SCHOOL OF ENGLISH AND AMERICAN LITERATURE

STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

Peer review is part of a larger staff development process.  Each year every member of staff is required to choose a peer and attend one of their peer’s seminars and/or lectures.  There is a ‘Peer Review Form’, with instructions, that can then be filled in and lodged with the SEAL Senior Tutor.  This process is repeated each year but with a different peer.  New members of staff, still being mentored, do not need to be part of the peer review system as their mentor provides feedback. The School wants to promote a culture in which staff are encouraged to attend each others’ lectures and actively discuss differing approaches and teaching styles.

2. Module and programme evaluation

Module and programme evaluation take place primarily through Teaching Committee which then reports to the Board of Studies.  Module convenors write an annual report on their module primarily based on questionnaires and on comments from other teachers on the module (if any).  Student questionnaires are often completed in some detail and because we distribute them and allow time for them to be filled in the final seminar of the module, we get a high percentage of them returned.   If there are concerns from the students, the module convenor outlines their response and the reasons for their response to Teaching Committee, or Teaching Committee may intervene to suggest action.  Responses and action to be taken are normally reported back to students via brief summary reports on Blackboard.

3. Student-staff committee(s)

The purpose of this committee is to provide a forum for students to bring forward their own concerns.  There are four members of staff on the committee as well as representatives of each year group, of mature students, and of graduate students.  The Staff/Student committee is chaired by one of the students.  The committee meets once a term and its minutes are presented to a subsequent School Board of Studies meeting where they are discussed.  The discussion and action taken are reported back to the committee. The Staff/Student Consultative Committee for part-time students is annual, but otherwise the same.
B.
ASSESSMENT

1. Submission and Return of Coursework

Formative coursework for each module is submitted directly to the seminar teacher. At Part 1, the work is returned during the seminar one or two weeks later with written and oral feedback. At Parts 2 and 3, marked work with written and oral feedback is returned in a one-to-one tutorial meeting. Summative coursework is submitted at an advertised time and place to an examinations officer or secretary. Comment sheets with mark and feedback are available for students to collect from the appropriate Part secretary on an advertised date.
2. Feedback mechanisms

For formative coursework, comments are written on the work being returned. For summative coursework, a SEAL Assessed Essay Comment Sheet is used. Students are given a model example of this sheet in the Handbook, indicating what kind of information on various aspects of their work they are likely to receive in the feedback.

3. Mechanisms for moderation of marks

At Part 1, markers are paired to monitor each other’s marking. The monitoring procedure is the same for essays and exams. Where a mark of 42 or less is recorded for an essay, that essay or (in the case of an exam answer) the script containing it is read by the paired monitor. Where the first marker is marking for the first time, a generous selection of his/her essays/scripts is read by the paired monitor. Colleagues are advised in any case to sample two or three of the paired marker’s essays and exams in order to confirm that they are marking at the same level. Should the marker and monitor be unable to resolve a mark, they appeal to the module convenor as a third marker. At Parts 2 and 3, markers are paired to monitor each other’s marking. The monitoring procedure is the same for essays and exams (but does not apply to Part 3 dissertations, for which see below). In each case, all failing answers are to be monitored. Beyond that, monitors read borderline answers and examples of first-class and third-class work. Monitors can expect to read between a fifth and a quarter of a run of essays in the case of an experienced first marker, and up to twice this in the case of an inexperienced first marker. If the markers are unable to agree a mark for an essay or an exam, they appeal to a third marker. At Part 3, all dissertations are double marked ‘blind’ by the supervisor and an allocated second marker. If the markers are unable to agree a mark, they appeal to a third marker.

4. Policy on anonymous marking

All examination scripts are anonymous throughout the examination process. Assessed essays are not anonymous. (They are set, submitted, and in many cases marked before the allocation of anonymous examination numbers by Exams Office.) Every module is assessed by both an essay and an exam paper, and the examination officer alone matches up the mark for each. The anonymity of module marks is preserved until after the examination meeting for each Part.

C.
PROGRAMME MANAGEMENT

1. Boards of Studies

	Board of Studies
	SEAL

	Chair
	Dr Geoff Harvey (HoS)

	Programmes
	BA English (full-time and part-time)
English and European Literature & Culture
English and Film & Theatre

English and German

English and History of Art

English and International Relations

English and Italian

English and Politics

English with Classical Studies
English with European Literature & Culture
English with French

	Memberships
	All teaching staff (full-time and part-time) are members.  A representative of sessional teaching staff also attends

	Number and timing of meetings per year
	Usually 2 per term, arranged by HoS (one near the beginning and one later on).


	Board of Studies
	MA in 19th Century Literature & Culture

	Chair
	Dr Lucy Bending

	Programmes
	MA in 19th Century Literature & Culture

	Memberships
	Dr Lucy Bending, Dr Andrew Nash, Dr John Holmes, Dr Nicola Bradbury

	Number and timing of meetings per year
	One meeting in September


	Board of Studies
	CIRCL

	Chair
	Dr Karin Lesnik-Oberstein

	Programmes
	MA in Children’s Literature 

	Memberships
	Dr Karin Lesnik-Oberstein, Dr Stephen Thomson, Dr Sue Walsh.

	Number and timing of meetings per year
	One meeting in October


2. Other Teaching and Learning Committees

Teaching Committee (see A.2) meets once or twice a term to scrutinize new module proposals, to consider External Examiners’ reports, to receive module convenors’ reports and joint degree liaison reports, and to conduct a six-year cycle of programme evaluation. MA Committee reports to Teaching Committee. 
3. External Examiners

Externals are consulted at the point when exam papers are set and are sent all papers for scrutiny and comment. For Part 2, they are sent a selection of assessed essays and selected runs of exam scripts (those which have been sat and marked early in the schedule) for scrutiny. For Part 3, externals review scripts and assessed essays at Reading in the two days prior to the Examiners’ Meeting. The Head of School, in liaison with the Programme Directors, responds to the Externals’ reports, explaining how any issues raised have been discussed by the Board of Studies and what actions have been determined.
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning

All first-year students receive a PAR folder at the first meeting with their personal tutor in Freshers’ Week. It contains:

· an introduction, explaining the function and value of PARs

· a page to record the tutor’s name and contact details

· a ‘memo and signature’ form to record attendance at tutorial meetings and to prompt the students about key activities associated with personal and academic development 
· information explaining provision for students with disabilities, and a disability disclosure form
· a self-assessment document 
At the second, individual meeting in mid-Autumn term, Part 1 students discuss their ILP document to assess any skills needs. In the tutorial meeting at the beginning of each term thereafter, tutor and tutee sign the ‘memo’ form to confirm that the opportunity was given to discuss certain key issues of importance to the tutee’s personal and academic development. Details of these discussions need not be noted; other discussions are of course not precluded. Other, additional meetings can be arranged between tutor and tutee which need not be recorded. At the end of the year, each form is photocopied: one copy to be kept centrally, the other for the student to add to his or her PAR folder.

2. Neglect of work

[Taken from the SEAL Staff Handbook, outlining SEAL procedures for colleagues’ information.] 
“It is good practice to make it clear to students in the first seminar of term (perhaps in written form) that they are expected to attend and prepare for every seminar, hand in essays on time, and attend supervisions.  If for a legitimate reason they are unable to attend a seminar or an appointment, or to complete required work on time, they will be expected to contact the seminar leader to explain their reasons, ideally BEFORE their absence or failure to hand in work, but if this is not possible, as soon as possible afterwards.   Students should also be told that attendance at seminars is recorded and noted on their end of term report. It is essential that you keep your seminar register and give it to the appropriate Part secretary at the end of each term.  

It is good practice to contact a student who has missed a seminar or a supervision without a note, to demand an explanation.  It is particularly important that you do so in the case of Part 1 students, as absence is often an important indicator of more serious underlying problems.   If the student misses more than three seminars an email MUST be sent to the student’s tutor and, if possible, the student’s hall warden, as well as to the student.   Further unexplained absence MUST be reported to the School Senior Tutor (see the formal procedures below).  

Neglect of Work procedures.  These are formal procedures and it is essential that all paperwork is kept on file. After three unexplained absences and/or failure to submit the non-assessed essay, the seminar leader contacts the student (please keep copies on file). If no response follows, or if the student persists in failing to attend seminars, the seminar leader MUST contact the personal tutor, who tracks down the student (copies to be kept on file).

If the personal tutor cannot contact the student, or if the student then persists in not submitting written work (whether assessed or non-assessed), or does not attend seminars, then the personal tutor sends the student to the appropriate Senior Tutor.  Significant absence over a term will lead to a written School Warning giving deadlines and requirements with which the student will have to comply.  Failure to fulfil the requirements of a School Warning is referred to the Faculty Director of Teaching and Learning, and subsequently to the University Board for Teaching and Learning which has the power to suspend or terminate a student’s studies.”
E.
TEACHING AND LEARNING QME ROLES
	School Director of T&L
	Ms Phillipa Hardman: p.m.hardman@rdg.ac.uk

	UG Admissions Tutor(s)
	Ms Carolyn Lyle: c.d.lyle@rdg.ac.uk

	Taught PG Admissions Tutor(s)
	Dr Lucy Bending (19th Century Literature): l.v.bending@rdg.ac.uk
Dr Karin Lesnik-Oberstein (Children’s Literature)k.b.lesnik-oberstein@rdg.ac.uk

	Senior Tutor
	Dr Karin Lesnik-Oberstein

	Examinations Officers
	Dr Stephen Thomson (Part 3): s.thomson@rdg.ac.uk; Dr Susan Walsh (Part 2): s.a.b.walsh@rdg.ac.uk; Dr N. Bradbury (Part 1): n.a.l.bradbury@rdg.ac.uk

	Learning Technology Co-ordinator
	Dr Mark Nixon: m.nixon@rdg.ac.uk

	Disability representative
	Dr Karin Lesnik-Oberstein

	CMS Co-ordinator
	Dr Lucinda Becker: l.m.becker@rdg.ac.uk

	BA Programme Director
	Dr Andrew Nash: a.p.nash@rdg.ac.uk

	Careers Tutor
	Dr Grace Ioppolo: g.j.ioppolo@rdg.ac.uk


