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A. EVALUATION OF TEACHING

1. Peer review system

The system adopted in the School of Law is based upon the University Guidelines, and has as its purpose “individual development as part of continuing professional development”. 

It applies to all colleagues and involves “pairings” based on “mutual trust and respect” usually with a peer from this School. The pairing can be module specific or it can transcend the module. Observations are generally reciprocal with the parties reversing roles. Exceptionally (e.g. because of there being overall an odd number of participants or for academic reasons) a tri-partite arrangement may be established (A observes B & C; B observes A & C; C observes A &B).  Pairings are established at the beginning of the autumn term and ideally last for two years initially with the possibility of extending the period to three years if there is academic justification for this. At least one session per year per colleague is observed and a variety of classes are observed over the period of the pairing (e.g. a lecture one year and a tutorial the next). Pairings are established through the School Director of Teaching and Learning (DTL) who records the pairing arrangement. Where there are new members of staff, pairings are if possible arranged between the new member of staff and their mentor/friend. The current balance between existing and new staff has left little scope for colleagues to choose their partner but in principle there is scope for this: when possible, colleagues are asked to nominate 4 colleagues with whom they would like to be paired and the DTL establishes the pairing bearing this in mind. Adjustments to pairings may need to be made to accommodate staff changes. Of late it has been necessary to adjust pairings each year to allow pairing of new staff with a mentor/friend.

The system applies with modifications to graduate teaching assistants (GTAs), sessional and ad hoc teachers. Observations are non-reciprocal (but the GTA, etc. may sit in on the observer's classes by arrangement) and normally conducted by the module convenor. Usually GTAs etc will be observed on two occasions in their first year (one if teaching is confined to a single term). In relation to a particular sessional or ad hoc teacher, a module convenor may make a case to the Head of School or the Director of Teaching and Learning for biennial rather than annual observation. Such a request is only considered after the completion of at least one round of satisfactory observations and will only be granted exceptionally. Matters taken into account may include teaching experience, the number of hours employed, the nature of the teaching, the views of the module convenor and past observers, student evaluation analysis and any other relevant evidence. One such arrangement exists.

Observations follow the University Guidelines and their outcome is recorded in accordance with the format provided by the University.  The Report of the Observation Discussion is confidential to the pair (unless the observed colleague wishes to share the information, e.g. as part of appraisal, for promotion or as part of a teaching portfolio). The Joint Observer/Observed Statement forms the School record. All of these are reviewed annually when the DTL submits a written report to the Annual Programme Review Meeting (a special Board of Studies to review Teaching and Learning at the end of each session). The purpose of this is to disseminate good practice and raise any general issues arising. Where there is an indication that further training is desired or suggested, the relevant colleagues are contacted to suggest that they attend a relevant CSTD course. 

A similar procedure applies at Taylor’s University College.  From time to time a member of the Reading Law School staff will observe a colleague at TUC, and vice versa.

2. Module and programme evaluation

Modules

Students evaluate modules towards the end of the module by completing questionnaires made available on the module Blackboard site. Module teachers evaluate modules primarily at the end of the session in a module review meeting. Teachers at Taylor’s University College are invited to contribute to this meeting by communicating with the relevant Module Convenor. The meeting considers the examination results, comments from external examiners, the results of students’ evaluation, any comments which may be passed to the module via the Student/Staff Liaison Committee, changes to the module etc. The outcome of the meeting is recorded on an Annual Module Review Form. The DTL reviews all these forms and submits a written report to the Annual Programme Review Meeting (see above). A set of Annual Module Review Forms is available to members of the Student/Staff Liaison Committee and they are included on the Agenda, together with a synopsis of the comments of the external examiners.

The Head of School holds an annual meeting with the Head of the TUC Law School and with TUC teaching staff to discuss the delivery of both individual modules and the programme.  Similar meetings are held when other members of Reading staff visit TUC.  Minutes are kept of these meetings, and action points incorporated into a post visit report to Reading Board of Studies.  The minutes of the meetings with staff at TUC are reviewed at the next staff meeting attended by a member of Reading staff at TUC. 

Programmes
LLB Programmes are evaluated by final year students in a focus group. This event is convened in Spring Term. LLM Programmes are evaluated by questionnaire. Reports on these evaluations are made to the Annual Programme Review Meeting (see above) and available to the Student/Staff Liaison Committee (as above).

Specific issues arising during the year and requiring immediate action are discussed in Board of Studies or Academic Committee (see below).

Student staff committee(s)

Membership: 

6 LLB students, 2 from each of Parts1, 2 and F (elected by representatives of tutorial groups (Parts 1 & 2) and modules (Part F). 

2 PG students (1 taught and 1 research) (elected directly by students)

1 international student (elected directly by students)

1 mature student (elected directly by students)

President and Treasurer of the Law Society (ex officio)

5 staff members (including Head of School, the DTL, the Student Support Officer, and the Senior Tutor ex officio, otherwise elected)

Chair: 


Senior Tutor

One meeting per term. Prior to this meeting each Part’s tutorial or module representatives meet as a group to discuss matters of relevance to that Year. Increasingly these representatives gather information from their fellow students via such mediums as Facebook. Those who are Student/Staff Liaison Committee members can then raise the matters discussed by the relevant year group at the Student/Staff Liaison Committee meeting.

Minutes go to all students (posted on Student Portal of the Law School website and on the Student/Staff Liaison notice board) and to all staff. They are considered by Board of Studies and action points fed back to the subsequent Student/Staff Liaison Committee meeting.

At Taylor’s University College there is a similar arrangement. Minutes from the Taylor’s University College Student/Staff Committee are sent to Reading and considered by the Board of Studies in the same way as is the case with the Reading Student/Staff Committee minutes. In addition Reading staff who visit Taylor’s University College have meetings with the students there to hear their views.
B. ASSESSMENT 
1. Submission and Return of Coursework

Submission:

Students are supplied with standard coversheets which include confirmation – to be signed - that it is their own work.  

Submission of assessed coursework is by deposit into a locked box in the Law School building.  To inculcate routine, the submission deadline is always noon on a Thursday; with the box open for early submission from the preceding Monday.  Submission by recorded post, at the student’s own risk, is permitted. Students who fail to submit are alerted by e-mail the day after the deadline has passed, with a reminder of the penalties for late submission, and of the procedures for requesting an extension. There is a nominated assessed work extensions officer. After the deadline, submission is to the Law School Office, so the exact time of receipt can be recorded:  a signed, dated receipt is issued.  A record is kept of all work received, and the work is passed to the Module Convenor to organise marking.  Where an assessed essay makes up the full mark for the module, the Law School also requires electronic submission, so that plagiarism software can be utilised.

Dissertations are handed in to the Law School Office, and must include a signed formal statement that it is the student’s own work.  A signed, dated receipt is issued.  

Return:

Work contributing towards a module mark should be returned within 4 weeks of submission.  It will have a mark indicated to be provisional until confirmed by the External Examiner; and there will be accompanying feedback, as detailed in the next section.  Work which constitutes the whole mark for a module is not returned until publication of all module final results at the end of the year; and feedback is given then, as detailed in the next section.  A specific time and venue for student collection of assessed coursework is advertised.  If not collected then, it can be collected thereafter from the Law School Office.  Where assessed work is wholly summative, it is not returned.

A similar system operates at Taylor’s University College for both the submission and return of coursework.

2. Feedback Mechanisms

In the case of assessed coursework, the coversheets supplied to students double as a feedback sheet to be filled in by the marker. These coversheets explain the general marking criteria (and refer the student to more specific criteria applicable to particular coursework) to enable the student to view the marker’s feedback comments in context.  In addition to this feedback to each individual student, general points of feedback are drafted and circulated, typically via the module Blackboard site, to the whole class.  

In the case of examinations, at Part 1 and Part 2 of the LLB written comments are posted on the Blackboard site for each module, giving general feedback; and the opportunity to receive individual feedback by appointment with the module convenor (or a nominee) is advertised; typically sought by re-sitting students.

3. Mechanisms  for moderation of marks

Law’s School Guide and Programme Handbook(s) set out Law’s policy on double marking and moderation, and explains the External Examiner system.  These are then supplemented by detailed instructions to staff in Law’s Staff Handbook.

Normally at least two people are involved in the marking of an examination script. A marker is not aware of marks awarded by others. For the sake of consistency, individual questions will be allocated to one of the markers, and he or she will mark all the answers to that question. For all Part 1 modules and where a marker is inexperienced, the module convenor will provide guidance. Where a marker is inexperienced the Module Convenor will moderate the marking throughout the examination process. In all cases, once marking has been completed, the markers meet to decide on the final mark for each script and on which scripts should be sent to the relevant external examiner, with the module convenor having ultimate say and responsibility in this moderation process, for ensuring that a consistent and appropriate standard has been adopted by all markers. However, in relation to a module where only one member of staff has directly relevant expertise, he or she marks all questions and the scripts are then moderated by an experienced member of staff. Scripts from Taylor’s University College at Part 2 are mixed in with Reading based scripts before marking commences. Part 1 scripts are marked by Taylor’s University College staff and sent to Reading for moderation by the appropriate Module Convenor.

All exam scripts are made available to the external examiners and a selection are referred (scrutiny of Part 1 is only expected if problems emerge elsewhere).

In the case of assessed written work, if the amount is such that all answers to a single question cannot be marked by one person, then to ensure consistency the module convenor lays down guidance for marking, and each marker initially marks no more than 10 essays, which are then reviewed by the module convenor to ensure a single and appropriate standard is being adopted; once the module convenor is satisfied, marking proceeds.  In all cases, once marking is complete, the module convenor, or an experienced nominee, moderates the marking - looking at samples from all markers - and moderates the overall profile of marks.  Again, in relation to a module where only one member of staff has directly relevant expertise, he or she marks all questions and the answers are then moderated by an experienced member of staff.

In the case of assessed work which forms only a component part of assessment for a module:   if, when later combined with other mark elements, such as exam marks, the student is borderline overall, the assessed work is reconsidered by the module convenor, in conjunction with the other elements of assessment.

All assessed work is made available to an external examiner and a selection is referred.

Dissertations are marked by two people, one of whom is normally the supervisor, before being sent to an external. Should two internal examiners disagree, two reports will be prepared for referral to the external examiner.

Presentations which count towards degree classification and contribute 20% or more to the assessment of a module are double marked or videoed (save where, despite the Law School’s best endeavours, this is prevented by unexpected illness or technical failure, in which case presentations may go ahead notwithstanding where this would be in the best interests of the students). The assessment of presentations which count for less than 20% of the assessment of the module will be moderated by another member of staff attending a sample of the presentations.  Presentations at Taylor’s University College may be observed by a Reading member of staff visiting Taylor’s University College. Otherwise a member of the Taylor’s University College teaching team will assist with the assessment in accordance with the procedures set out above.

All overall firsts, fails and borderlines are referred to the external examiners (together with anything else the module convenor and/or school exams officer deem appropriate); and all other materials are made available to them.  In the case of each module, the module convenor is required to submit an accompanying form to the external examiner confirming that School double marking and moderation policies have been complied with and highlighting issues and concerns to which the internal marker would like to direct attention.

4. Policy on anonymous marking 

Except where this is not practicable (as with dissertations, oral presentations, and marks for participation), all assessed coursework within the Law School is submitted and marked anonymously (using an in-house system of student Assessed Work Numbers).

In the case of examinations, University rules on anonymity are applied.
C. PROGRAMME MANAGEMENT:

1. Boards of Studies

	Board of Studies
	Law

	Chair
	Professor Patricia Leopold

	Programmes
	LLB (Law, Law with Legal Studies in Europe, Taylor’s University College); LLM (Advanced Legal Studies, European Union Law, International Law and World Order)

	Membership
	All academic staff plus the Law School Administrator.

	Number and timing of meetings per year
	At least once, and generally twice, per term plus the Annual Programme Review Meeting (Summer Term) 


2. Other T&L Committees

Academic Committee is a subcommittee of the Board of Studies. It is responsible for the general overview of teaching in the School of Law. It has one permanent subcommittee of its own (Academic Sub-Committee) to consider non-LLB/LLM modules delivered by the School of Law. Both committees meet as required sometimes disposing of routine business by email. They report to Board of Studies.

3. External examiners

All exam papers and all assessed coursework titles (in Part 1, Part 2 and Part F, LLM and non-Law modules) are sent to the external examiners for approval. Comments from external examiners are referred to the relevant module convenor, who is expected to take account of them and where appropriate alter the examination paper or coursework titles. The Exams Officer ensures that this is done. Where issues arise in the course of the year, or in the course of the examination period, and it is felt that the external examiners could provide advice and assistance they will be contacted by the Head of School or the School Examinations Officer.

A sample of marked scripts (including all firsts, fails and borderlines) from all modules in Part 2, Part F and LLM, and from non-Law modules other than Part 1, is prepared for each external examiner, who is free to ask to see other scripts. External examiners may choose whether to have these materials sent to them, or whether to come to Reading to carry out their tasks.

All external examiners are invited to - and usually do - attend the School’s main Examiners’ Meeting in June, which deals with Part 2, Part F and LLM examinations. They do not attend meetings of the programmes to which non-Law modules contribute. At least one external examiner attends the September Examiners’ Meeting and the LLM meeting in October/November.  At each results session, a single external examiner sits on the Law’ School Special Circumstances Committee, to consider extenuating circumstances.

External examiners are invited to make oral comments at the end of the Examiners Meeting.  These are minuted and, where action is required, the outcome will be formally noted and reported to the next meeting of the School Examination Board. External examiners’ written reports are made available to all members of staff and are considered by the Board of Studies, with action points noted. The Director of Teaching & Learning writes to the external examiners and reports to Faculty in the Annual Programme Report. In 2007-8 a synopsis of the external examiners’ reports was prepared by the Director of Teaching & Learning for the Student/Staff Liaison Committee and the vice president (Education) of the Students Union.

4. Professional accreditation

The LLB and the LLB with Legal Studies in Europe are accredited as ‘qualifying law degrees’ (QLD).This requires the degree programmes to satisfy conditions set out in A Joint Statement by the Law Society and the General Council of the Bar on the Completion of the Initial or Academic Stage of Training by Obtaining an Undergraduate Degree. The 2 professional bodies reserve the right (para.5) to require the provision of information and to visit the institution to discuss aspects of the course with representatives of the institution, members of the course team and students enrolled (as occurred in the Spring of 2007 when the Joint Academic Stage Board (JASB) of the Solicitors’ Regulatory Authority and the Bar Standards Board validated the collaborative programme with Taylors’ University College). Accreditation can be withdrawn should any course fail to comply with the Joint Statement or the minimum standards prescribed by QAA. The responsible links are the Head of School and the Director of Teaching and Learning. 
D. PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE

1. PARs implementation

The School of Law has fully implemented the PARS system.  All students are issued with a PARS folder, an introduction to PARS, and a calendar of PARS events.  There are three PARS meetings in each year, for which agendas are circulated in advance.  Attendance at these meetings is recorded.  Meetings are usually held for small groups, however all students are reminded that they are able to meet their tutor individually if they wish.

2. Neglect of work 

The School of Law procedure is delegated by the DTL to the School Senior Tutor and Student Support Officer.

Attendance at tutorials is mandatory and all staff keep registers of attendance and marks for non-assessed written work, which are submitted on a weekly basis to the Student Support Officer.  The Student Support Officer collates a list of absentees and ensures that non-assessed written work marks are recorded and entered on the Q drive. Cases which cause concern are communicated to the School Senior Tutor.

Within the School of Law procedures relating to Part 1 are more rigorous than for other years.  Any failure to attend a tutorial without excuse will result in an email from the Student Support Officer asking for an explanation, urging them to inform their personal tutor of any difficulties that they might be experiencing, and reminding the student of their obligations.  Unexcused absence from three or more tutorials will result in the Senior Tutor requiring a meeting with the student to discuss their progress, and to agree remedial measures as necessary.  All correspondence and records of meetings are copied to the personal tutor and placed on the student file.

In respect of second and final year students, the Student Support Officer, acting in consultation with the personal tutor, emails any student who has missed a total of three or more tutorials without excuse.  This email reminds a student of their academic obligations and encourages them to contact their personal tutor, the Student Support Officer, or the Senior Tutor if they are experiencing difficulties which may be affecting their academic progress. A list is compiled of students entering the second year whose examination performance has given rise to concern so that early measures can be taken in the event of poor attendance etc.

In the case of all students, persistent non-attendance results, where appropriate, in a formal disciplinary warning issued by the Senior Tutor (to whom that function has been delegated by the DTL).  The Senior Tutor meets with all students who are in receipt of such a warning.  Failure to comply with the course of action specified in the warning, and agreed at the subsequent meeting, results in the case being forwarded to Faculty for disciplinary action.

A similar system for neglect of work operates at Taylor’s University College.
E. TEACHING & LEARNING QME ROLES

	School Director of T&L
	Ms B S L Crabb (b.s.l.crabb@rdg.ac.uk)

	Admissions Tutors UG
	Dr T Callus (m.c.callus@rdg.ac.uk), Dr M Wilde (m.l.wilde@rdg.ac.uk), Dr N Countouris (n.countouris@rdg.ac.uk), Professor C Newdick (Erasmus)(c.newdick@rdg.ac.uk))

	Admissions Tutors Taught PG
	Dr L McNamara (l.mcnamara@rdg.ac.uk)), Professor R Buckley (r.a.buckley@rdg.ac.uk)), Dr J Green (j.a.green@rdg.ac.uk).

	Senior Tutor 
	Dr C L Smith (c.l.smith@rdg.ac.uk)

	Examinations Officer
	Dr P.J Almond (p.j.almond@rdg.ac.uk), Dr D.C Wilde (d.c.wilde@rdg.ac.uk), Dr L McNamara (l.mcnamara@rdg.ac.uk))

	Learning Technology Coordinator
	Dr M-M Kleinhans (m.kleinhans@rdg.ac.uk)

	Disability Representative
	Mrs Jane Mills (j.mills@rdg.ac.uk)

	CMS Co-ordinator
	Prof. C Newdick (c.newdick@rdg.ac.uk)

	Taylor’s University College Coordinators
	Dr M-M Kleinhans (Director)(m.kleinhans@rdg.ac.uk), Mrs S. Austin-Jones

(s.a.austin-jones@rdg.ac.uk)

	BSc/MSc Co-ordinator
	Mrs S. Austin-Jones 

(s.a.austin-jones@rdg.ac.uk)

	Law School Administrator
	Mrs A Foxon (a.foxon@rdg.ac.uk)

	Student Support Advisor
	Mrs J. Mills(j.mills@rdg.ac.uk)


