School of Business
Economics Department
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

New lecturers have a `peer review visit’ in their first year, followed by discussion of strengths and weaknesses, with copy to the HoD. Experienced lecturers have peer review visits with discussion  if there are problems with their teaching.  There are PR visits less regularly where no problems have arisen.
2. Module and programme evaluation

Module evaluation forms filled in by students at the end of each module. These inform the Module Course Report written by each convenor. A copy of the full set is available through the Staff Student Committee. Programme Evaluation not yet done formally. This is under discussion.
3. Student-staff committee(s)

SSC meets once per term, chaired by the Dept DTL and an elected Student Chair. Minutes go to student members, as well as to the Dept meeting and the Board of Study.
B.
ASSESSMENT

1. Submission and Return of Coursework

In almost all cases, CW is put in a box, and dated by Econ admin staff. In a small number of cases (of small modules),  lecturers collect themselves and date the cover sheet on receipt.
2. Feedback mechanisms

No standard  form in use. Colleagues reject this strongly. Tutors encouraged to give reasonably full written feedback on the work itself, which localises comment points more usefully. No systematic feedback on exam scripts. Given the time constraints, this would be impractical.
3. Mechanisms for moderation of marks

External examiners sent a sample of scripts, and all scripts that are marginal between class overall. Sample of CW retained for external examiner perusal. Double marking of all formal exams and dissertations.
4. Policy on anonymous marking

All scripts received and marked using only the student ID number. Returned to Dept admin with marks listed by number. Dept Office puts exam marks together with previously received CW marks.
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
	Economics
G.R.Crampton
BA/BSc Economics, Business Economics, Econ+Econometrics
GRC + all UG Module Convenors. Other active UG teachers also invited 
Once per term; 3 meetings/year


2. Other Teaching and Learning Committees
PG Board of Studies, along the same principles. Both UG and PG Staff-Student Committees. All T+L issues on Agenda of Dept meeting.
3. External Examiners

EE are sent exam question papers for approval and (later) scripts and then come in person and additionally review papers on site. Do not normally meet students. Reports are responded to by Head of Department, and are included in Dept Annual Report.
4. Professional Accreditation

Not in Economics.
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
[Is this the PARS system? Personal tutees are expected to meet their tutor once per term. If they do not attend, they are sent reminders, but then it is kept on their file. There is a tendency for the weaker students not to attend PARS meetings.
2. Neglect of work

Econ Department Admin identifies students who have not submitted CW. Personal Tutors and the Dept Senior Tutor informed. In repeat cases of neglect of CW, Senior Tutor will call student to a meeting and warn them of Neglect of Work procedure.
Serious worries about poor attendance (both in lectures and in PARS) but N of W regulations refer almost exclusively to tangible CW, so it is difficult to use N of W to enforce on attendance.

E.
TEACHING AND LEARNING QME ROLES

(Please complete the table below giving the names and email addresses of staff who fulfill each of these roles)
	School Director of T&L
	

	UG Admissions Tutor(s)
	L. Porter

	Taught PG Admissions Tutor(s)
	Y. Kalyuzhnova (on leave 08-09); M. Guzman

	Senior Tutor
	A. Ferrari

	Examinations Officer
	L. Povoledo

	Learning Technology Co-ordinator
	

	Disability representative
	K. Dark

	CMS Co-ordinator
	

	(Add others as appropriate)
	

	
	

	
	


	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 








