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

1. Peer Review system

On the IFP tutors are paired and observe each other’s lessons once a year.  These pairings have taken various forms , from tutors teaching similar subjects being paired to cross curricula pairings, such as English and Physics, as well as newer and longer serving tutors observing each other.   There are advantages and disadvantages to these pairings.  Tutors are asked to complete the University paper work with respect to the peer review after a debriefing meeting.    Points of general interest are subtracted from the forms which are submitted after the reviews have been completed.  These are disseminated to the whole group in a written report.  Points raised include issues such as IT support for lessons, the special demands of international students and the need to be kept up to date with pedagogical developments in the tutors’ own field.  These issues may be dealt with in Staff Development session or through other actions.  

The experience appears to be overwhelmingly positive for tutors, all taking something away from the experience.  However, tutors who have been with the programme for a long time are finding the peer review scheme rather repetitive now and we are seeking to find ways to reinvigorate it through ideas such as making student behaviour the focus of the observation or arranging to make observation pairings with different schools to get a taste of what they are doing.  
2. Module and programme evaluation

Students are asked to comment on individual modules as well as the programme as a whole in a questionnaire which is distributed in the Spring Term each year.  This questionnaire was originally deployed at the end of the programme, but feedback from our Student-staff Committee suggested that the students  wanted to see responses to the feedback they had provided before they left the programme;  hence the earlier distribution of our feedback questionnaire.  Any action taken as a result of the questionnaire is transmitted to our students through the Student-staff Committee.  
The responses to the individual module questionnaires are distributed to each of the module tutors and their convenors.  The outcomes form the basis of the annual module review meeting between each tutor and convenor.  A report is written for each module and submitted to the Director who compiles a comprehensive report for consideration by the Board of Studies.  
Modules and the programme may also be discussed in our twice termly tutor meetings as well as in the Board of Studies.  The Board of Studies comprises the module tutors and convenors from all the participating University Schools/departments.  In addition to monitoring the effectiveness of our modules and the programme delivery in ensuring that suitable students reach their destination departments, students are tracked as they progress through their degrees which is another form of module and programme evaluation.

Tracking its former students as they progress through to graduation, the project has focused on the adequacy of the Programme’s provision in four main areas:

· Module content, teaching and assessment

· Academic skills development

· English language development

· Pastoral and Academic support systems. 

The ongoing evaluation of IFP provision in these areas has resulted in modifications being made where necessary, to enhance the quality of the Programme’s content and delivery.  Feedback gathered from students and academic staff in key destination departments has enabled the project to identify areas in which the Programme has been successful as well as highlighting areas for improvement. The Project continues to monitor and evaluate the impact of enhancements made to the Programme.   

3. Student-staff committee(s)
The IFP has an active Student-staff committee. The IFP staff is represented by the Director, the Senior Tutor, the Course Tutors and the Programme’s team of Personal Tutors. The permanent staff members are the chair of the Committee, Dr Elisabeth Wilding, and the secretary, Mrs Shirly Challis. Nominations for student members are solicited at the beginning of the academic year and student representatives serve a one-year term: the length of the IFP programme. Student representatives have experience of a variety of IFP modules and come from a range of nationalities.  In the academic year 2007/08 the committee has fourteen student members. Students are encouraged to take the StARs training offered by the Students Union: this year, for example a training session for IFP students was organised for November 2007. 

Formal meetings take place once each term and are always chaired by a student committee member.  Support and/or training is made available for students who require help with the role of chair. There may also be interim meetings for sub-committees as the need arises. Minutes of these meetings are taken by the secretary and are distributed to all SSC members for comment. They are also made available on the IFP Blackboard site, which is available to all students. 
Student recommendations for action through the SSC are carefully considered and feedback on actions taken is always provided at subsequent meetings. Changes that have been made in recent years as a result of student recommendations have included:

· Coordinating coursework submission dates and distribution of workload

· Distributing the Student Questionnaire earlier in the year so that current students can benefit from any changes resulting from their responses.

· Drawing the attention of the Accommodation Office and hall wardens to accommodation-related concerns

· Making alterations to the induction programme 

The work of the SSC is made known to the wider student body by the student members themselves, through the IFP Newsletter and through material distributed during Welcome Week. The minutes of each meeting are distributed to all students via Blackboard.
B.
ASSESSMENT

1. Submission and Return of Coursework

Students submit assessed coursework to their individual tutors in class time, handing it in with a coversheet with has a fold down flap to cover the student’s name and also a statement regarding plagiarism which students are required to tick.  This coversheet is available on the IFP Blackboard site.  Coursework is returned in class time with a completed feedback sheet giving grades and comments to students.  Students are able to drop in or make an appointment with their tutor to discuss this feedback in more detail during a surgery hour.  The feedback sheet is printed on yellow paper as this colour is recommended for dyslexic students.  
2. Feedback mechanisms

The IFP has three separate Feedback sheets: Sciences, Social Sciences and Languages.  These have been specifically designed for our purposes and provide feedback within the context of grade descriptors and assessment criteria.  In addition to providing an overall mark which is comprised of scores on separate skills, tutors give detailed constructive feedback in writing.  In the case where two or more markers are teaching a specific module, peer moderation of marking is put into practice. 
Our examinations come at the end of the academic year and the end of the IFP year.  For students who qualify for their degree at the first attempt there is usually no call for feedback.  They can however if they wish contact their module tutor for feedback after the results have been published should this be required.  This feedback would normally be of a general nature and might involve permitting a student sight of his or her script in order to discuss examination performance.   It is not however normally expected that students would routinely be permitted access to their scripts which is ion line with the university policy of not giving students’ access to their examination scripts. .

For students who fail to qualify for their degrees at first attempt, re-sit revision classes are held in the week immediately following the publication of the results.  At these classes students are given both generic and individual feedback in order to help them better prepare for the re-sit examinations which take place in September each year. 
3. Mechanisms for moderation of marks

All summative coursework and examinations are moderated by the convenor for that module..
4. Policy on anonymous marking

When essay-based coursework forms part of summative assessment, students are provided with a coversheet for the submission of summative coursework which has a fold down flap to cover the students name in order to allow for anonymous marking.   Students are instructed not to put their name on any of the pages of the assignment.  However, in some modules such as Chemistry and Physics, practical work in the laboratory forms part of on-going summative assessment and in these cases it is not possible for anonymous marking to take place.  The same procedure is used in departmental examinations which form part of summative assessment, tutors marking papers by number and only after moderation are the names revealed.   
C.
PROGRAMME MANAGEMENT

1. Boards of Studies

	Board of Studies
Chair
Programmes
Memberships
Number and timing of meetings per year

	Board of Studies to the IFP. 

Dr P Glaister
All IFP Modules 
CIFP Academic  Staff:

Mrs Frances Russell (Director)

Mrs A Fava-Verde (Course Tutor)
Mr A Manning (Senior Academic Tutor)
Ms C Nukui  (Senior Tutor)
Mr L Rogers (Course Tutor)
Dr E Wilding (Course Tutor)
IFP Module Tutors:  14

IFP Module Convenors:  9  

The Board meets twice in the Autumn Term  and once in the Summer term.  There is a reserve meeting in the Spring term.

	
	


2. Other Teaching and Learning Committees
The IFP has no permanent Teaching and Learning Committees.  Rather ad hoc working groups are established as the need arises.  One such group undertook a review of assessment procedures.  Another revised our grade descriptors and the feedback form we use  for coursework and examinations in order to provide more transparent and consistent feedback to our students. .
3. External Examiners

There are three External Examiners; one for Social Science subjects, one for Science subjects and one for language and academic skills.  The Examiners are involved in the programme in a number of ways.  Draft examination papers are sent to the externals for comment and approval in the spring term.  The External Examiners provide feedback on these papers in either a written or verbal form.  In addition, a sample of summative coursework for each module is sent to the External Examiners in the early part of the summer term for which they provide feedback at the External Examiners’ Meeting held later in the term.  
On the day of the External Examiners’ meeting, the External Examiners spend the morning on site scrutinising examination scripts. They are also provided with an analysis of results for each module and a comparative analysis of results from previous years in order to better inform their perusal of the examination scripts.  At the Programme Examiners’ Meeting which takes place on the afternoon of this on-site scrutiny, all the Externals Examiners are invited to give an interim verbal report on what they have observed and there is the opportunity for the module tutors to respond.  This verbal report is followed by the submission of a written report by all the External Examiners to which the Director responds.  Issues raised are dealt with at the next Board of Studies to the IFP meeting.  
4. Professional Accreditation

N/A
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
We are not directly involved in Personal Development Planning but use adapted paper work from the former PAR scheme in addition to our own forms.   We also have a supporting Blackboard Site. Students  receive folders and Personal Tutors’ have a handbook to guide them through our Personal Tutoring System.  
The Senior Tutor attends the meetings for all Senior Tutors and is aware of the piloting of the i-Learn scheme and the change in the PAR scheme as well as the possible move to electronic as opposed to paper based folders.    
2. Neglect of work
Attendance is monitored on a weekly basis on the IFP and students may be asked to explain absences which go beyond the norm.  Students who reach absences of 15% are sent a pre-warning letter by their Personal Tutor advising them of their academic responsibilities.  Students who continue to miss classes and have absences of 20% or over are asked to see the IFP Director and Senior Tutor.  At this meeting reasons for the high level of absenteeism are sought and students may be referred to sources of help such as the Counselling Service.  If, however, there seems to be no good reason for the absences, the student will be given a formal written warning.  Two copies of this letter are sent to the student and they are asked to sign and return one copy.  This formal warning gives students two weeks in which to demonstrate exemplary attendance.  

If there are unexplained absences during this period, the student will be asked to see the Senior Tutor of the Faculty of Economics and Social Sciences and may be issued with a formal Faculty Neglect of Work Warning.     
From this point on, the student’s attendance will be monitored by the Senior Tutor rather  then the student’s Personal Tutor and any recurrence of unexplained absences may result in a meeting with the Faculty Senior Tutor and/or  the student being referred to the University Board of Teaching and Learning. 

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
	Mrs E.F. Russell  e.f.russell@rdg.ac.uk

	UG Admissions Tutor(s)
	Mrs E.F. Russell

	Taught PG Admissions Tutor(s)
	n/a

	Senior Tutor
	Ms Clare Nukui  c.g.nukui@rdg.ac.uk

	Examinations Officer
	Mr Anthony Manning  a. manning @rdg.ac.uk

	Learning Technology Co-ordinator
	Dr Elisabeth  Wilding  e.a.wilding@rdg.ac.uk

	Disability representative
	Ms Clare Nukui

	CMS Co-ordinator
	n/a

	Senior Academic Tutor
	Mr Anthony Manning

	
	

	
	


	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, and 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 quantitative 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 employer’s 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 








