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A. EVALUATION OF TEACHING

1. Peer review system

(Please describe the peer review system in place)

We have an annual system of peer review.  Reviewers are selected randomly and feedback is given in person and in writing after the session.  The written feedback is confidential to reviewers and those being reviewed. 

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 Departmental School meetings)
All modules and programmes are evaluated by students using standard ICMA Centre questionnaires.  The results are compiled and distributed to module convenors.  The module convenors prepare a response which is submitted and discussed at the Board of Studies.

This is our formal method of evaluation – however, we also have informal channels of communication, fostered by the open plan building and our inclusive approach to our student body.  We therefore attempt to deal with issues that come up during each term and try to provide a proactive response to anything that is brought to our attention.

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 action taken)

MSc 

Chair: Dr Adrian Bell (Programme Director, DTL)

ICMA Centre staff: Ms Hilary Feltham (Programme Manager, Senior Tutor), Professor John Board (Director, ICMA Centre), Mr Martyn Drage (Career Development Manager).

Minutes: Claire Du Puget; David Hobbs (Programme Co-ordinators).

Students: MSc Programmes: 6 students

The minutes are distributed to the student body with action points, after verification by the committee.  The Chair/students respond with progress prior to next meeting.  The action points are discussed at the beginning of the next meeting.  The meetings are held once every term or more often if requested by the students.

BSc

Chair: Ms Hilary Feltham (Programme Director, Senior Tutor)

ICMA Centre staff: Professor Chris Brooks (Chair in Finance), Mr Martyn Drage (Career Development Manager)

Minutes: Claire Du Puget; David Hobbs (Programme Co-ordinators).

Students: Two BSc students each from Part 1, Part 2 and Part 3.  

The minutes are distributed to student body with action points, after verification by the committee.  The Chair/students respond with progress prior to next meeting.  The action points are discussed at the beginning of the next meeting.  The meetings are held once every term or more often if requested by the students.

B. ASSESSMENT 

1. Submission and Return of Coursework

(Outline how students submit coursework such as hand into central office, post in box and how they collect their feedback/results)

Students hand in coursework with a cover sheet to the Front Desk and receive a date-stamped receipt.

Feedback and results are handed back individually at the Front Desk in person or via the Grade book on Blackboard.

2. Feedback Mechanisms

(What type of written feedback on coursework is given to students such as the use of standard forms)

Feedback is given on the standard ICMA Centre form.
3. Policy for moderation of marks

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

Coursework is moderated in situations where several members of staff are involved in marking.  Second markers are also involved in the case of assessed presentations.

All exams have a designated second marker drawn from the full-time ICMA Centre academic staff.  All fail papers are second marked and the moderator has the opportunity to examine a range of other scripts.

4. Policy on anonymous marking 

(Outline the policy for anonymous marking for assessments controlled by the dept/school)

All exams scripts are anonymously marked at both first and second marking.
C. PROGRAMME MANAGEMENT:

1. Boards of Studies

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

	Board of Studies
	MSc Programme

	Chair
	Professor John Board

	Programmes
	MSc Programmes

	Memberships
	All academic staff and relevant administrative staff at the ICMA Centre.

	Number and timing of meetings per year
	Once a year at end of June.


2. External examiners

(Please indicate how externals are involved in the programme including how they scrutinise papers (by correspondence/attend meeting), do they meet current students to discuss programme, are papers sent or do they review papers on site. Also indicate how/who responds to their report(s).
BSc/MSc: The external examiner is sent copies of all draft exam papers together with model answers and is asked to offer comments and feedback by correspondence.  These comments and feedback 
are incorporated into the final version of the exam paper.  The external does not meet current students to discuss the programme.  Both BSc and MSc external examiners reviewed the exam scripts on site prior to the External Examiners meetings.  Where appropriate, we invite the External Examiner to sit on the Special Cases Sub-Committee.

The External Examiners also comment on new programme proposals and amendments to programmes.


The ICMA Centre Examinations Officer responds to the external 
examiner report.

D. PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE

1. PAR system

(Please give a brief review of the PAR system used)  

We use the general university system for our Part 1, 2 and 3 students.  We hold one meeting per term with the tutor and a record of the meeting is kept on standardised forms.  The PARS folders are kept centrally with BSc co-ordinator.
2. Neglect of work 

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

Where it has been identified that a student has neglected his/her work, personal tutors or another member of staff will request a meeting and discuss progress with the student.  If a student persists in this neglect or is unresponsive to requests for a meeting, they will be issued with reasonable targets for completion of specific tasks.  Failure to comply with these will result in the university neglect of work procedure being brought to bear.

E. TEACHING & LEARNING QME ROLES

(Please complete the table below giving the names of staff who fulfil each of these roles)

	ICMA Centre Director of T&L
	Dr Adrian Bell

	Admissions Tutors UG
	Dr Simone Varotto 

	Admissions Tutors Taught PG
	Dr Simone Varotto 

	Senior Tutor 
	Ms Hilary Feltham

	Examinations Officer
	Dr Carol Padgett

	PAR Coordinator
	Claire Du Puget

	Learning Technology Coordinator
	N/A

	Special Needs Representative
	Claire Du Puget

	CMS Coordinator
	Martyn Drage and Sue Pavlovich

	(Add others if appropriate)
	

	
	

	
	


