Institute of Education (IoE)
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

The system for peer observation of teaching is based upon a free choice based around either existing team teaching arrangements or a reciprocal observation of a colleague.  Observations of teaching are conducted annually for experienced lecturers.  For new and / or inexperienced lecturers, observations can be carried out more frequently, depending on need.  Details remain confidential to those involved, however the IoE is reviewing this to enable further sharing of good practice.
Peer review of assessment takes place through moderation of marking of assignments, followed by discussion  between the tutors involved.  Further discussions occur at programme tutors meetings. 
As most IoE modules are generally programme specific, peer reviews of module guides occur within tutor meetings. 
2. Module and programme evaluation

Regular, at least termly, tutor meetings ensure discussions about all aspects of the programme.   Module evaluation, usually in the form of questionnaires, are provided at the end of each module and cover five core topic areas - Content and structure, Assessment and feedback, Style and quality of delivery, Student involvement and Resources.  Some questionnaires are completed via BlackBoard.  
Tutors analyse and respond to the results and feedback to the programme director, to feed into the annual report.  For example, Secondary PGCE professional studies component is fed back to trainees in a session and results are sent to individual schools.   Students on the same  programmes in the following year are informed about how student feedback has impacted provision.
Many IoE students maintain a Professional Development Portfolio, in which they reflect on the impact of the programme on their learning; these reflections inform the feedback they give to the programme staff.

Termly staff student consultative committee meetings are held. The minutes of these are available to all students on the programme, are passed to the Director of Teaching and Learning and are discussed at programme meetings.
As school placements are an integral part of ITT programmes, University tutors, mentors and students evaluate placement schools, with the results of the evaluations fed back to Directors of programmes.  School mentors and ITT co-ordinators evaluate university provision, the results of which are reported at tutor meetings and, as do the results of all evaluations, inform the annual report, written by the programme Director.   
School.  Local Authority and student representatives sit on Steering Groups (equivalent to an employers’ forum).  Further programme evaluations are sought from employers through questionnaires.  Primary ITT follow up students after one and two years in teaching; they are encouraged to comment on and make recommendations for the current and future provision.  EYPS follow up after completion of the  work-based programme.  During this academic year, some Masters programmes have provided additional on line questionnaires to evaluate the impact of modules on professional practice, schools and the children and young people.  Comments from Steering groups are fed into Boards of Study.
Boards of Studies receive the Director’s  Annual Programme Report, informed by both quantitative and qualitative information.  Annual Reports inform Action Plans to address issues. ;Boards evaluate their programmes through these action plans at each meeting, usually termly
Each programme has at least one external examiner, with subject options usually having their own too.  Externals’ reports feed into tutor meetings and the annual report.  They are also analysed by the DTL to consider implications for the IoE 
Example from the Graduate Teacher Programme Evaluation Cycle

The various aspects of the GTP ITT provision are systematically monitored and evaluated as follows:
	Primary Programme (each cohort)

	Point in 

Programme:
	Evaluation completed 

by:
	Focus of Evaluation:
	Outcomes:



	After Core Curriculum Training
	Trainees
	Quality of centre-based training in Foundation Subjects
	Inform Course development Plans and provide feedback to presenting tutors

	After Foundation Studies Training
	Trainees
	Quality of centre-based training in Foundation Subjects
	Inform Course development Plans and provide feedback to presenting tutors

	After Final Assessment
	Trainees
	Quality of school provision, training and support, quality of Personal Tutor support, overall satisfaction with the GTP Programme
	Inform School Profiles and future approval as training school.  Inform Mentor and Personal Tutor Training and Course development plans

	After Final Assessment
	Personal Tutors
	Quality of school provision, training and support
	Inform School Profiles and future approval as training school.  Inform Mentor Training and support given during Personal Tutor Visits 

	After Final Assessment
	School Mentors and GTP Co-ordinators
	Overall satisfaction with the GTP Programme, including support from Management Team and Personal Tutors
	Inform Course development plans, documentation and roles of key individuals


	Secondary Programme (each cohort)

	Point in 

Programme:
	Evaluation completed 

by:
	Focus of Evaluation:
	Outcomes:



	After Subject Method  Training
	Trainees
	Quality of centre-based training in Subject Method
	Inform Course development Plans and provide feedback to presenting tutors

	After Final Assessment
	Trainees
	Quality of school provision, training and support, quality of Personal Tutor support, overall satisfaction with the GTP Programme
	Inform School Profiles and future approval as training school.  Inform Mentor and Personal Tutor Training and Course development plans

	After Final Assessment
	Personal Tutors
	Quality of school provision, training and support
	Inform School Profiles and future approval as training school.  Inform Mentor Training and support given during Personal Tutor Visits 

	After Final Assessment
	School Mentors and GTP Co-ordinators
	Overall satisfaction with the GTP Programme, including support from Management Team and Personal Tutors
	Inform Course development plans, documentation and roles of key individuals

	In all cases, the analysed outcomes of the evaluations will be discussed at the GTP Management Group meetings and Board of Studies and, as appropriate, shared with other stakeholders such as Personal Tutors (via staff meetings), school-based Mentors and GTP Co-ordinators (via GTP Matters mailings, training and development sessions, Quality Assurance Visits), GTP Steering Group.



3. Student-staff committee(s)
Each programme has a student staff committee: the composition of these depend upon the needs of the programme. Most of the committees take place termly.  Some are chaired and minuted by the students, whereas others are chaired by programme Directors.  Minutes are made available to students following a meeting, for example, via a noticeboard or BlackBoard, are discussed at programme tutors’ meetings and pertinent points are passed to BoS.   The Director of Teaching and Learning receives a copy of minutes.
IoE encourage all their StARs to undertake the training offered by the Students Union

for example:
Secondary PGCE
: The group consists of representatives from each professional studies group and so a cross section of subject options.
GTP: 1 primary and 1 secondary trainee representative
PGCE Primary: Consists of 2 representatives from each pathway (Early Years and KS2), plus one from the French pathway
MA T&L and MA IE: The student members are volunteers
FD: There is a student staff committee at each associate college and representatives sit on the IoE BoS

BA(CDL): Staff meet student representatives termly

TAEDS  The committee meets once a term.  Each of the three cohorts of students provides two representatives to the committee who report back to their cohorts and also act as advocates for their respective cohorts.  It is open to core members of staff (currently numbering 3).  The Chair rotates between staff and students.  Minutes are held by the Programme Director and are distributed to members of the committee.

B.
ASSESSMENT

1. Submission and Return of Coursework

All assignments are submitted to either named administrators or module tutors.  Each assignment requires a signed cover sheet stating authorship and word length.   Most programmes use a standard form for submission of coursework .  Two copies of the assignment are required; students are allowed to submit an electronic copy (this is being encouraged) but at least one hard copy. A signed receipt is given. 
Return of the assignments with result varies with the programme.  For example: 

MA T&L and MA IE from the administrator’s office.  With the majority of students being part-time, they are notified of the module results by email and may have their assignments returned by post.
Secondary PGCE
: obtain their feedback directly from tutors
BA(CDL): Feedback/results are issued by the tutor and discussed individually.
GTP:.  Written feedback by handing out or post (Primary) or email (Secondary)
MA (music Education): Results and summary comments communicated via MA course template and returned to students at individual tutorial.  
FD: coursework is submitted and returned within associate colleges

TAEDS:  Students hand in written coursework to the Education administrator’s office and are given a receipt.  As of academic year 2007-08 students are, in addition, required to submit an electronic copy of essays (not log books) to the Education administrator.  Work is collected from the module convenor/lead tutor and, in many cases, a brief tutorial is provided to discuss the mark and feedback.

2. Feedback mechanisms

Many IoE programmes are assessed through coursework and demonstration of practical skills.  Those modules that set written examinations  provide feedback on request through the a tutorial.
For coursework, standard feedback sheets are used by most programmes, differentiated according to whether the module is H or M level; tutors write onto these.   Most of these include space for both structured feedback and a target for improvement (linked to either academic or professional work).

Some modules schedule formal feedback / revision lectures in addition to individual written feedback. For example, Secondary PGCE music provide feedback electronically to students, through formative annotations on the script.  Results and summary comments are then communicated via a PGCE template and returned to students at individual tutorials.  

Different feedback sheets are provided  for feedback on practice in schools and necessarily relate to national Standards. Feedback indicates strengths and targets for improvement. 
Most IoE students are required to collate feedback sheets within their PDP

It is understood that timing of feedback should be given to students at time the assignment set (at the latest).  The IoE is working towards all return dates being stated within handbook  module details. 

3. Mechanisms for moderation of marks
Moderation procedures are published in programme handbooks.  Usually, first markers select ~10% of assignments across the range of grades for moderation.  For example:

Within the Secondary PGCE, a sample of all assignments are second marked within subject areas and then a selection is moderated by the head of Subject Methods. Some modules, mainly involving research projects, have established moderation panels to ensure consistency and equity.
On the MA T&L and MA IE, the sample is parallel double marked.  This means that neither marker is aware of the other marker’s grades or comments. After this process, markers meet to discuss and reconcile any discrepancies.  Where discrepancies cannot be reconciled, a third marker is appointed and a further round of discussions is held.  
On the BAEd student dissertations in the final year are all second marked with samples also seen by the directors.
On the FD all modules second mark a sample, with specific modules being selected to be cross-moderated between colleges and the IoE Director being involved in at least one of these moderations.
For TAEDS   For written work, a representative sample of work is marked by the second marker.  For theatre production work or school visits, in most cases all performances/sessions are second marked.  In some modules a representative sample will be second marked but this will involve all students being seen.  For continuous practical assessment – supervision of production-based modules or education modules involves a large degree of team teaching and therefore second marking.

External examiners are informed that marks have been internally moderated and are sent a sample from these.
Final school experience assessments are moderated through a tripartite meeting.  A sample of about 10%  of School Experience assessment is further moderated by mentors, tutors and external examiners.
There is an examiners' meeting during which a sample of scripts representing the full range of marks, including any which are borderline, is second marked, and a final mark is then agreed after discussion between the examiners.
4. Policy on anonymous marking

BAEd examinations, administered locally. are anonymously marked.
As coursework is also a  formative learning experiences, closely related to practice in school. anonymous marking is less appropriate. Coursework may be marked anonymously, such as Masters Music Education, and BA(CDL).    Some programmes give students a choice, such as Primary PGCE and BAEd; in these cases, work is marked and feedback provided before assessment is fed onto a named sheet, in order to allow appropriate professional follow up.
It is not possible to anonymously mark final year dissertations  for BAEd, BA(CDL), FD and PGCE, since the nature of the research varies for each student and the first marker has to be the supervising tutor due to specialist knowledge.  Similarly, as all assignments for the modular MA programme are individually negotiated to meet professional needs and contexts, anonymous marking is not appropriate or practical.  
Anonymous marking is not adhered to on the TAEDS Programme as continuous practical assessment (a large percentage of student assessment) involves the students being observed.  The exception to this rule resides in marking of TAEDS Part 3 Dissertations.  These are currently all second marked anonymously by an external second marker who is not part of the teaching team and therefore does not know the students.

C.
PROGRAMME MANAGEMENT

1. Boards of Studies

All Boards, except the Advanced taught programmes and TAEDS BoS, meet each term to provide an oversight of the development of the programme and associated quality management
Minutes of Initial Teacher Training and Employment Based Programmes Boards of Studies are sent to an Institute Board, which discusses common issues.  These minutes are sent to the Faculty Office.  Other minutes are sent directly to the Faculty Office to be reported at the appropriate committee.
	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Secondary PGCE

Director Secondary PGCE

Secondary PGCE

Director Secondary PGCE

Head Professional Studies

Subject Method Co-ordinator

Head of The Institute of Education

Director of Teaching and Learning

Chair Steering Group

Chair Staff Student Committee 

Board meets once per term

	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Board of Studies/Steering Group

Winston Brookes

Graduate Teacher Programme

Winston Brookes 
Director GTP

Margaret Perkins

Assistant Director GTP 

Liz Smith

GTP Administrator

Andy Kempe

PGCE Secondary Rep 

Jill Scott


Hampshire LA

Patricia Opalko

Primary ITTC0

Adam Taylor

former GTP Trainee

Leslie Semper

former GTP Trainee

Sapna Choudrie

Primary Trainee

Melanie Sartore

Secondary Trainee

Margaret Shortall
Secondary ITTCo

Sandy Crocker

Hampshire LA

Lionel Warner

Assistant Director GTP

James Taylor

former GTP trainee

Lisa Munga

Reading LA

Termly – mid term

	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Employment-based Programmes

Director of Teaching and Learning

Foundation Degree CDL

BA CDL

EYPS

Director of Teaching and Learning

Director of BA

Project Manager of EYPS

College leaderss for Foundation Degrees

Student Reps from each year of each programme

Board meets once per term

	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Board of Studies for Primary ITT
Audrey Gregory

Primary PGCE, BA(Ed)
Directors and Assistant Directors, 
Taught programme tutors
Student representatives
3 times per year

	

	All the above feed into
Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Board for ITT and EBP programmes

Director of Teaching and Learning

All above

The Head of the Institute of Education 

:  

The Institute Director of Teaching and Learning 
:  

Chair of the Quality Management and 

Enhancement Sub-Committee 


Chairs of the ITT Partnership Steering Groups
Chair of EYPS Steering Group 
ITT Programme Directors







:  Director of Foundation Degrees

Director of BA(CDL)





Director of EYPS






Institute Learning Technology Co-ordinator 

Institute International and European 

Dimension Co-ordinator 




Bulmershe Library representative




IT Services representative 
Three representatives from Local Authorities

Three , termly

	
	

	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Advanced taught programmes

Prof Andy Goodwyn

MA:  T&L, IE, ME, OPM, ELE; MSc: MSI

Course leaders MA:  T&L, IE, ME, OPM, ELE; MSc: MSI + HoI)

Annually Autumn term

	Board of Studies
Chair
Programmes
Memberships
Number and timing of meetings per year
	Theatre Arts, Education & Deaf Studies

Simon Floodgate

TAEDS BA (Hons)

Dr Julia Boorman (staff)

Jane Boyd (staff)

Simon Spencer 

Annie McKean

Graham Sheppard

Dr Martin Parsons

Currently two per year.  Autumn term and start of

Summer term.  


2. Other Teaching and Learning Committees
Please see Appendix One
3. External Examiners

Involvement  by Externals is programme specific and examples are given below. All programmes  respond to their own Externals external examiners and a copy is sent to IoE office and then to Faculty.  These responses are incorporated into annual programme reports with associated action plans.
BA(CDL): 
· Course information sent in November.

· Sample of student work sent in March and June 

· Discussions with students and course team in June. 

· Attendance at Final Exam Board in September. 

· Programme Director responds to the Report and incorporates in action plan.

BA(Ed)
· Course information sent in November to Chief external and external for each subject specialism.

· Chief External Examiner visits a sample of final year students in school placements in December
· Samples of Year 4 work are sent in May in preparation for the Part 3 Final Examination Board. These are discussed with staff during the external examiner visit prior to the Board. They may also review papers on site prior to the meeting.

· Samples of Professional assignments are sent to the Chief External Examiner prior to the Part 2 Board. These are discussed on site during the day of the Board and further scrutiny of work takes place. There are also discussions with tutors as appropriate. Subject external examiners scrutinize and discuss samples of Part 2 work during the day of the Part 3 Board.
· The Chief External Examiner attends Part 2 and Part 3 Boards while other external examiners also attend the Part 3 Board.

· The Director responds to the Externals’ reports. Annual reports respond to issues raised by External Examiners. 

GTP
· The GTP Handbook and selected Professional Learning Plans (PLP) are sent to the External Examiner.

· A sample of assignments or tasks are sent to the External Examiner along with mark and/or criteria sheet.

· An updated list of trainees in their Final Term of training is sent to the External Examiner giving indication of achievement against a 4 point scale. 

· Details of schools and trainees to be visited.

· External Examiners visit a sample of trainees in schools at least twice during the academic year, normally in the Spring Term and the Summer Term, when one cohort is completing its training  In most cases the Director of GTP or an Assistant Director will accompany the External Examiner to each school and provide details of the achievements of the trainees to be seen and any problems that the trainees may have encountered in the central training and / or school placement
· The Director responds to the Externals report. Annual reports respond to issues raised by external examiners. 
FD
· Course information sent in November.

· Sample of student work sent in March and June 

· Discussions with students and course team in June. 

· Attendance at Final Exam Board in September. 
· Programme Director responds to the Report and incorporates in action plan
Secondary PGCE
:  External examiners meet students. They visit students in schools and they scrutinise coursework. Each subject tutor responds to their external examiners report. The Director of secondary PGCE responds to the Chief Externals report.   Annual reports respond to issues raised by external examiners. 
Primary PGCE: 

· Course information sent in November for scrutiny.

· Student work sent  in January and May for scrutiny. 

· Visits to school in June, plus discussions with students and course team. 

· Attendance at Final Exam Board. 

· Programme Director responds to their Reports.
MA T&L and MA IE: External Examiners see a range of assignments and dissertations.  These are mailed throughout the year to reduce the burden at the end of an academic year.  They receive all paper work relating to every module in each programme.  They attend the examiners meeting and additionally meet with course teams.  When received the reports of acted upon by the programme teams. 
TAEDS: External Examiners pay two formal visits to the Programme in the course of any one year.  In May they attend Part 3 productions over two nights of performance and also take part in viva voces for these performing groups.  Over this 48 hour period they meet with the Programme Director to agree written assignments to be moderated.  A sample of assignments from agreed modules already marked and second marked are submitted to them at this point along with the spread of marks for the cohort.  Dates are agreed for the submission of work by post for other modules which are agreed for moderation.  In June the examiners attend the Exam Board.  An informal meeting with the team takes place prior to the Board as does a meeting with current students, whose views are expressed confidentially without the presence of any of the staff team.

The examiners are invited to attend the evening’s performance of the 1st Year Production on the same day.  Although there is no formal moderation of this work,  this enables the Examiners to appraise the development of student practical work from Part 1 to Part 3 (having seen Part 3 final productions in May).  The Programme Director formally responds to their reports after consultation with the core teaching team.

4. Professional Accreditation

The IoE  works mainly with the Training Development Agency and Children’s Workforce Development Council, who not only fund programmes but accredit the qualifications achieved.    
Quality and Standards are monitored, and hence accreditation maintained, through inspection by OfSTED or, for CWDC, Formation.  
Accreditation is automatically provided with each new contract for numbers.  The Head of Institute is responsible for the links and, in consultation with DTL, bids for new numbers.  
Secondary PGCE
:  TDA

GTP: TDA

PGCE Primary: TDA
BA(Ed): TDA

FD: CWDC Sector-endorsement
BA(CDL):  CWDC
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning

All undergraduates, EYPS and PGCE students are allocated personal tutors and maintain a Personal Development Portfolio.  Some also maintain an e-portfolio.  The PDP enables students to record an opening position, their career and personal aspirations,  their reflections of their achievements and  learning, their use of transferable skills, set targets and develop professionally.  

This culminates for ITT students in the completion of a Career Entry and Development Profile.
The Masters programmes are complex.  The system of personal tutoring ensures that all registered part-timers maintain contact and discuss their personal programme.  
2. Neglect of work

Rigorous procedures are in place.  The PDP is regularly reviewed by the Personal Tutors and any causes for concern would be identified at this stage.  Regular meetings between the staff involved in the programme also ensures that student progress is clearly monitored and action taken when necessary.  
Individual student files are kept, any issues are recorded in the student’s file and the Programme Director kept informed. Actions are recorded and kept on student files.

Specific forms are in place to be raised by tutors and mentors.   If any student causes concern, student is 

1. Spoken to by personal tutor

2. Student called to meeting with Programme Director or Assistant Director

3. Official letter is sent; DTL is informed

4. Senior Tutor is consulted 

5. Meeting with ST, as appropriate

6. Meeting with DTL, if required

In some cases, as employees they are also potentially subject to school disciplinary procedures.

For the Masters programmes, the programme administrator monitors submission of assignments and alerts the module leader to any problems. 
E. TEACHING AND LEARNING QME ROLES
	School Director of T&L
	Kriss Turner

	UG Admissions Tutor(s)
	Michael Lockwood, Gill Hopper, Nils Franke, Jane Boyd

	Taught PG Admissions Tutor(s)
	Trevor Rayment, Andy Kempe, Sophie Williams, Suzanne Graham, Dominique Medley, Martin Parsons, Yota Dimitriadi, Geoff Tennant, James Garnett, Tony Macfadyen, John Oversby, Helen Bilton, Neil Hall, Winston Brookes, Naz Rassool, Andy Goodwyn, Rhona Stainthorp, Brian Fidler, Brian Richards.

	Senior Tutor
	Tony MacFadyen

	Examinations Officer
	Neil Hall.  Julia Boorman for TAEDS

	Learning Technology Co-ordinator
	Les Honour

	Disability representative
	Brenda Little

	CMS Co-ordinator
	Elizabeth McCrum, Winston Brookes, Helen Bilton, David Harries, Audrey Gregory.  Julia Boorman, Kriss Turner, Amanda Booty

	Heath and Safety Officer
	 Tony MacFadyen

	Institute Administrators
	 Katie Hamilton-Boxall, Sarah Boak
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