The College of Estate Management

/ School of Construction Management and Engineering
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

The College is a distance teaching institution and as such does not have a peer review system in the same form as the University. Its teaching is delivered through its study materials which are reviewed annually both by the lead tutors in a subject area and members of subject advisory committees. These committees are established for specific subjects or disciplines to keep the materials under review. Additionally annual Course Reviews are followed by Course Content Reviews through which changes required to materials are identified, discussed and actioned for the following year.
2. Module and programme evaluation

College courses and programmes are kept under constant review. There is a formal annual course review meeting approximately 2 months into each new course. The standard agenda is:

· Introduction and summary by the Chair, including apologies

· Minutes of last meeting

· Actions outstanding from the last meeting 

· Review of past year - Course Director/Course Administrator written report

· Introduction

· Key events during the session

· Applications and admissions

· Progression & statistics
· Module evaluation (including study issues arising during the year) 

· Course evaluation (including students feedback)

· External input

· Teaching and learning (may be covered under Agenda item below)

· Accreditation

· Action points

· Marketing review, including prospectus

· Teaching and Learning commentary

· Future developments – Course Director’s proposals - followed by discussion

· Conclusion

Student feedback is collected through questionnaires targeting specific issues and forums set up within Blackboard to allow students to raise issues and make comments. Students may also feedback to staff during face to face sessions held in the UK and overseas. 

Feedback to students on actions taken as a result of the various review forums is channelled through Blackboard.

Outcomes from the Course review feed into the Course Content Review meeting (see A1 above) and to either the undergraduate or postgraduate board of study as appropriate. Specific teaching and learning issues are directed to the College’s teaching and learning committee.

3. Student-staff committee(s)

Due to the remote nature of its global student body, the College does not have a formal staff-student committee. Students are represented on various committees within the College such as Subject Advisory Committees and the Teaching and Learning Committee. The College is currently exploring extending student representation in other areas.
B.
ASSESSMENT

1. Submission and Return of Coursework

All assignments are set with a due date for submission. A student may request an extension to this date on some courses. Other courses operate a system of capping only.  The rules covering extensions vary between courses and standardising these is currently being examined.

College students may submit their coursework either by post or online. If submitted online the work is printed at the College and the paper copy (posted or online) is collected within the College’s dedicated assignment unit. Submission is recorded on the records system before the scripts are mailed to markers, who may be internal or external. The same unit keeps a check on return dates and chases markers after 14 days. Marked scripts are returned to the assignment unit where they are recorded as returned and the mark entered on the student record. The script is then mailed back to the student with the mark and feedback (see B2 below).
All assignments are single marked unless subject to monitoring. Dissertations and projects are double marked, and when necessary, triple marked.

Monitoring of external tutors is not systematically carried out, however a sample of tutors are checked each year to ensure that they are marking to the right standard, are providing constructive feedback and their turnaround time is acceptable.

2. Feedback mechanisms

Feedback on submitted coursework is a cornerstone of distance education. Conventionally handwritten feedback has been given to students on their scripts with summary comments, guidance on where marks are lost and advice for future improvement provided on the front cover sheet. The College is currently moving to a standard system whereby handwritten comments continue to be entered on the script but the guidance provided on the cover sheet is typed by the marker into a standard form which is emailed by the College to the student with their mark. This ensures both a swifter response to students and provides a permanent record of feedback given.
In respect of examinations, the College has not traditionally given feedback to each student. Students may request feedback on an individual basis in which case the examination script is passed to an internal tutor who provides written comment. The College’s marking procedure does require written comment from each marker on the standard of answers to each exam question and the College is currently considering how best these comments may be combined into a single set of examination feedback to all students. This would not necessarily replace a student’s right for feedback if they have failed.
3. Mechanisms for moderation of marks

The College has a very well developed system for moderation of examination results. Once all the scripts are marked the marks are analysed by question, by marker and by location. This is sent to the internal tutor responsible for a module who may moderate scores and adjust values up or down. These are then entered into the record system for presentation at the results meeting.

In respect of assignments the priority has been to return the script to the student as quickly as possible. In consequence no direct intervention has taken place unless there is specific need (such as a tutor failing to complete their marking as required). The need to moderate assignments is recognised and the move to online feedback is a first step towards this. The mechanism for achieving this is currently being considered by the College’s teaching and learning committee.
4. Policy on anonymous marking

All examination scripts are marked anonymously with the student identified only by a candidate number which changes annually. All assignments, projects and dissertations carry the student’s name. Although the College recognises the potential desirability of anonymous marking its reasons for not adopting this are:

· The need to turn round assignments quickly without having to cross reference names with codes,
· The value on some courses for the marking tutor to know about a student’s location and employment circumstances during marking,

· The fact that tutors rarely gain the level of personal involvement with a distance learning student that may exist between lecturers and full-time students.

C.
PROGRAMME MANAGEMENT

1. Boards of Studies

	Board of Studies

Chair

Programmes

Memberships

Number / timing of meetings per year
	CEM Undergraduate Board of Studies
Mr Paul Batho, Director of Studies
Diploma in Surveying Practice (CEM)
BSc in Estate Management

BSc in Building Surveying

BSc in Quantity Surveying

BSc in Construction Management

BSc in Property Management

Principal

Director of Business Development

Director of Academic Support
Director of Knowledge Presentation
Director of Teaching and Learning

Course Directors

Module tutors
Examinations Officer

Admissions Officer

Course Admin?
Twice annually (in spring and autumn)


	Board of Studies

Chair

Programmes

Memberships

Number / timing of meetings per year
	CEM Postgraduate Board of Studies

Mr Paul Batho, Director of Studies

Diploma in Arbitration / Adjudication (CEM)

Diploma in Shopping Centre Management (CEM)

PG Diploma in Project Management

PG / MSc in Surveying

PG / MSc in Facilities Management

PG / MSc in Conservation of the Historic Environment

PG / MSc in Property Investment

MSc in Real Estate
MBA in Construction and Real Estate
Principal

Director of Business Development

Director of Academic Support
Director of Knowledge Presentation
Director of Teaching and Learning

Course Directors

Module tutors
Examinations Officer

Admissions Officer

Course Admin?
Twice annually (in spring and autumn)


2. Other Teaching and Learning Committees
The College has a Teaching and Learning Committee. The Committee keeps under review the teaching and learning strategy for the College. Its function is to guide the Board of Studies, course teams and College staff on matters relating to teaching and learning policy and strategy; and to promote, encourage and coordinate continuous improvement in distance teaching and learning practice. The membership of the committee is:
· Director of Teaching and Learning (chair);

· Three nominees from internal course tutors;

· One nominee from course administrators;

· One nominee from external course tutors;

· One nominee from the current student body;

· Academic Training and Support Manager;

· Instructional Designer;

· Examinations Officer.

The committee reports to:

· To the appropriate College Boards of Studies on specific matters referred to the committee; 

· To the Education and Research Committee(sub-committee of the College Board) on the activities of the committee.
3. External Examiners

Each programme has two External Examiners; one practitioner and one academic.  Each external is sent a full copy the course study material at the beginning of each academic year.  Examination papers are scrutinised through post following an internal meeting.  Comments are fed back to examiners and the External is given feedback on whether comments have been acted upon and if not, why not.

Examination scripts are available for scrutiny on site or in special circumstances can be sent by post.  All scripts are looked at during the Examination results Board and comments from External Examiners considered.
Currently, due to the nature of the course, students are not invited to attend the Examination Boards.

Reports are responded to by the Course Director.
4. Professional Accreditation

College courses are accredited by a range of UK and International professional bodies. 
These are:

· Royal Institution of Chartered Surveyors

· Hong Kong Institute of Surveyors

· Chartered Institute of Building

· Chartered Institute of Arbitrators

· Singapore Institute of Surveyors and Valuers

· Board of Quantity Surveyors Malaysia
· British Council of Shopping Centres

· British Institute of Facilities Managers

· Institute of Historic Building Conservation

· Institute of Professional Auctioneers and Valuers

· Investment Property Forum

Accreditation may be established through partnership agreement, panel visit or interview and may be for a fixed term or continuous period. The course directors are the primary link with the professions. Staff are also represented on committees within individual bodies. Reports are submitted in line with individual requirements.

D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
The College does not participate in Personal Development Planning. All its students are returning to study from the workplace and may be involved with employer’s training schemes or training schemes implemented for membership of a professional body. The College will provide career guidance when requested.
Each course has one or more course administrators who are responsible, amongst others matters, for the support, guidance and counselling of students. They act as the first line point of contact for all aspects of course issues.

2. Neglect of work

College and course rules are set out in the handbook issued for each course. Where applicable these refer students to the University rules and regulations.
Students failing to submit coursework are contacted by course administrators and counselling offered as appropriate. As indicated at B1 students may request an extension of time or may submit a mitigating circumstances form. The form may be submitted for assignments or examinations.

Scripts of students who are given a fail mark in assignments are sent to internal tutors for scrutiny and comment before being returned to students. Tutors may direct students to appropriate sections of the Study Skills advice resource where guidance on a range of matters from preparing for distance study through to writing assignments and answering exam questions is provided.

Cases of plagiarism are identified through spot checks or by marking tutors. The College is currently considering alternative plagiarism software for implementation. When plagiarism is identified the script(s) is referred to the module tutor in the first instance and may be referred on to the course director or Committee on Academic Misconduct in more serious cases. Students are sent one of a range of standard letters by the course administrator depending on the nature and severity of the offence.
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
	Bill McNeill

	UG Admissions Tutor(s)
	Pauline Makepeace

	Taught PG Admissions Tutor(s)
	Individual PG course directors

	Senior Tutor
	Paul Batho (Director of Studies)

	Examinations Officer
	Emma Jones

	Learning Technology Co-ordinator
	Sarah Slevin

	Disability representative
	Emma Jones

	CMS Co-ordinator
	None

	Assignments Officer
	Carole Fogg

	Senior Course Administrator
	Jane Fawkes (Academic Training and Support Manager)

	
	


	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 


