School of Systems Engineering
STATEMENT ON TEACHING AND LEARNING POLICIES AND PROCEDURES 2007-08
A.
EVALUATION OF TEACHING

1. Peer Review system

Chairs of Subject Groups within the School allocate Peer reviewers of Teaching Staff; Forms associated with each review are held in the School Office. Details of the scheme can be found on the School Staff Portal on Blackboard
2. Module and programme evaluation

This is achieved by Evaluation Forms given out near end of lecture courses, Staff Student liaison committees, Boards of Studies and the School Teaching and Learning Committee. A new annual meeting has been proposed where finalist student representatives will meet to give feedback on their degrees. Feedback to students occurs mainly at Staff Student Liaison committees – some other occurs by email or announcement in lectures.
3. Student-staff committee(s)
Separate staff-student committees exist in Computer Science, Information Systems, Cybernetics and Electronic Engineering. Web pages exist for all these committees which display minutes and membership – including chair. Committees meet once or twice a term. 
B.
ASSESSMENT

1. Submission and Return of Coursework

Mainly students submit coursework and collect it when marked (with associated feedback) from the School’s Student Information Centre. Some laboratory practical work is submitted at the end of the laboratory session: marked work is available the next week. Some work is submitted electronically via Blackboard.
2. Feedback mechanisms

Staff who set coursework specify both when that work is to be submitted and by when they will mark that work. They are expected to give feedback in some form, for which the school has developed a basic form which staff can adapt as appropriate. The main School mechanism for feedback on examinations is in Part 1 where some general comments are put on Blackboard.
3. Mechanisms for moderation of marks

Marks are checked for each module, with Examination boards for each subject giving overall moderation.
4. Policy on anonymous marking
Examinations are marked anonymously; it is impractical to do so for many pieces of coursework, so rather than having different mechanisms for different coursework it was felt better that no coursework is marked anonymously
C.
PROGRAMME MANAGEMENT

1. Boards of Studies

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

Dr Gerard McKee
BSc Computer Science

BSc Applied Computer Science

BSc Computer Engineering

BSc Applied Computer Engineering

BSc Computational Science
Professor Graham Megson 

Dr Hong Wei 

Dr James Ferryman 

Dr Victor Becerra

Professor Vassil Alexandrov

Dr Mike Evans 

Dr Andrew Adams
1 in Autumn and 1 in Spring = 2 a year


	Board of Studies
Chair
Programmes
 
 
 
 
 
Memberships
 
 
Number and timing of meetings per year
	Cybernetics
Dr John Bowen
MEng Cybernetics
MEng Electronic Engineering and Cybernetics
BSc Cybernetics & Control Engineering
BEng Electronic Engineering and Cybernetics
BSc Biomedical Engineering & Cybernetics
MSc Cybernetics
Dr Richard Mitchell   Dr Virginie Ruiz
Prof Paul Sharkey        Dr Victor Becerra
Dr Will Browne            Dr Ali Shirsavar
3 meetings – Autumn, Spring and Summer term


 
	Board of Studies

Chair

Programmes

 

 

 

Memberships

 

 

 

 

Number and timing of meetings per year
	Electronic Engineering 
Eur Ing Dr R Simon Sherratt
BEng Electronic Engineering
MEng Electronic Engineering
BEng Electronic Engineering and Computer Science 

MEng Electronic Engineering and Computer Science
BSc Consumer Electronics
Dr J.O. Cadenas          Dr J. Grimbleby
Dr A. Gong                   Eur Ing Prof. C.G.Guy
Dr W. Holderbaum    Mrs. Jo Lakeland
Dr G.T. McKee             Dr S. Shirsavar
Prof Fu Zheng
3 meetings, 1 week before each term.
Internal examiners meeting (before June results)
Wash up meeting last week of summer term


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

Dr Andrew A. Adams
BSc Information Technology

BSc Applied Information Technology

BSc Information Technology with Management 

BSc Information Technology with Economics 

BSc Business Information Technology
Mrs Dawn Breen                Dr Mike Evans

Dr Steve Han                       Mr Guy Haworth

Mr Mike Lambert               Mrs Julie Rees

Dr Lily Sun                             Mr Ken Boness

Mrs Liz Victor                       Mrs Sue Walmsley

Dr Shirley Williams            Prof Graham Megson

Dr Gerard McKee                Mrs Julie Cooper
3 meetings per year, 2nd or 3rd week of autumn and spring terms, late summer term




	Board of Studies

Chair

Programmes

Memberships

Number and timing of meetings per year
	Computer Science and Cybernetics

Dr Virginie Ruiz

BSc Computer Science and Cybernetics, 
BSc Applied Computer Science and Cybernetics 

MEng Computer Science and Cybernetics, 
MEng Applied Computer Science and Cybernetics

BSc Artificial Intelligence and Cybernetics, 
BSc Applied Artificial Intelligence and Cybernetics

MEng Artificial Intelligence and Cybernetics

BSc Robotics, MEng Robotics

BSc Systems Engineering

Dr James Anderson,                        Dr Gerard McKee, 
Dr Muniyappa Manjunathaiah,    Dr Richard Mitchell

3 meetings per year (Autumn, Spring, Summer term)


	Board of Studies
Chair
Programmes
Memberships
Number and timing of meetings per year
	MSc Engineering and Information Sciences 
Dr Xia Hong

MSc Engineering and Information Sciences  - being renamed MRes Systems Engineering for Oct 2008
Virginie Ruiz, Simon Sherratt, Rachel McCrindle 

once, Autumn term


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

Prof. Alexandrov

Network Centred Computing

Dr. Gerard McKee, Dr. Rachel McCrindle, Prof. V. Alexandrov, Mrs. Nia Alexandrov (depending on the needs other lecturers teaching on the programme can be coopted)

at least two times per year.


	Board of Studies
Chair
Programmes
Memberships
Number and timing of meetings per year
	Network  and e-Business Centred Computing

Prof. Alexandrov

Erasmus Mundus MSc in Network and e-Business Centred Computing

Dr. Gerard McKee, Dr. Rachel McCrindle, Prof. V. Alexandrov (University of Reading), Professor Carlos Kloos, Prof. Mario Munoz, Prof. Albert Banchs (University Carlos III Madrid), Prof George Hassapis, Prof. Pericles Mitkas, Prof . Niovi (Aristotle University of Thessaloniki),  dr. Dudley Dolan, dr. Denise Leahy + one more staff (Trinity College  Dublin) (depending on the needs other lecturers teaching on the programme can be coopted)

at least two times per intake of 18 months.


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

Dr Richard Mitchell
FDSc ICT and FDSc Computer Engineering

Mr David James,      Mr Chris Robson

Dr Steve Han            Mrs Jo Lakeland

Ms L Hanson (Bracknell & Wokingham)

Mr P Curran (Uxbridge)

Mr J Newton (College North West London)

Mr J Mason (Strodes College)

Twice a year + Examination Board


2. Other Teaching and Learning Committees
We have a School Teaching and Learning Committee STALC whose membership includes the chairs of all the undergraduate Boards of Studies with the chair or other representative from each of the Boards responsible for each MSc degree. These Boards report to STALC whose function is to coordinate the teaching activities and to approve their reports, modifications to programmes, etc. as well as develop the teaching budget. It meets typically three or four times a year, after the individual Boards.
With effect for the 2007/8 session, the spring term meeting of STALC is split into two separate committees, the UGSTALC and PGSTALC. The former, under the chair of the DoTL, looks at the annual reports and revised programme specifications for the undergraduate degrees. The latter, under the chair of the deputy DoTL does the same for the MSc degrees.

3. External Examiners

For the undergraduate degrees we have separate examiners for Computer Science, Cybernetics, Electronic Engineering and Information Technology. For the postgraduate degrees, each has its own External Examiner –except for the MRes in Systems Engineering, which is 85% project based, a separate external is appointed for each student
External Examiners are sent the examination papers, their comments are received and acted upon, and these are fed back to the examiners. All are done by correspondence.
The examiners for the undergraduate degrees visit the school in the summer, where they scrutinise the examinations and some coursework.  The Cybernetics and Electronic Engineering Examiners see all students when they view their project.

The chairs of the four subjects draft a letter to their examiners to respond to their report and this is also checked by STALC and signed by the DoTL.

4. Professional Accreditation

Almost all undergraduate degrees are accredited by the British Computer Society (BCS), Institution of Engineering and Technology (IET) and/or the Institute of Measurement and Control (InstMC). The bodies approach the School when reaccreditation is due. For 2008 a joint visit with all three bodies is planned, where some MSc degrees have also been included. The school contact is Dr John Bowen.
D.
PERSONAL TUTORING, STUDENT SUPPORT AND DISCIPLINE
1. Implementation of Personal Development Planning
All students have a tutor and are provided with a PAR folder. Regular and Extra meetings occur throughout the student’s time at Reading. All undergraduates attend the CMS sessions in Part 2 of the degree; at the same time opportunities for placements are provided – and some students spend a year in industry after Part 2. 
2. Neglect of work

The main scheme used here is for Part 1 students, where we identify the extent to which each student is engaging with their Part 1 modules. This information is collated at certain times of year, the first of which is sufficiently before the end of November deadline for withdrawal. All tutees are then requested to see their tutor to discuss their engagement. We hope to extend this for other years – where at the moment there is a fledgling system for monitoring non submission of coursework. In addition, the students in third and fourth year are monitored as regards their projects (which must be passed in order to achieve an Honours degree). Students not working sufficiently are warned. 
E.
TEACHING AND LEARNING QME ROLES
	School Director of T&L
	Dr Richard Mitchell r.j.mitchell@reading.ac.uk

	UG Admissions Tutor(s)
	Dr S. Ali. Shirsavar s.a.shirsavar@reading.ac.uk
Dr Will Browne w.n.browne@reading.ac.uk
Dr Michael Evans michael.evans@reading.ac.uk

	Taught PG Admissions Tutor(s)
	Dr Lily Sun lily.sun@rdg.ac.uk

	Senior Tutor
	Dr J Caroline Ellick J.C.A.Ellick@reading.ac.uk

	Examinations Officer
	Dr Hong Wei h.wei@reading.ac.uk

	Learning Technology Co-ordinator
	Dr Shirley Williams shirley.williams@rdg.ac.uk

	Disability representative
	Mrs Sue Walmsley sue.walmsley@rdg.ac.uk

	CMS Co-ordinator
	Mr Geoff Pearce  g.pearce@reading.ac.uk

	
	


	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 








