School of Chemistry, Food Biosciences and Pharmacy
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

For new academic staff, a mentor is appointed to ensure the staff member receives support and peer review. For established teaching staff, a colleague is appointed each year who can provide feedback including peer observation of teaching. Detailed feedback from peer observation of teaching is provided on a form to the individual, and a summary form is completed and kept centrally. 
2. Module and programme evaluation

Feedback on modules from students is sought by means of questionnaires, module evaluation forms or in Staff-Student Committee meetings. It is School policy that student evaluation of each module occurs at least once every 3 years. Staff-Student Committee meetings are held 2 or 3 times per year, and these meetings encourage feedback from students about modules that have raised concerns.  Student evaluation of modules is summarised by the Senior Tutor, DTL or Programme Director and discussed in Boards of Studies and Departmental teaching meetings. The results of actions taken are fed back to students at Staff-Student Committee meetings or in summary documents sent by e-mail or published on Blackboard. Programmes are evaluated by the appropriate Board of Studies on an annual basis and an Annual Programme Report informed by quantitative and qualitative information is produced.
3. Student-staff committee(s)

There are 4 staff-student committees within the School. One for undergraduate students in each Department and a further Committee for Postgraduate students in the Department of Food Biosciences. The Committees for undergraduate students are Chaired by the Head of the appropriate Department or by the Senior Tutor or a student representative, and attended by a programme director for each degree programme and a student representative of each year of each degree programme (except for industrial training years).  In addition, selected staff attend each committee. The committee for postgraduate students in the Department of Food Biosciences is chaired by the MSc Programme Manager or a student, and is attended by the Programme Directors and a student representative from each degree programme. Staff-Student Committee meetings are held 2 or 3 times per year. Minutes from Staff-Student Committees are sent to all academic staff and to all students on the appropriate degree programmes. They are also discussed at the appropriate Board of Studies. Feedback is sent by e-mail to all students in the form of comments on the minutes, or is posted on the School Blackboard portal. 
B.
ASSESSMENT

1. Submission and Return of Coursework.

Students submit most written coursework to the Teaching Office, with a tear-off form which is stamped as a receipt, but minor pieces of coursework may be submitted directly into allocated boxes or to the member of staff setting the work. If the Teaching Office is closed, students are allowed to submit their work through a post-in box, and a stamped receipt is sent to them. Feedback and results are provided by written comments on the script. For modules, where submission is required via the Blackboard site, marks and feedback are obtained from the Blackboard site.
2. Feedback mechanisms
Staff are given freedom to select the method of feedback that best suits the method of assessment. In some cases standard forms are used, but in other cases feedback and results are provided by written comments on the script, or orally at review sessions. Feedback on performance in written examinations is available if sought. Feedback to students not resitting examinations is generic, but feedback to students required to resit examinations provides more personal guidance about deficiencies, and advice about how to overcome these.
3. Mechanisms for moderation of marks
Marking which counts towards a formal mark is normally moderated or double marked. For modules with more than eight students, at least eight scripts from the group are selected for moderation. Pieces of coursework worth > 20 credits are double marked. A selection of scripts from each module examination is selected and moderated by the module convener.
4. Policy on anonymous marking
 Anonymous marking is applied to formal examinations, and to some coursework. Most coursework is not marked anonymously.

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
	Board of Studies for BSc Programmes in Department of Food Biosciences
Professor M.H.Gordon (School DTL)
BSc Biotechnology; Food Science; Food Science with Business; Nutrition and Food Science.
G. E. Jodrell (Senior Tutor), Dr A.S. Grandison, Dr S.MacIntyre (School of Biological Sciences), Dr E.M.Page (Chemistry), Dr D. Charalampopoulos, Dr O.B. Kennedy, Mr R.A.Wilbey.
2 meetings per year. One in the Autumn and one in the Spring terms.


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Chemistry
Dr M J Almond
BSc Chemistry, BSc Chemistry with Forensic Analysis, BSc Chemistry with Archaeology, BSc Chemistry with Year in Industry, BSc Chemistry with Economics (until June 2008), Environmental Chemistry (until June 2009), MChem Chemistry, MChem Chemistry with Year in Industry, MChem Chemistry with Year in Europe, MChem Chemistry with Medicinal Chemistry, MChem Chemistry with Analytical Sciences (until June 2008).
Dr E M Page, Dr J E McKendrick, Dr J M Elliott, Dr G Brown, Professor L M Harwood, Dr S J Hibble 

4 meetings per year, one each term and one at start of summer vacation


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Pharmacy
Dr Gary Stephens (Director MPharm programme)

MPharm Pharmacy

 Professor E. Williamson, Professor G. Brooks, Professor A. Williams, Professor H. Osborn, Professor P. Strange Professor M.H.Gordon (School DTL, FBS), Dr E.M.Page (Chemistry), Dr D. Savva (SBS) Dr K. Ayres (SBS)
2 meetings per year. One in the Autumn and one in the Spring terms.


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Board of Studies for Postgraduate Programmes in Department of Food Biosciences
 Dr D.J.Jukes
MSc Food Technology –Quality Assurance; MSc Food Science; MSc Nutrition and Food Science
Professor M.H.Gordon, Dr A.E.Bell, Dr O.B.Kennedy, Dr A. Stephens (School of Biological Sciences)
One per year. Normally in the Spring term.


2. Other Teaching and Learning Committees
The School Teaching and Learning Committee discusses items of common concern to the programmes managed by the Boards of Studies. In the Department of Food Biosciences, the Department’s teaching committee allows Programme Directors to discuss items of common concern, whilst in the Department of Chemistry, a module providers group meets 4 times per year, and the Committees feed comments into the appropriate Board of Studies. Teaching steering groups in Food Biosciences and Pharmacy monitor teaching aspects on a weekly basis. 
3. External Examiners
External Examiners are sent draft examination papers, and they respond in writing with 

corrections and suggestions.  The Examiners review examination scripts on-site and meet groups of final year students to discuss programmes during their visit. The Chair of the appropriate Board of Studies or the Examination Officer responds to their reports.
4. Professional Accreditation
The BSc in Nutrition and Food Science and the MSc in Nutrition and Food Science are
accredited by the Nutrition Society. Accreditation is achieved by submitting extensive information about the Programmes including details of the course design, module contents and module assessment methods.  Graduates are eligible to apply to join the voluntary register for nutritionists as Associate Nutritionists . Reaccreditation is required every 5 years. Dr Julie Lovegrove is responsible for the link.
The BSc in Chemistry is recognised and the Mchem.Chemistry is accredited by the Royal Society of Chemistry. Extensive documentation is provided every 6 years for reaccreditation. Dr E.M.Page is responsible for the link.
The MPharm Pharmacy has passed stage 5 and is currently at stage 6 of the accreditation process with the Royal Pharmaceutical Society of Great Britain. This involves the provision of extensive documentation to the RPSGB, and regular visits by the RPSGB to the University to discuss delivery of the Programme. A panel of G.Stephens, E. Williamson and A.Alexander is responsible for the link.
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
All students in the School have a personal tutor, who plays a key role in encouraging and 

monitoring PDP. In the Departments of Chemistry and Food Biosciences, the Personal and

Academic Records (PAR) system represents a mechanism that ensures that students and
personal tutors meet regularly and records about the students’ PDP are maintained in the students PAR file. 
The Department of Pharmacy is involved in a pilot study of ILearn for Part 1 students, and the PAR system is applied for Part 2 and 3. All undergraduate degree 

programmes include 5 credits of career management skills in Part 1 or Part 2. The
 Individual Learner Profile (ILP) is a central feature of PDP.

2. Neglect of work
Procedures for identification of students requiring a warning vary across the 3 Departments in the School. In the Department of Chemistry, attendance at tutorials is reviewed each term, and an e-mail is sent to students who have missed 2 tutorials. In the Department of Pharmacy, 70% attendance at lectures is required and students who fail to achieve this must see the Senior Tutor, and if the problem persists they are spoken to by the Director of Undergraduate Studies. Staff in the Department of Food Biosciences monitor attendance at practical classes, and students who persistently fail to attend or fail to submit a significant proportion of coursework receive a verbal or e-mail warning from the module convener in the first instance. More serious cases in each Department are required to attend a meeting with the School DTL, and then the Faculty DTL meets the student if the problem persists.
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
	Professor M.H.Gordon (m.h.gordon@rdg.ac.uk)

	UG Admissions Tutor(s)
	Dr R.A.Frazier (r.a.frazier@rdg.ac.uk), Dr R.J.Green (Rebecca.green@rdg.ac.uk), Dr J.Elliott (j.m.elliott@rdg.ac.uk)

	Taught PG Admissions Tutor(s)
	Dr D.J.Jukes (d.j.jukes@rdg.ac.uk)

	Senior Tutor
	Ms E.Davey (e.davey@rdg.ac.uk)

	Examinations Officer
	Mrs G.Jodrell (g.jodrell@rdg.ac.uk), Prof. L.Harwood (l.m.harwood@rdg.ac.uk), Dr V.Khutoryanskiy ( v. khutoryanskiy @rdg.ac.uk)

	Learning Technology Co-ordinator
	Dr R.J.Hobson(r.j.hobson@rdg.ac.uk)

	Disability representative
	Dr A.Bell (a.bell@rdg.ac.uk)

	CMS Co-ordinator
	Mrs G.Jodrell(g.jodrell@rdg.ac.uk), Dr A.Chippindale(a.m. chippindale @rdg.ac.uk), Professor E.Williamson (e.m.williamson@rdg.ac.uk)

	(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 








