School of Psychology and CLS
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

Psych: Lecturers  invite appropriate colleagues to attend their classes and give feedback. New members of staff each have an appointed mentor to fulfil this role. Teaching Groups within Psychology (e.g. Neuroscience, Cognition) at their annual meetings compare notes on student feedback.
CLS: All members of teaching staff follow the University procedures -  sitting in on colleagues class, writing reports and discussing observations. Any problems are discussed with module convenor and head of CLS.  Reports are kept by individual staff.

2. Module and programme evaluation

Psych: Each year we distribute questionnaires about some, not all, modules, with both quantitative and qualitative items. We will be doing this via Blackboard in some cases this year. We have used a focus-group format at times e.g. this year’s Part 1.  Department  Student-Staff Committees meet regularly, see below, and receive comments on teaching issues.  Anonymised feedback on modules and any consequent action is reported back to Student-Staff committees. The External Examiner reports were also summarised for SSCs this year.
CLS:  A very similar process is followed in CLS except we aim to collect feedback from all our modules. Module convenors summarise the feedback and sends this to head of CLS. This feedback is discussed individually with teaching staff and/or at Board of Studies meetings, as appropriate.  We have recently introduced student feedback on clinical placements. Feedback is shared with individual supervising clinicians and generic points raised in our University/NHS Partnership forums.  These forums have also provided input on the SLT programmes.
3. Student-staff committee(s)

Psych: undergrad SSCs meet twice in each of Autumn and Spring terms,  chaired by a lecturer, and any students and staff (including secretarial) who wish to attend are invited. We invite students to submit comments by email to the SSC Chair so input is not confined to the individual reps. Postgrad SSCs meet ad hoc and are chaired by the Prog Director, again any students may attend (this year we invited former MSc students who are now working in the dept). Minutes are posted on Blackboard and actions taken are reported back at next meeting. 
CLS: We have a student/staff meeting each term attended by two representatives from each year (8 BSc and 4 MSc students), member of support and academic  staff. Head of CLS chairs the meetings. Year representatives give verbal reports. Minutes are kept and circulated to staff and students. 
B.
ASSESSMENT

1. Submission and Return of Coursework

Psych: Submission via Blackboard or by handing in to office. Receipts for hard copies, only in case of major pieces of work. Written feedback collected from office. Marks are provided on feedback forms or, where appropriate, in tables (by student number) posted on Blackboard or noticeboards; in some cases via the Tools menu in Blackboard. 
CLS: Students submit one electronic  and one hard copy of most work. Some clinical assignments are submitted in hard copy only.  Students are given written feedback. On all written work and on the clinical practice. Feedback on the clinical work is provided by their supervising clinician. 
2. Feedback mechanisms

Psych: purpose-designed structured feedback forms for all types of coursework. Markers are also provided with the instructions given to students, where relevant. We do not give structured feedback on exams. Individuals who need to resit an exam are offered feedback on their first attempt and advice on how to improve. 
CLS: As in Psychology – structured feedback  which directly relates to the task criteria /learning outcomes students are given with each module description. Comments are also written on students’ ms. No feedback on successful examinations: individual feedback is given to students who are re-sitting. Students re-taking the final clinical examination are given individual tutorials  and additional clinical placements  as well as feedback .
3. Mechanisms for moderation of marks

Psych: Moderation is applied to Part 2 and 3 exams, and to Part 3 coursework. Some work is independently double-marked. Third-year coursework is moderated. We follow University guidelines on moderation.
CLS: As in Psychology – we follow University guidelines on moderation and second marking. Samples from all examinations and course work are second marked. Each UG SLT student does one practical clinical examination and each PGR SLT student, two. There are two examiners at each examination, all of whom are qualified SLTs.  We involve NHS SLTs in the examination process, all of whom will have participated in our training in examining. Each student is examined by at least one member of University staff.
4. Policy on anonymous marking

Psych: All third-year coursework is anonymously marked. 
CLS: All student coursework and examinations are anonymised for marking with the exception of BSc final year dissertations and MSc final year Advanced Clinical Studies.  Obviously, clinical examinations are not anonymous. 
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
	Psychology
Dr E Gaffan
BSc Psych, Psych Mental & Physical Health, Psych Childhood & Ageing, Psych/Biol; BA Psych/Phil
December, March, June, September
Dr P Beaman, Dr L Butler, Dr E Farran, Dr C Houston-Price, Dr E McSorley, Dr L Tranter, Dr M Williams, Mrs T Young

December, March, June, September


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	MScs in Psychology
Dr G Schafer
MSc Research  Meths in Psychology, Psych of Early Devel, Devel Psychopathol, Clin Aspects of Cognition
Dr J Ellis, Prof P Cooper, Dr L Butler
January, November (typical)


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Evidence-Based Psychological Treatments
Dr C Steel
Cert and Dip in Evidence-Based Psych Treatments
Prof R Shafran, Dr P Fearon, Dr E Gaffan, rep of Berks Healthcare NHS Foundation Trust
Not yet fully running, progs start 2008


	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Clinical Language Sciences
Prof. S Edwards
BSc and MSc Speech and Language Therapy 
Prof. Saddy, Drs. Stojanovik, Marinis, Loucas, Ward, Salis, Messdames Fairfield, Biddle.
November; January / February (typically]


2. Other Teaching and Learning Committees
Psych: Annual meeting of all Psychology staff, either Teaching Review in September, or Curriculum Review in March.  Five Psychology Teaching Groups, May/June

CLS: Meeting each term to review teaching; clinical teaching reviewed once a year. IN addition, academic and clinical teaching is reviewed by the University /NHS Partnership forums (annually) and a report is presented for review at the biannual review of the programmes conducted by the South Central Strategic Health Authority.  Annual away days are held to review a) academic teaching and b) clinical teaching – usually first week of summer vacation. 
3. External Examiners

Psych: EEs scrutinise papers by email.  They do not meet students. Samples of third-year extended essays and project reports are sent to them, all other papers reviewed on site. Psychology EE reports are responded to by the School DTL. 
CLS:  EEs are sent a representative sample of all course work and all examinations. Further papers may be viewed on site during their visit(s).  Responses to EE reports are drafted by head of CLS and sent by either the School DTL or head of CLS.  EEs for language pathology modules also attend a sample of clinical examinations.
4. Professional Accreditation

Psych undergrad programmes: British Psychological Society, by 5-yearly review of programmes including visit to Department, plus intervening reviews of resources by correspondence.

CLS BSc and MSc Speech & Language Therapy: these degrees are recognised and accredited by the Royal College of Speech and Language Therapists and the Health Professions Council. Combination of visits from the professional bodies; form-filling and various paper exercises. Renewal of approval and accreditation is every 5 years.

Person responsible- Susan Edwards

D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
Psych: Documents are on Blackboard. PAR co-ordinator (Senior Tutor) circulates PTs at start of year to remind them of procedures, and surveys staff each term on their contacts with tutees.  PTs also receive copies of CMS assignments completed by their tutees.
CLS:  As with Psychology except that CMS is embedded within each of our programmes.
2. Neglect of work

Psych: through coursework records.  Students with gaps or low marks are called to see the Year Tutor to decide on an action plan, any extensions or remissions needed etc. Written warnings are sent if students do not respond to the above.
CLS:  As in Psychology.
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
	Dr E Gaffan

	CLS Head of Teaching
	Dr T Marinis

	UG Admissions Tutor(s)
	Dr T Riddell, Mrs T Young (Psy), Mrs C Fairfield (CLS)

	Taught PG Admissions Tutor(s)
	Dr G Schafer, Mrs. Fairfield (CLS), Mrs. Billard (CLS)

	Senior Tutors
	Dr M Williams, Mrs T Young

	Examinations Officer
	Dr E McSorley (Psy) Dr V Stojanovik (CLS)

	Learning Technology Co-ordinator
	Dr P Beaman

	Disability representative
	Mrs T Young

	CMS Co-ordinator
	Dr M Williams (Psy)

	Research student Admissions
	Dr C Williams

	Research student Tutor
	Dr L Butler

	Psychology Year Tutors
	Dr P Beaman (1), Dr C Houston-Price (2), Dr E Farran (3)

	CLS Year Tutors BSc
	Dr. Ward (1) Dr. Stojanovik (2) Dr. Loucas (3A), Prof Edwards (3B)

	CLS Year Tutor MSc
	Mrs Fairfield (1) Prof Edwards (2)


	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 








