School of Politics and International Relations

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

1. Peer Review system

For peer review purposes, colleagues are paired (according to the specific ‘sector’ in which they teach), and they then arrange mutually convenient times for observing both a lecture as well as a seminar in one of their respective teaching modules. Confidential reports are then written up on the observation sessions and submitted to the Head of School. The Head of School will then reply if there are any queries or matters which need to be addressed. Good practices are also forwarded to the SDTL for further consideration and possible wider dissemination.

2. Module and programme evaluation

Module and programme evaluation takes place at various levels: (1) Following the receipt of student evaluation questionnaires and reports on these that are passed on to the Head of School and SDTL; (2) in ‘sector group’ meetings relating to a specific designated area of teaching provision; (3) at student-staff committee meetings; (4) at Board of Studies meetings; and (5) at major Syllabus Review meetings. Feedback to students is primarily through student-staff committee meetings. All issues relating to evaluation are then brought together in the Annual Programme Report.

3. Student-staff committee(s)

The student-staff committee comprises five student representatives from each year (15 in total), a permanent member of staff who acts as ‘Secretary’ to the committee, and any members of staff who are able to attend. A student chairperson is elected at the first meeting of the academic year. The minutes of meetings (which take place once a term) are circulated to all members of the committee, are placed on the departmental notice-boards, and are also put on the departmental/school website. Issues raised are discussed at full Board of Studies meetings and are then reported back to the student-staff committee, both by e-mail and at the next meeting. Students can then give feedback and comments or raise the issue (or related issues) again.

B.
ASSESSMENT

1. Submission and Return of Coursework

All assessed coursework is now submitted on ‘Blackboard’, which issues an automatic receipt of delivery. All assessed work is also accompanied by a signed declaration that it represents a student’s own work. Mark sheets (and marks) are also returned to students via Blackboard, normally within two weeks from submission.
2. Feedback mechanisms

Written feedback is given on specifically designed mark sheets which cover all aspects of the assessment criteria stipulated by the University. Structured feedback on examination performance is given to students by the module convenor and/or a student’s personal tutor.

3. Mechanisms for moderation of marks

All Part 1 papers receiving an initial assessment of between 30-40% are moderated by a senior member of staff. All Part 2 examination scripts are moderated, and both first marker and moderator meet afterwards to agree on the final marks to be awarded. All Part 3 exam scripts are blind double-marked., and both markers meet afterwards to agree marks. It is not permitted to enter disputed marks, and consequently in some cases (albeit rare) a third marker is called upon to adjudicate. The issue of coursework moderation is currently under review in the department/school and it is also a matter upon which input is being sought from External Examiners.

4. Policy on anonymous marking

All examinations are anonymously marked in line with University policy. 
The School has also sought to incorporate anonymous marking into the electronic submission of coursework. However, up until now there has not been the required software connected with Blackboard. Representations have been made for changes to this software so as to enable anonymous submission in future upgrades.
C.
PROGRAMME MANAGEMENT

1. Boards of Studies

	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Politics and International Relations

Dr P.J. Giddings

BA Politics and International Relations

BA War, Peace and International Relations

BA Politics and Economics

BA International Relations and Economics

All current members of staff

Two meetings per term (towards the beginning and end of each term).


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Graduate Institute of Political and International Studies

Dr G. Sloan

MA Diplomacy

MA European Studies

MA International Security Studies

MA International Law and World Order

MA International Relations

All current members of staff

Two meetings per term (towards the beginning and end of each term).


2. Other Teaching and Learning Committees

In addition to the structures already outlined, there are also ‘sector-specific’ groups relating to the spheres of Politics and International Relations which meet on a regular basis. As the School/Department is likewise engaged in a thorough review of all its programmes and modules, a Syllabus Review committee has been established. (See the diagram at the end of the statement).

3. External Examiners

Three external examiners are involved in each of the following sectors: International Relations, Political Theory and Government. They scrutinise papers by correspondence and attend the Examination Board meeting in the Summer term. They do not meet current students to discuss programmes. Proposed exam questions are sent to them in January to comment on; dissertations/exams are sent to them during the examination period; they also review papers on site on the day of the Examination Board meeting. The Departmental Examinations Officer (in conjunction with the School Director of Teaching and Learning) responds to the external examiners’ reports by correspondence.
4. Professional Accreditation

Not applicable.

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

All students are allocated a Personal Tutor and, in conjunction with the Personal and Academic Record System, each Personal Tutor helps their tutees to formulate a Personal Development Plan. Meetings take place at fixed times (and as necessary by appointment) during each term, during which both academic and non-academic activities are considered. Career management is also provided for, both within the framework of Personal Development Planning, as well as formally in the 5 credit CMS module which is incorporated in the ‘Study of Politics’ in Year 2.

2. Neglect of work

If a student is absent without explanation from one seminar, seminar tutors will write to them requesting a formal explanation. After two absences, the Senior Tutor is informed. He then writes to the student directly asking for a written explanation. In addition, student records are thoroughly monitored to keep an eye on overall student progress. Based on this monitoring process, the Senior Tutor will make weekly appointments to see students with any on-going problems or concerns, both with a view to issuing warnings (if necessary) and/or helping students resolve some of the difficulties and problems that they might be experiencing. Teaching staff are also consulted about the appropriate course of action. When necessary and appropriate, reports will be sent to the Faculty Senior Tutor for further action.

E.
TEACHING AND LEARNING QME ROLES
	School Director of T&L
	Dr J. Lester

	UG Admissions Tutor(s)
	Dr J. Lester

	Taught PG Admissions Tutor(s)
	Dr G. Sloan

	Senior Tutor
	Dr J. Lester

	Examinations Officer
	Dr J. Golub

	Learning Technology Co-ordinator
	Dr O. Tansey

	Disability representative
	Dr A. Leoussi

	CMS Co-ordinator
	Dr O. Tansey
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