asked to confirm to the Senior Tutor that they have met their tutees during the term and mention any problems that have not been identified previously (if any).

2. Neglect of work

(Outline your policy and procedure on how students are identified as requiring a warning and how action is taken)

PS/AMS/AS:
Based on reports from colleagues, the Senior Tutor (EDTL in AS) issues warnings for neglect of work and asks the student to make an appointment for a meeting to discuss the matter.  If neglect of work persists, the matter is referred to the faculty DTL for further action.

E.
TEACHING AND LEARNING QME ROLES

(Please complete the table below giving the names and email addresses of staff who fulfil each of these roles)  For e-mail add @rdg.ac.uk after the names as laid out below
	School Director of T&L
	P E Hatcher

	UG Admissions Tutor(s)
	G J Holloway

S C Andrews

R W Cameron

J Dunwell

M Fry

J D Ross

J A Hawkins

R J Froud-Williams

A Wagstaffe

R Jackson

M Fellowes

K L Ayres

	Taught PG Admissions Tutor(s)
	P Hadley

S Jury

R Sibly

K L Ayres

S C Todd

	Senior Tutor
	D Savva

	Examinations Officer
	D Savva

H J Kimber

	Learning Technology Co-ordinator
	A Culham

K L Ayres    (we formally have it as a dual School role)

	Disability representative
	J D Ross

L R Rogers

	CMS Co-ordinator
	Y Zhou

	Executive Directors of T&L
	Dr D Savva, 

Dr K L Ayres

	Director of Admissions/Recruitment

Director of Careers Development

Director of Industrial Placements
	M Fellowes

R W Cameron

A C Wetten

	
	


	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 








