Northumbria University

 School of XXX

OPERATIONS MANUAL 

READ ME FIRST
Operations Manual: Franchised Programme

The following contents of this electronic template are intended to help Northumbria staff in the production of an operations manual for their proposed franchised programme.  The Manual is meant to be a working document agreed by both partners.  It is therefore crucial that it should specify accurately the best practice that is to be applied in operating the franchised programme.

The contents of this template are based on the considerable experience built up from a number of previous collaborative ventures.  In designing the template the authors have tried to minimise the amount of work needed by the proposer and the partner to produce the final document.  It therefore contains many sections and parts of sections which are common to the operation of all franchised programmes.  In addition the authors have included examples from previous programmes in various sections.  These will need to be replaced with an appropriate content.  Key sections to consider are 4, The Framework for the Annual Programme Cycle, and 5, The Programme Management.  In particular the cross referencing of tasks between the annual cycle and the Northumbria and Partner Programme Co-ordinators to ensure consistency of operation are crucial.

Within the document anything that appears in RED in the template is guidance, an example, or text that can be globally replaced as needed, e.g. replacement of XXX PARTNER by the name of the Partner.

The final document that is produced is the responsibility of the proposer and partner.  It will be scrutinised carefully by the School Student Learning and Experience Committee and the Approval Panel.  It is crucial that the manual is comprehensive and accurate since it will form the basis for the operating procedures during the approval period specified by the Panel. 

Any changes that a School wishes to make to a franchised programme after it has been approved must follow the standard Northumbria procedures for programme modification and go initially through the School Student Learning and Experience Committee.  The Northumbria Programme Co-ordinator must then update the Operations Manual and the Partner must then deliver the programme in accordance with the changes that have been authorised.

The Operations Manual forms part of the Legal Contract for the franchising of this programme between Northumbria and the Partner.  If the Partner does not comply fully with the mode of operation as specified in the Manual this could seriously damage relations between Northumbria and the Partner and may in extreme cases lead to Northumbria terminating the contract.

If you have any queries and or observations relating to this template please contact Quality Support, Academic Registry.
OPERATIONS MANUAL

This document is to be read in conjunction with the Programme Specification for the franchised programme, Northumbria University’s Assessment Regulations and the legal contract between the University and XXX Partner.

The Operations Manual describes the way the actual programme will be operated in practice and the quality controls to be applied to ensure standards are maintained.  It has been prepared in full consultation with XXX PARTNER.

The manual contains:

(i)
details of the management and administrative arrangements required to support the programme’s delivery including the calendar of events, both at Northumbria and XXX PARTNER.  It describes the detailed responsibilities of both Partners. 

(ii)
references to supplementary documentation which describe:

· General Student Regulations eg Northumbria’s appeal regulations and procedures 

· Assessment and Progression Regulations, i.e. Assessment Regulations for Northumbria Awards.

(iii)
an articulation of how standards are to be maintained at all stages throughout the programme’s delivery.  Issues such as arrangements for admissions and the standard and use of English upon entry and throughout the programme are covered.

(iv)
a clear specification for the quality assurance mechanisms that should be implemented.

(v)
the arrangements for the assessment of students, responsibilities for setting assessments, internal and external moderation processes, appointment and duties of External Examiners, and the organisation, timing, structure and role of Examination Boards.

(vi) a clear specification of the responsibility for the marketing and publicity arrangements.  XXX PARTNER must understand that all publicity has to be pre-approved by Northumbria.

(vii) a definition of the responsibilities for the recruitment of students.

(viii)
identification of the student support services that will enhance the student experience at XXX PARTNER.  This will include access to both academic and pastoral care facilities and the specification of their location.

(ix)
proposals to support and train the staff at XXX PARTNER.

(x)
a description of the Annual Programme Monitoring process which needs to take place for each intake to the programme.  In addition an initial review will be required during the first delivery of each level.

This manual may be reviewed at the request of either partner but not before the expiry of one year from the start of the programme.  The Operations Manual should be reviewed and, if necessary, updated on an annual basis following completion of the review process.  All changes to this manual must be approved by the School Student Learning and Experience Committee.  The revised version should be copied to Quality Support, Academic Registry.  
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1.
Programme Data

Example

School
School of XXX, Northumbria University (Northumbria).

Franchised To
XXX PARTNER
Programme Title


Award
BA (Hons)  

Length
2 semesters 

Delivery Mode(s)
Full-time
Target Student Numbers
XX per intake

Maximum Student Numbers
XX per intake

Minimum Student Numbers
XX per intake

Number of Intakes per Year
2 (September and May) 

2.
Aims of the Programme
It is anticipated that this section will highlight the programme aims and objectives.  This section can be relatively brief if the partners wish to cross-reference to the programme specification.
3.
Programme Structure and Delivery

3.1
Programme Module Grid by Semester


Example (completion award)

BA (Hons) Business Administration

	Semester

1
	Human Resource Management

HR201

Level 2
	Business Skills for Overseas Students

HR217

Level 2


	Business Information Systems

IS240

Level 2
	International Marketing

MK217

Level2
	Introduction to International Finance

MN222

Level 2


	Operations Management

MO201

Level 2

	Semester

2
	International Human Resource Management

HR310

Level 3
	Decision Modelling

BM301

Level 3
	Information Management

IS308

Level 3
	Marketing Management

MK306

Level 3
	Managing Company Finance

MN307

Level3
	Strategic Analysis

SM338

Level 3


3.2
Programme Delivery

It is suggested that reference be made to the learning, teaching and assessment strategy.  That strategy helps set the culture in which the programme is to operate and hence influences the manner in which the activities outlined in this manual are undertaken.

3.3
English Language in the Programme

The statement below provides a frame that can either be adopted in its entirety or modified to meet the specific needs of the programme and/or partner.  Thus, for example, if entry to a Northumbria completion award is from a partner’s Diploma then reference might be made to English Language attainment in the context of that Diploma.

It is recognised that successful completion of the programme is dependent upon the ability of the students in the English Language.  All students must have an adequate command of written and spoken English to be able to study any programme which leads to an award of the University.   XXX PARTNER is aware that the minimum normal pre-entry requirement for Overseas Students at this level is a TOEFL/IELTS score of 550/6.0.

Evidence of attainment of the required level of English or equivalent level of English Language competence must be provided to XXX PARTNER prior to admission to the programme.

4.
Framework for Programme Annual Cycle

Example

The example cited below is based on a three intake per year (September, February, July) completion award programme but can be easily adapted to programmes with fewer/more intakes.  Also if the programme is longer than two semesters the model is easily capable of further adaptation.  Advice, if required, is available from the Quality Support, Academic Registry.

The table has been drawn up on the basis of a standard Northumbria academic year.   It takes the reader through the academic calendar, highlighting at each point the actions which need to be taken in support of each intake of students.  The actions outlined constitute the regular cycle of academic and administrative activities throughout a normal academic year within the framework of the approved entry points.  The table can be adapted and modified as appropriate to accommodate intakes beginning at other times of the year and/or changes to the Northumbria standard academic calendar.

The months and weeks numbers given in this table are indicative and there could be slight variations for any intake.  The actual schedule for each semester will be agreed between the Northumbria Co-ordinator and the corresponding XXX PARTNER Co-ordinator before the semester commences.

	Month
	Week
	Trimester 1
	Trimester 2
	Trimester 3

	July


	2
	Schemes of work and teaching material to be agreed between Module Tutors.
	
	

	July


	2
	Programme Timetable is agreed for the semester.  A copy of the agreed timetable is inserted in the Operations Manual and posted on programme web pages.
	
	

	July
	2
	Programme Handbook, containing information about Assessment Regulations for Northumbria Awards (ARNA) and NU Registration Forms distributed to students.
	
	

	September 
	1
	Students registered on University Information Systems by the Administrator. Copies of the registration forms will be the first item in an individual student file containing copies of all correspondence between the School and the student.
	
	1

	September


	3
	Student induction programme
	
	1

	September


	3
	Semester 1 assessment schedule distributed to students and posted on programme web pages.
	
	1

	September


	4
	Semester 1 teaching begins.  
	
	1

	September


	4
	All semester 1 assessments should have gone through the internal moderation process. All relevant assessments should be sent to the External Examiner for comment.
	
	1

	November
	2
	Schemes of work and teaching material for semester 2 to be agreed between Module Tutors.
	
	1

	December


	2
	Programme Timetable is agreed for semester 2.  A copy of the agreed timetable is inserted in the Operations Manual and posted on programme web pages.
	
	1



	December
	2
	Minuted Programme Committee Meeting takes place. 
	
	1

	December


	2
	Module Evaluation Questionnaires completed by students and returned to module teacher.
	
	1

	January 
	2
	Submission of Semester 1 Module Assignments completed.
	
	1



	January


	3
	Inter-semester break
	
	1

	January


	4
	Semester 2 teaching begins.
	
	

	February


	1
	Semester 2 assessment schedule distributed to students and posted on programme web pages.
	Schemes of work and teaching material to be agreed between Module Tutors.
	2

	February


	1
	Staff complete marking and moderation of sample scripts from every module. 
	Programme Timetable is agreed for the semester.  A copy of the agreed timetable is inserted in the Operations Manual and posted on programme web pages.
	2

	February 


	2
	Students given provisional results of semester 1 assignments and relevant counselling.
	Programme Handbook, containing information about Assessment Regulations for Northumbria Awards (ARNA) and NU Registration Forms distributed to students.
	2

	February


	3
	All semester 2 assessments should have gone through the internal moderation process. All relevant assessments should be sent to the External Examiner for comment.
	Students registered on University Information Systems by the Administrator. Copies of the registration forms will be the first item in an individual student file containing copies of all correspondence between the School and the student.
	2

	February
	4
	Resit assignments to be submitted to the School
	Student induction programme
	2

	March
	4


	Staff complete marking and moderation of referred assignments from every module. 
	Semester 1 assessment schedule distributed to students and posted on programme web pages.
	2

	April
	3
	Minuted Programme Committee Meeting takes place.
	Semester 1 teaching begins.  
	2

	May


	3
	Submission of Semester 2 Module Assignments completed.
	All semester 1 assessments should have gone through the internal moderation process. All relevant assessments should be sent to the External Examiner for comment.
	2

	May


	4
	Staff complete marking and moderation of sample scripts from every module.
	Schemes of work and teaching material for semester 2 to be agreed between Module Tutors.
	2

	June
	3
	Marks considered by Module Examination Board.
	Programme Timetable is agreed for semester 2.  A copy of the agreed timetable is inserted in the Operations Manual and posted on programme web pages.
	Schemes of work and teaching material to be agreed between Module Tutors.

	June


	4
	Marks considered by Progression and Awards Board
	Minuted Programme Committee Meeting takes place. 
	Programme Timetable is agreed for the semester. A copy of the agreed timetable is inserted in the Operations Manual and posted on programme web pages.

	July


	1
	Students given results of semester 2 and relevant counselling.
	Module Evaluation Questionnaires completed by students and returned to module teacher.
	Programme Handbook, containing information about Assessment Regulations for Northumbria Awards (ARNA) and NU Registration Forms distributed to students.

	July
	1
	Referral assessment schedule distributed to students.  
	Submission of Semester 1 Module Assignments completed.
	Students registered on University Information Systems by the Administrator. Copies of the registration forms will be the first item in an individual student file containing copies of all correspondence between the School and the student.

	July


	1
	Annual Programme Monitoring by the Programme Team. Meeting of all Module Tutors. 

The meeting:  

(i) Considers the Semester 1 and Semester 2 module marks and reviews students overall results.

(ii) Discusses the operation of the programme.

(iii) Analysis of Staff Development activities that took place during the year and an identification of any future needs.
	Inter-semester break
	Student induction programme

	July


	2


	Schemes of work and teaching material for the next academic year agreed between Module Tutors.
	Semester 2 teaching begins.
	Semester 1 assessment schedule distributed to students and posted on programme web pages.

	July
	2
	Programme Timetable is agreed for semester 1 of the next academic year. A copy of the agreed timetable is inserted in the Operations Manual and posted on programme web pages.
	Semester 2 assessment schedule distributed to students and posted on programme web pages.
	Semester 1 teaching begins.  

	July
	2
	Resit assignments submitted.
	Staff complete marking and moderation of sample scripts from every module. 
	All semester 1 assessments should have gone through the internal moderation process. All relevant assessments should be sent to the External Examiner for comment.

	August
	4


	Staff complete marking and moderation of resit scripts from every module. 
	Students given provisional results of semester 1 assignments and relevant counselling.
	Schemes of work and teaching material for semester 2 to be agreed between Module Tutors.

	September
	1
	Referred marks considered by Module Examination Board.
	All semester 2 assessments should have gone through the internal moderation process. All relevant assessments should be sent to the External Examiner for comment.
	Programme Timetable is agreed for semester 2.  A copy of the agreed timetable is inserted in the Operations Manual and posted on programme web pages.

	September
	1
	Referral marks considered by Progression and Awards Board
	Resit assignments to be submitted to the School
	Minuted Programme Committee Meeting takes place. 

	September
	2
	Students given results of referred assignments and relevant counselling. 

Overall Degree results given to students. 
	Staff complete marking and moderation of referred assignments from every module. 
	Module Evaluation Questionnaires completed by students and returned to module teacher.

	September
	2
	
	Minuted Programme Committee Meeting takes place.
	Submission of Semester 1 Module Assignments completed.


5.
Programme Management

5.1
Overall Responsibility for the Programme
Northumbria University retains overall responsibility for the management of the programme that is franchised to XXX PARTNER.  However the management team in XXX PARTNER will share in this responsibility for the planning, management and quality control of the programme.  It is to be stressed that the quality of provision is actually the responsibility of all managerial, academic, administrative and technical staff associated with the programme.

It is essential to the success of the programme that the quality standards of Northumbria are maintained.  For this reason a joint management structure has been defined.  This structure centres on the appointment of a Northumbria Programme Co-ordinator and the appointment by XXX PARTNER of a XXX PARTNER Programme Co-ordinator who will also normally act as Programme Leader for the Programme.  Academic members of staff will occupy these positions.

The Northumbria Co-ordinator will report to the Programme Director responsible for the programmes and ultimately the relevant Dean of School.  All information transfer relating to the franchise and outlined in the Programme Annual Cycle (Section 4 above) will be conducted by the two Co-ordinators and named Administrators.  Administrative support will be provided by a named administrator in Northumbria’s School of XXX whilst at XXX PARTNER, administrative support will be provided by a named Administrative Officer.  The names of the respective appointees will be confirmed by the parties and any changes notified immediately.

5.2 
Management at Northumbria
5.2.1 Northumbria Programme Management Responsibilities

These responsibilities are enjoined by the provision of any academic programme and the processes which govern their operation do not differ with franchises.  What alters are the specific operational challenges of managing at a distance.

5.2.2 The Northumbria Programme Director

The Programme Director has the overall responsibility for the programme franchised to XXX PARTNER.

5.2.3 The Northumbria Programme Co-ordinator

Overall responsibility for the programme lies with the Dean of the School of XXX at Northumbria.  However the partnership will be managed on a day to day basis by the Northumbria Programme Co-ordinator, reporting to a named Programme Director and ultimately the Dean of the School of XXX.  For a franchised programme the Programme Co-ordinator will not normally be the Programme Leader from Northumbria.

The Northumbria Co-ordinator will need to liaise closely with a corresponding Programme Co-ordinator appointed by XXX PARTNER.  The two Programme Co-ordinators are responsible for academic issues and student welfare.  Matters of coursework, academic workload, timetabling, resources etc. will initially be handled by the Co-ordinators with input from the Northumbria Programme Director where necessary.

In overall terms the Northumbria Programme Co-ordinator is responsible for:

· oversight of the programmes

· quality of the academic programme

· monitoring operations

· approval of all students admitted to the programme (jointly with XXX PARTNER) in accordance with the programme regulations

· oversight of enrolment and induction processes

· liaison with external examiners

· oversight of marketing and publicity and seeking approval of such from the Northumbria Dean.

· notifying XXX PARTNER of any changes to the content, delivery or assessment of any of the modules.

The Northumbria Programme Co-ordinator will undertake the following specific tasks directly or liaise with the Senior Administrator to ensure that each task is completed:

(i) Arrange that any necessary staff development activity be carried out to ensure that Northumbria and XXX PARTNER Module Tutors are fully aware of their roles as defined below.

(ii) Arrange for schemes of work and teaching material to be agreed between Northumbria Module Tutors and XXX PARTNER staff.  Finalised schemes to be delivered to the XXX PARTNER Programme Co-ordinator for distribution to Module Tutors at XXX PARTNER.

(iii) Agree a timetable for the delivery of the programme with XXX PARTNER and pass to Northumbria’s Administrator to keep a record.

(iv) Arrange for an academic colleague from Northumbria to act as an overall Project Manager when a dissertation or project forms a significant part of the programme.

(v) Check that all assessments (draft assignments, examination papers, solutions with marking schemes) which are to be set by Northumbria go through the internal moderation process at Northumbria.  Ensure, where exceptionally, any assessments are set by XXX PARTNER these also go through a Northumbria internal moderation process.  Ensure that all relevant assessments have been sent to the External Examiner for comment.

(vi) Ensure that a minuted Programme Committee meeting takes place each semester at XXX PARTNER and attend this meeting whenever possible.  Pass minutes to the Northumbria Administrator to keep records from such meetings. 

(vii) Ensure that all examination papers and the examination schedule have been sent to XXX PARTNER.

(viii) Ensure that all necessary arrangements have been made for any formal examinations and that they are conducted in a manner which is comparable to those held at Northumbria.

(ix) Ensure that copies of the relevant number of assessment scripts for each module as per the sample formula are internally moderated at both XXX PARTNER and at Northumbria.

(x) Ensure that Examination Boards (MEB and PAB) are arranged to take place at Northumbria at an appropriate time to consider progression and awards and attend such Boards.

(xi) Ensure that XXX PARTNER is notified of the Examination Board decisions.
(xii) Ensure that a Northumbria Module Review form (or equivalent) is completed for each module. 

(xiii) Ensure that XXX PARTNER realises its obligations to notify students of their results.

(xiv) Ensure that comprehensive records of student marks are made available to the Senior Administrator for entry onto the Northumbria Marks Recording System.

(xv) Ensure that an Annual Programme Monitoring meeting takes place at XXX PARTNER and attend this meeting whenever possible.  Pass records of the minutes from such meetings to the Northumbria Administrator.

(xvi) Identify any staff development needs for XXX PARTNER staff and arrange for the provision of such development.

(xvii) Ensure that the minutes from Programme Committees and Annual Programme Monitoring feed into the Northumbria Review processes.

(xxi)
Compile an initial review (first delivery of a level only) and undertake Annual Programme Monitoring in accordance with the guidelines issued by Quality Support, Academic Registry on the operation of the programme in conjunction with XXX PARTNER (see section 5.5). The Annual Programme Monitoring should include a statistical comparison of the performance on programmes being offered at Northumbria and the corresponding programmes at XXX PARTNER
(xxii) Keep under continual review the resources necessary to deliver the programme to the Northumbria required standard and advise the Dean of School accordingly.

(xxiii) Gather details of any staff changes at XXX PARTNER, keep corresponding records and up to date CVs and ensure that the School’s Student Learning and Experience Committee (SSLE) is notified accordingly.

(xxiv)
Ensure that the Operations Manual is revised whenever necessary.  The Calendar of Key Dates must be updated each year.

(xxv) Keep a copy of all relevant programme documentation and ensure that this documentation is updated as appropriate.  In particular ensure that the Programme Specification is updated whenever changes are made to the programme

Any likely failure in discharging the responsibilities must be reported immediately to the Dean of School.

The Northumbria Programme Co-ordinator will have the support of a named Northumbria Administrator.  This Administrator will work closely with the Co-ordinator and will be a focal point at Northumbria for the distribution of material, recording of events, maintenance of student records, ensuring the operation of the Programme Annual Cycles, storage and maintenance of all material relevant to the partnership and other duties as necessary.

5.2.4 The Northumbria Module Tutor

ROLE

The role of the Northumbria module tutor is to have academic oversight of the module.   This will involve responsibility for all QA procedures for the module: the co-ordination of the organisation and development of both the content and the delivery of the module; co-ordination and organisation of assessment of the module. In all three of these areas this will involve cross-site liaison within Northumbria and liaison with the corresponding module tutor at the partner institutions. The Module Tutor should liaise on a regular basis by e-mail with the corresponding module tutor at XXX PARTNER to ensure that all information is fully shared and that any problems are quickly identified and resolved.  It would be expected that such communication should take place no less than once per fortnight.  All communication must take place in conjunction with the XXX PARTNER Co-ordinator.
Northumbria must ensure that the module tutor is able to carry out the functions outlined below for all intakes and sites.

RESPONSIBILITIES

a)   QA PROCEDURES

· to complete any amendments to module descriptors or to produce new descriptors for new modules and to inform the Programme Co-ordinator at XXX PARTNER via the named administrator in the School of XXX at Northumbria.
· to conduct module review meetings with module teams, inviting input (by email if necessary) from their counterpart at XXX PARTNER. 
· to complete the module evaluation form as the final outcome of the module review and to convey the final outcome to the Programme Co-ordinator/Module Tutor at XXX PARTNER.
b) ORGANISATION AND DEVELOPMENT

· to co-ordinate the development of teaching schemes and any common module content through liaising with their counterpart at XXX PARTNER.   

· to notify XXX PARTNER of any changes to programme/module material deemed necessary and to ensure such material is incorporated into the degree’s delivery at XXX PARTNER.

· to update reading lists and ensure the timely provision of this information to XXX PARTNER.
· to conduct requisite staff development at XXX PARTNER to all tutors prior to programme commencement.
c)   ASSESSMENT
· to organise the internal moderation process, including the second marking

· to submit all marks, including those from XXX PARTNER, in the required format for the Module Examination Board (MEB).

· to present the module marks at the MEB, providing any necessary clarification of procedures for assessment, or any technical extenuating circumstances (liaising with colleagues at XXX PARTNER where appropriate).

· to feedback via the Programme Co-ordinator or senior administrator the outcomes of any moderation (internal/external) comments or MEB changes to module marks.  
5.2.5 The Northumbria Administrator

The Northumbria Administrator will undertake the following specific tasks and in doing so will need to keep in close liaison with the Northumbria Co-ordinator and also with the XXX PARTNER administrator.

(i) Provide to XXX PARTNER Northumbria website addresses so that staff and students can access the Student Programme Handbook and University Assessment Regulations. 

(ii) Liaise with Academic Registry for the dispatch of Northumbria Registration forms to XXX PARTNER for completion by students entering the programme.

(iii) Ensure Northumbria receives completed student registration forms from XXX PARTNER to be able to record the details of these students on relevant Northumbria Information Systems/databases.

(iv) Ensure that all module assignment and examination dates are sent to XXX PARTNER.
(v) Ensure that the appropriate module evaluation questionnaires are sent to XXX PARTNER to be completed by the students and that the results for these are processed at XXX PARTNER and a summary kept at Northumbria.

(vi) Ensure that comprehensive records of student marks are entered onto the Northumbria data managent system (SITS). 

(vii) Keep copies of all relevant programme documentation.  In particular the Administrator should keep files containing:

· an up to date version of the Programme Specification

· all programme committee minutes

· results and minutes of all examination boards/Chair’s action

· module evaluation questionnaires

· module review forms

· annual programme monitoring reports

· initial review report for the first delivery of a level only

· records of changes to staff at XXX PARTNER and CVs for any new staff appointments

· changes to any resources at XXX PARTNER
· copies of all correspondence between the School and XXX PARTNER.
(vi)
Receive material such as draft assignments and examination papers and ensure that the work is forwarded to appropriate Northumbria staff for internal moderation and to the External Examiner where appropriate. 

(vii)
Forward any necessary material or information to XXX PARTNER as appropriate including relevant sections of Northumbria’s Internal Review Handbook.

(viii) Liaise with the Northumbria Programme Co-ordinator in updating the Operations Manual.  In particular the Administrator will need to compile the Calendar of Events for each academic year and pass this to the Co-ordinator for inclusion in the Manual.

(ix) Ensure that all relevant staff at both institutions are informed of and adhere to all appropriate Northumbria institutional and School deadlines.

(x) Ensure all communications are acknowledged and resulting actions taken.

(xi) Provide templates for programme committee meeting minutes.

Any difficulties that arise in relation to the administration of the programme at XXX PARTNER must be reported immediately to the Northumbria Co-ordinator.

5.3
Management at XXX PARTNER
5.3.1
XXX PARTNER Programme Management Responsibilities

XXX PARTNER will deliver the franchise programme at the agreed sites.  In particular they will have responsibility for:

· recruitment

· admissions (jointly with School of XXX) in accordance with the programme regulations

· timetables

· delivery of the programme with adequate resourcing

· Programme Committees

· examinations

· liaison with School of XXX
· co-ordination of academic and administrative issues within XXX PARTNER
· 
providing the means for effective communication eg individual email addresses 

for members of staff at XXX PARTNER, including administrative staff.

5.3.2
The Programme Co-ordinator at XXX PARTNER
XXX PARTNER staff will report to XXX PARTNER Co-ordinator who has overall responsibility for: 

· quality of the academic programmes

· monitoring operations

· approval of all students admitted to the programme (jointly with Northumbria) in accordance with the programme specification
· oversight of enrolment and registration processes

· induction of students

· liaison with the Northumbria Programme Co-ordinator

· ensuring that all marketing and publicity material for the programme is forwarded to Northumbria for approval.

· ensuring that all the changes made to the content, delivery or assessment of any modules by Northumbria are implemented in full.

The XXX PARTNER Co-ordinator will undertake the following specific tasks:

(i) Co-ordinate the marketing, publicity and recruitment for the programme.

(ii) Organise an induction programme for new students.

(iii) Ensure there is an adequate system in place for guidance tutoring/student counseling

(iv) Agree a timetable for the delivery of the programme with the Northumbria Programme Co-ordinator and keep a record of that timetable.

(v) Liaise with the Northumbria Programme Co-ordinator in agreeing schemes of work and teaching material between Northumbria Module Tutors and XXX PARTNER staff.  Receive finalised schemes of work and teaching material from the Northumbria Programme Co-ordinator.

(vi) Arrange for an academic colleague to act as a Project Manager when a dissertation or project forms a significant part of the programme.

(vii) Ensure that all assessments (draft assignments, examination papers, solutions with marking schemes) which are set by XXX PARTNER go through the internal moderation process at XXX PARTNER on schedule and are then forwarded to Northumbria for internal moderation.  The Programme Co-ordinator will be responsible for the appointment of internal moderators at XXX PARTNER and will send the final version of relevant assessments set by XXX PARTNER to the Northumbria Administrator for subsequent forwarding to the External Examiner for comment.


(viii) Ensure that Northumbria Module Evaluation Questionnaires (or equivalent) are completed by the students and that the results from these are processed at XXX PARTNER and a summary sent to Northumbria.

(ix) Ensure that a minuted Programme Committee meeting takes place each semester at XXX PARTNER and to chair this meeting.  Ensure that copies of the minutes are forwarded to Northumbria’s Administrator and Programme Co-ordinator.

(x) Ensure that all necessary arrangements have been made for any formal examinations and that examinations are conducted in accordance with Northumbria practice.

(xi) Ensure that the relevant numbers of assessment scripts for each module as per the sample formula are internally moderated at XXX PARTNER.

(xii) Ensure that copies of these moderated assessment scripts for each module are sent to the Northumbria Administrator/Programme Co-ordinator for internal moderation in accordance with an agreed time schedule.

(xiii) Ensure that a Module (or equivalent) Review form is completed for each module by the corresponding Module Tutor.

(xiv) Organise and chair an Annual Programme Monitoring meeting that takes place at XXX PARTNER.

(xv) Attend when possible the Examination Boards (DEB and PAB) at Northumbria which consider the students from XXX PARTNER.

(xvi) Ensure that students have been notified of their results by XXX PARTNER.

(xvii) Ensure that the minutes from Programme Committees feed into the Northumbria Annual Monitoring processes.

(xviii) Help the Northumbria Programme Co-ordinator compile an interim report (first delivery of a level only) and Annual Programme Monitoring of the operation of the programme in accordance with the guidelines issued by Quality Support, Academic Registry on the operation of the programme.

(xix) Keep under continual review the resources necessary to deliver the programme to the Northumbria required standard and notify the Northumbria Programme Co-ordinator of potential problems.

(xx) Identify any staff development needs for XXX PARTNER staff and arrange with the Northumbria Programme Co-ordinator for the provision of such development.  An annual staff development report for the Northumbria Co-ordinator should be produced (see section 17).

(xxi) Provide the details of any staff changes at XXX PARTNER to the Northumbria Programme Co-ordinator.

The XXX PARTNER Programme Co-ordinator will have the support of a named XXX PARTNER Administrator.  This Administrator will work closely with the Programme Co-ordinator and will be a focal point at XXX PARTNER for the distribution of material, recording of events, maintenance of student records, ensuring the operation of the Programme Annual Cycles, storage and maintenance of all material relevant to the partnership and other duties as necessary.

5.3.3
Module Tutor at XXX PARTNER
The Module Tutor (or equivalent) is responsible for the delivery and assessment of the subject module and the maintenance of appropriate records.  The Module Tutors are responsible to the Programme Co-ordinator at XXX PARTNER.  The module tutor will be expected to be in regular email contact with their counterpart at Northumbria to ensure that all information is fully shared and that any problems are quickly identified and resolved.  It would be expected that such communication should take place no less than once per fortnight and notification of all contacts must be made to the XXX PARTNER Co-ordinator.

The Module Tutors’ main responsibilities are:

(i)
To produce a module file which contains:

(a) the module descriptor

(b) a scheme of work for the semester which provides a session by session breakdown of content, delivery methods and student activities for each lecture and seminar 

(c) a reading list for the module

(d) lecture handouts, seminar activities and other materials used in delivering the module

(e) all assessments used in assessing student performance whether formative or summative, including marking schemes

(f) completed moderation forms for all assessments.

Items a), b) and c) will be supplied by Northumbria.  Item e) will be provided by Northumbria unless it has been agreed that XXX PARTNER will set the assessments for the module.

(ii)
In relation to the delivery of the modules the Module Tutor will

· monitor students’ progress

· maintain proper records of work completed

· schedule meetings with the module team and the Programme Co-ordinator to review progress and performance

· liaise regularly with their counterpart at Northumbria, immediately highlighting any issues which may arise, the link being arranged by XXX PARTNER Programme Co-ordinator

· attend staff development events

· provide any data relating to technical extenuating circumstance.

(iii)
To prepare the students fully for module assessment.

(iv)
To mark examination papers and assignments associated with the module.  Assignments and examination papers should be marked as soon as possible following the date of their submission and normally no later than three weeks after that date.  Such marking in all circumstances must meet the schedule for Examination Boards.  

(v)
To be responsible for the collation of results of all examinations and assessments associated with his/her own module and to pass them to the XXX PARTNER Programme Co-ordinator.

(vi)
To submit to the XXX PARTNER Programme Co-ordinator a report on his/her module at the end of each semester using the Northumbria module evaluation form where appropriate.

(vii)
To attend all Programme Committees taking place at XXX PARTNER and comment on progress of the relevant module.

(xiii)
To be available at reasonable times to counsel students in relation to the module’s delivery and study.

(ix)
To carry out other administration related to the module.

It is the responsibility of the Module Tutor to ensure that each module and its assessment is delivered in accordance with the specifications in the Module Descriptor and the Student Handbook.

5.3.4
Module Teams
Where more than one lecturer is involved in the delivery of a module a module team is formed.  All team members are required to participate at meetings where decisions and recommendations are made on work schemes, delivery methods, material and assessment modes etc.  Module Tutors co-ordinate the teaching activities of their team and work through any problems they may have within their respective subject area.

5.3.5
Guidance Tutors at XXX PARTNER
XXX PARTNER must have an overall framework for student support and guidance.  In particular it is expected that the equivalent of Northumbria’s Guidance Tutorial System as outlined in the Staff Guidance Handbook and Guidance Principles (both available from http://www.northumbria.ac.uk/staff/ssd/ ) will operate.
5.4
Programme Committees
Programme Committees or their equivalent are a key element in quality assuring the delivery of a programme.  They allow both staff and students the opportunity to feed back on the strengths and weaknesses of the programme and identify ways in which the delivery can be improved. 

5.4.1
Terms of Reference
(i)
To maintain the academic coherence of the programme.

(ii)
To consider resource issues affecting the quality of the experience of students on the programme.

(iii)
To consider issues concerned with the operation of the programme which have been raised by the student body.

(iv)
To identify actions which might resolve students' concerns and enhance the students' learning experience.

(v)
To alert students to temporary changes which may affect the programme.

(vi)
To inform students of proposed future developments and seek their views concerning them.

(vii)
To review annually the operation of the programme and student performance.

(viii)
To plan the future development of the programme, and produce an action 
plan.

(ix)
To consider External Examiners’ reports.

(x)
To review responsibilities for the management of the programme.

(xi)
To ensure that the programme meets the requirements of internal and external validating and accrediting bodies.

5.4.2
Membership of the XXX PARTNER Programme Committee

The membership of the Programme Committee should comprise:

· the XXX PARTNER Programme Co-ordinator

· all academic staff involved in the delivery of the programme

· the Northumbria Programme Co-ordinator

· other members of Northumbria academic staff as might be appropriate 

· two students from each level and cohort of the programme

· the XXX PARTNER Programme Administrator.

5.4.3
Convening, Frequency and Recording of Programme Committees 

It is the normal expectation that Programme Committees or their equivalent will take place on all programmes at least once per semester or equivalent time period.   It is the responsibility of the XXX PARTNER Programme Co-ordinator in liaison with the Northumbria Programme Co-ordinator to arrange meetings at suitable points in each semester or equivalent time period.  All Programme Committee meetings that take place at XXX PARTNER must be minuted and a set of minutes forwarded to the Northumbria Administrator and Programme Co-ordinator.  Whenever possible members of Northumbria staff should attend meetings of the Programme Committee.

5.5
Initial Review and Annual Programme Monitoring
5.5.1
Overview. 

Annual programme monitoring is expected to enhance the student experience of Northumbria programmes, and to ensure that they meet external expectations, by:
· monitoring actions taken by the programme team to address issues raised by programme data and from feedback on the programme

· recording good practice and actions taken by the programme team to develop and enhance the programme
There are two important components namely the Initial Review Report and the Annual Programme Monitoring. 

Initial Review Report

For a new programme there will be an initial report at the end of the first semester of the first delivery of each level, to review its operation.  This report will be compiled jointly by the Northumbria and XXX PARTNER Programme Co-ordinators as soon as the semester has ended using the checklist at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/cvreview/.   

Annual Programme Monitoring
An Annual Programme Monitoring meeting, requiring input from Module Tutors and both Programme Co-ordintors will occur prior to the Progression and Awards Examination Board (PAB).  That meeting will formally review the operation of the programme and action points will be noted.  The Northumbria Programme Co-ordinator will feed action and review points into the University’s Annual Subject Review and Programme Monitoring processes.

All annual reports will be considered by the Northumbria School Student Learning and Experience Committee and then submitted to the University Student Learning and Experience Committee.  Any concerns identified by the School Committee will be reported back to the Programme Co-ordinator with time-scales stipulated for necessary action to be taken.  The School Committee will require a report from the Programme Co-ordinator by a specified date in order to satisfy itself that action has been taken as required to address the issues (this may be the next annual monitoring).

Summaries of annual reports will subsequently be submitted to the appropriate university committee.  Details, including timescales, are set out below.
5.5.2
Unit of Annual Programme Monitoring
· 
APM can be of individual programmes or usually, and particularly if large 
numbers of modules are shared between programmes, of clusters of related 
programmes. Decisions on how programmes should be grouped for review are 
to be taken at School (or Divisional) level. It is the responsibility of the Chair of 
the School Student Learning and Experience Committee (SSLE) to ensure that 
all 
programmes are covered by review.

· 
Collaborative provision may, in practice, need to be reviewed as separate 
programmes but, wherever possible, should be reviewed as part of a cluster of 
programmes that includes corresponding home-based provision. Where 
programmes are delivered collaboratively, feedback on operation of the 
programme/s should be obtained from the partner organisation and this must be 
evidenced.
5.5.3
Annual Programme Monitoring Process 
· The APM process entails monitoring and review of relevant statistics (see section 5.5.4) and feedback over the academic cycle, rather than at a set point after the academic year is completed, to enable actions to be carried out promptly.


· Annual programme monitoring entails completion of the annual programme monitoring template (available from http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/review/intrev/) which, together with programme statistics for each included programme, comprises the APM portfolio.


· The APM template addresses programme statistics and feedback, and enhancement activity relating to the programme(s). Where possible, it should be used to record actions throughout the year and not left until the year is completed. APM statistics will be released at stages during the year (part 1). Response to any issues on student feedback (part 2b), module review (part 2c) and enhancement activity (part 3) should be recorded as they occur during the course of the academic year.


·  The partner Programme Co-ordinator should ensure that feedback on the operation of the programme is included in part 2d of the APM template. A letter or email from the partner should be included in the evidence base and a brief summary included in the APM template. 

· APM should be carried out with reference to documentation gathered in the evidence base for the programme/s, which should be kept up-to-date and available also for periodic review and potentially for external QAA and PSRB review (see section 5.5.5)
. 

· Schools will put in place procedures for extracting and actioning any issues from annual programme monitoring, as and when they occur, and identifying any issues that require consideration by SSLEs or School Management Groups. SSLEs will routinely and promptly report to SLE on any issues, or good practice, that needs to be considered at university level.


· The APM template will be fully completed as soon as possible after the end of the academic year being reviewed. It should be signed off as adequately and accurately completed by the SSLE Chair (or nominee) and agreed at a programme committee and then submitted to SSLE (or nominated sub-committee) for consideration. 


· Any template which includes collaborative programme/s must be forwarded to Quality Support, Academic Registry, for the preparation of university reports which are considered by SLE and Academic Board. 
5.5.4
Annual Programme Monitoring Statistics



· Financial Planning will make the following statistics available, by programme, as it becomes available rather than after completion of the academic year (see Outlook public folders/university statistics/APM statistics):

· Entry

· Progression and Awards

· Employment

· National Student Survey.

· There is no requirement to copy statistics to the APM template but comment is 
required on any data flagged as being outside an expected range, based on pre-
determined performance indicators. Action to be taken should be recorded in 
the template, or an explanation given if the statistics are considered 
to be 
inaccurate or the performance indicator inappropriate. Comment on data 
within (or better than) the expected range is not required, but may be given if 
wished.


· A review of the approach, and the pre-determined performance indicators used, 
will be carried out and consideration given to the provision of APM at more 
frequent intervals to more closely align with programmes with non-standard start 
dates.


5.5.5 Evidence Base to be maintained for Annual Programme Monitoring
· Schools should determine their own systems for storage and retrieval of documentation which informs annual programme monitoring. It should be maintained for the last three years. The evidence base should comprise:

· Annual programme monitoring portfolio (APM template + programme statistics).

· External examiners' reports, together with responses to them. 

· Communications from partner institutions for collaborative programmes. 

· Programme specifications.

· Programme approval/revision documentation, including operations manual where appropriate.

· Programme handbooks, together with programme specific assessment criteria.

· Module handbooks/guides together with assessment details and any module specific assessment criteria or marking guides.

· Module reviews, including summaries of student feedback on modules.

· Summaries of student feedback on programme/s.  

· Details of responses submitted to students on student feedback.

· Minutes of programme/staff-student liaison committee meetings.

· Any relevant PSRB accreditation reports, together with responses to them.

· Other documentation, eg programme learning and teaching strategies, PDP implementation plans, other relevant strategies or evidence of action on issues raised in the review.

· Additionally, there should be clear arrangements in the School or Division for maintenance of:

· samples of student work (as seen by external examiners)

· examination board minutes

· evidence on staff access to professional development to improve teaching performance.

Normally this data will be maintained for 3 years, with the exception of Module Handbooks and assessment details which should be updated at least annually.

6.
Publicity and Promotion of the Programme

It is essential that programmes are publicised if they are to recruit students but it is equally essential that such publicity accurately represents both the programmes and Northumbria University.  
All marketing and publicity materials to be issued by the partner, including website material, should be approved through appropriate School mechanisms and must provide students with accurate information on programme contents and outcomes. Before approval, all publicity material must be clearly marked ‘subject to approval’.

7.
Recruitment and Admissions

7.1
Admissions
XXX PARTNER is responsible for admitting students to the programme in accordance with the Programme Specification and this process should be monitored by the Northumbria Programme Co-ordinator.  Recruitment of appropriately qualified students to the programme is essential to the maintenance of quality.

7.1.1 Entry Requirements

The entry requirements are in the prorgamme specification.  This manual can either cross-reference to the specification or reproduce the information in this section.
.

7.1.2
Application Procedure
This is in line with the normal XXX PARTNER procedure.

7.2
Registration
 (i)
Students will be enrolled as students of XXX PARTNER using its procedures.  XXX PARTNER enrolment forms will be used and all records will be kept at and by XXX PARTNER.  Such students will be bound by XXX PARTNER’s Student Regulations. 

(ii)
All students will register with Northumbria as candidates for the Northumbria award for which they are studying.  This registration does not signify enrolment as a student of Northumbria.  Records of students registered for the award will be maintained by Northumbria.

(iii)
Rights to transfer to Northumbria programmes on an Advanced Standing basis should be made clear to all students.

7.3
Fees

If there is any doubt as to the arrangements for fee payment please consult the Finance Department or the Quality Support Section of Academic Registry.

Example for an Overseas Franchised Programme

The Fees are payable in two instalments at the beginning of each semester.  The procedure for the processing and settlement of the payment of the Fees in respect of each semester shall be as follows:

· within three weeks following the commencement of the programme XXX PARTNER shall send to the University copies of the students’ registration forms;

· following receipt of the registration forms and within one week of receipt the University shall send XXX PARTNER a draft invoice in respect of the fees for that programme;

· XXX PARTNER shall send to the University within two weeks of receipt of the draft invoice details of all students (in respect of whose registration forms were sent) who have subsequently withdrawn from the programme;

· following receipt of the withdrawal details the University shall send XXX PARTNER 6 weeks from the commencement of the programme a final invoice in respect of the fees for that programme and XXX PARTNER shall pay the final invoice in accordance with the date specified on the invoice
If a student withdraws at any time during the academic year, they will not be entitled to a refund from Northumbria.  Should a student be asked to leave the programme due to unsatisfactory overall performance in any semester, the student will be refunded a pro-rata payment depending on the number of complete modules of study.  

Re-entry to a Programme

If a student requests re-entry to the same programme at a later date, they may be admitted to the appropriate level of the programme according to modules successfully completed prior to withdrawal subject to the agreement of the Northumbria Co-ordinator.  Students may be granted exemption from modules previously passed.   Re-entry and/or exemption is not an automatic right and the Northumbria Co-ordinator will consider the merits of each case on an individual basis.
7.4
Withdrawal from the Programme
Students can at any time voluntary withdraw from a programme.  Student withdrawal forms provided by Northumbria must be completed by the students concerned and returned to the Northumbria School Office, via XXX PARTNER, within one week of withdrawal.

In accordance with the rules and procedures of Northumbria, students can be required to withdraw from the programme for two reasons:

1. Unsatisfactory overall academic performance (see Northumbria regulations)

2. Disciplinary grounds (see section 8)
8.

Student Disciplinary Procedures

The Student Disciplinary Procedure is that of XXX PARTNER, as outlined in the Student Handbook. All students are expected to behave responsibly.  Any misbehaviour could lead to disciplinary action and could, ultimately, lead to the severing of links between Northumbria and XXX PARTNER.

9.
Student Appeals Procedures

Appeals on disciplinary matters will be considered under the procedures of the XXX PARTNER as outlined in the Student Handbook. 

Academic appeals against a decision of the Northumbria Progression and Awards Board will follow Northumbria procedures.
10.
Student Experience

10.1 
Induction

It is essential that all students admitted to the programme receive the necessary induction to prepare them for the nature of study on a British undergraduate/postgraduate programme.  The induction programme will include an introduction to the following:

· the Northumbria University and the SCHOOL of XXX
· the aims and objectives of the programme

· the structure of the programme

· programme regulations governing progression and degree awards

· University regulations governing the conduct of assessments and examinations

· XXX PARTNER regulations governing student behaviour - refer students to the XXX PARTNER Student Handbook

· the individual modules which make up the programme

· the nature and context of any project/dissertation

· the assessment methods for each module

· the module tutors responsible for delivering each module

· teaching and learning methods to be used in delivery of the programme

· the use of library facilities and other information sources

· study skills

In addition, where students are studying for the first time at XXX PARTNER, appropriate induction into XXX PARTNER's Procedures and Regulations should be carried out.

A copy of the Programme Student Handbook will be agreed with the XXX PARTNER Programme Co-ordinator who will be responsible for ensuring it is distributed to all students.

10.2       XXX PARTNER Provision and additional support
This section will provide a statement of what the partner intends providing for students with examples of past actions/provision where appropriate.  It might outline facilities (academic, pastoral, social) including the nature of student support.  This can be brief if cross-referenced to the Student Handbook and/or websites.

Students who are on distance learning programmes or taking programmes which involve work-based learning will require specific support in addition to the support outlined in this Operations Manual.
This section will provide details of additional support provided.
11.
Assessment and Progression

Assessment and progression will be in accordance with the academic regulations of Northumbria as set out in the Northumbria Assessment Regulations.  The Module Examination Board (MEB) and the Progression and Awards Board (PAB) from the School of XXX will determine the appropriateness of assessment, student progression and classification (if appropriate).
12.
Setting, Moderating and Marking Assessments

12.1
Terminology

Assessments - means assignments, exams and any other form of summative assessment.

Internal Examiners - member of staff of Northumbria or XXX PARTNER involved in the assessment processes.

Internal Moderator - member of staff of Northumbria or XXX PARTNER undertaking quality assurance and quality control of the assessment processes.

External Examiners - an examiner external to both Northumbria and XXX PARTNER.

12.2
Setting of Assessments

In the first year of delivery for each level there is an expectation that all assessments will be set by Northumbria module tutors.  If there is to be any change to this then this section of the Operations Manual should be altered to specify clearly the arrangements to operate in the first year.  
Where intakes coincide with Northumbria dates, assessments should ideally be the same to allow for comparison.


Select or modify as appropriate from the following

All assessments will normally be set by Northumbria although XXX PARTNER staff will be involved and contribute to the process.  Northumbria will appoint Internal Examiners (normally the Module Tutor at Northumbria) to set the assessment and will appoint Internal Moderators to moderate each module. The appointment of Internal Examiners and Moderators will be made by the appropriate Head of Division.  Those Northumbria staff who are acting as Internal Examiners and Internal Moderators for the modules delivered at Northumbria should then act in a similar capacity on the franchised delivery.

or as the collaboration matures
Assessments are to be set jointly between Northumbria and XXX PARTNER. The appropriate Head of Division at Northumbria, in liaison with the Northumbria Programme Co-ordinator and the XXX PARTNER Programme Co-ordinator, will be responsible for appointing the Internal Examiners and Moderators.  

or


All assessments will be set by XXX PARTNER. The XXX PARTNER Programme Co-ordinator will appoint Internal Examiners and Moderators from within the staff of XXX PARTNER.  The Head of the appropriate Northumbria Division in liaison with the Northumbria Programme Co-ordinator will appoint Northumbria staff to act as moderators.
12.3
Moderation of Completed Assessments

Full moderation via Northumbria internal processes and External Examiners (where appropriate) for each level of the assessments is required for completed work/scripts.  The following describes the minimum expectation in relation to the marking of completed scripts and coursework.  
For each module the Module Tutor at XXX PARTNER will normally act as first marker for the assignments and the scripts.  XXX PARTNER will also appoint an Internal Moderator for each module.  This Moderator will second mark a sample of student scripts from the module.  The usual sample size (which must apply for each site where a module is delivered) is determined according to the Northumbria guidelines as the larger of six or the square root of the number of students taking the module.  However, other larger sample sizes may be requested on a regular or ad hoc basis; XXX PARTNER will be informed where such larger samples are required.

After the first and second marking has taken place the sampled scripts should be sent to Northumbria.  A moderator drawn from the Northumbria’s teaching team will scrutinise each module by monitoring the standard sample and, where appropriate, forward to Northumbria’s External Examiner.

If this is impracticable, arrangements will need to be made for the moderation of marked work to take place in situ.  Northumbria will reserve the right to mark all scripts if moderation shows that standards are not being maintained.

A sample should include the full range of marks to give a clear indication of good, moderate and poor performances to allow for moderation of the consistency of marking across the range.

Where Northumbria moderation reveals significant inconsistencies in marking standards, Northumbria reserves the right to require one or all of the following:

· Mark adjustment

· A further sample

· Further internal moderation at XXX PARTNER

· 100% remarking at XXX PARTNER
· 100% sample for moderation or remarking at Northumbria

If any changes are made to the normal practice then this section of the Operations Manual should be altered to specify clearly the arrangements to operate.
12.4
Duties of Internal Examiners and Moderators

12.4.1
Duties of an Internal Examiner

(i)
Moderation of Assessments before issue to students

(a)
To set every necessary assignment or examination.  In setting these the examiner should give thought to:

· testing required learning outcomes

· appropriateness of academic standard

· clarity of task to be undertaken

· accuracy of the questions

· marks allocated to each part

· time allocated for the task being realistic

· clarity, uniqueness and accuracy of the marking scheme

· the presentation standard of the assessment and marking scheme

and ensure the assignment/examination meets these criteria.

If there is a team of Internal Examiners jointly setting an assignment or examination then the team will need to define carefully the responsibilities of each member to ensure that there is no overlap of subject matter and that the assignment or examination fully covers the desired learning outcomes. 

(b)
To liaise with the Internal Moderator to resolve any differences on the content of the assessment or the marking scheme as indicated on the assessment moderation form completed by the Internal Moderator.

(c)
To note any further changes made as a result of this liaison on the assessment moderation form and to forward a copy of the completed form and the assessment to the Head of Division or Programme Co-ordinator at XXX PARTNER as appropriate.

(ii)
Moderation of Submitted Student Work

(a)
To mark all the scripts (or equivalent) for each assignment or examination to be examined.  The marking should be carried out according to the agreed marking scheme for the assessed work.

(b)
To liaise with the Internal Moderator if needed to resolve any significant discrepancies in the marking of the assessments.

(c) To check the transcription and totalling of marks on every script.

(d) To collate the marks for the module and forward the complete set of marks on the relevant form to the Northumbria Administrator or the Programme Co-ordinator or Administrator at XXX PARTNER as appropriate.

(e) To make available to an External Examiner(s) the standard sample of work (or all work if required).

(f) To provide feedback to students.

12.4.2
Duties of an Internal Moderator
(i)
Moderation of Assessments before issue to students

(a)
To consider the content of each assignment or examination.  The content should be measured against the following criteria:

· testing required learning outcomes

· appropriateness of academic standard

· clarity of task to be undertaken

· accuracy of the questions

· marks allocated to each part

· time allocated for the task being realistic

· clarity, uniqueness and accuracy of the marking scheme

· the presentation standard of the assessment and marking scheme. 

(b)
To formally record any comments on the assessment moderation form used by the Division or XXX PARTNER as appropriate. 

(c)
To liaise with the Internal Examiner to resolve any differences on the content of the assessment or the marking scheme.

(ii)
Moderation of Submitted Student Work

(a)
To mark a standard sample (six or the square root of the number of students whichever is the larger) of scripts (or equivalent) for each assignment or examination to be moderated.  The marking should be carried out according to the supplied marking scheme for the assessed work.

(b)
To liaise with the Internal Examiner if needed to resolve any significant discrepancies in the marking of the assessments. 

(c) To check the transcription and totalling of marks for the remaining assessments.

13.
Conduct of Examinations

Examinations and Assessments must be conducted under Northumbria regulations.

Lecturers must never disclose to students any of the contents of an examination paper in advance of its sitting.  Likewise tutors should not give advice to students about assignments which in any way reveal the expected answers to questions.  Such action would render the assessment results invalid.  In addition it would result in disciplinary action being taken.
Examination stationery will be sent to XXX PARTNER in advance and must be stored securely so that no students can gain access prior to the examinations.  

The timetable for examinations in XXX PARTNER is set by the School of XXX and forwarded to XXX PARTNER well in advance so that accommodation can be booked.  Practical consideration must be given to the timing of examinations held in both the United Kingdom and XXX PARTNER to avoid the potential for misconduct.

All examination papers will be set in English and should be attempted in English. 

It is the responsibility of XXX PARTNER to arrange for sufficient invigilators to be present during each examination.  A member(s) of Northumbria may also be present. 

Immediately after the examination for each module a standard sample of scripts will be copied and sent to the School of XXX to be blind double marked.

These arrangements will be reviewed in XXX PARTNER in the light of the experience of the first year.

14.
Annual Programme Monitoring Meeting by XXXPARTNER
XXX PARTNER will hold an Annual Programme Monitoring Meeting to consider the operation of the programme as described earlier in Section 5.5.1.  This meeting will also discuss the conduct of assessment and the results profile of students on the various modules.  Minutes will be taken and forwarded to Northumbria through the XXX PARTNER Programme Co-ordinator.  Whilst any recommendations from this meeting are solely advisory the Northumbria Programme Co-ordinator will be responsible for ensuring that the recommendations are fed in for appropriate consideration by the MEBs and the PAB when they take place at Northumbria and will contribute to the Annual Programme Monitoring.
15.
Examination Boards

Examination Boards should take place as soon as possible after students have completed all the assessment for the level and those students informed of their results as soon as possible thereafter.

(i) Students are following a programme that was designed by and is normally currently being delivered at Northumbria.  Assessments will normally have been set by Northumbria staff (although see section 12.2 above) and ultimate responsibility for assessment always resides with Northumberland.  Thus students follow the same assessment regulations that apply at Northumbria.  This means that the decisions on student performance are taken by the Module Examination Boards and Progression and Awards Boards that take place at Northumbria.

(ii)
It may be necessary to arrange additional meetings of the MEB and the PAB to cope with intakes which are not synchronous with those at Northumbria.  This would also occur with programmes, which allow multiple intakes during an academic year.  

(iv)
The XXX PARTNER Programme Co-ordinator should attend the Northumbria Examination Boards whenever possible. Although attendance at Northumbria Examination Boards by other key staff from XXX PARTNER is not compulsory it is deemed to be advantageous and would bring a greater understanding of the Northumbria processes.  It is therefore recommended practice.

16.
External Examiners

External Examiner(s) will be appointed to consider the modules that comprise the franchised programme.  The External Examiner(s) will usually be the same Examiner(s) appointed to consider the corresponding modules at Northumbria and are normally expected to approve the content of all assessments at level 5 and above (both assignments and examinations) before the students take them. In addition the External Examiner(s) will be expected to look at a standard sample (size 6 or the square root of the number of students whichever is the larger) of student work from XXX PARTNER drawn from each assessment component within every module ands site that falls within their remit.  The External Examiners appointed to the MEB and the PAB are expected to be present whenever these boards meet.  If a re-sit Board is required then the Examiner need not be present but can be consulted by phone, letter or e-mail as appropriate.

Each Examiner will be expected to comment specifically in his/her annual report on the module performances of the students on the franchised programme in comparison with the module performances of students attending the same programme at Northumbria.  

If it is not possible to appoint the Northumbria External Examiner(s) to the modules comprising the franchised delivery then the appointment(s) of External Examiner(s) should be made at the earliest opportunity and normally before the programme begins.  In this situation every effort should be made to assure the comparability of standards between XXX PARTNER and Northumbria via an appropriate and agreed bench marking exercise.
Note that Northumbria staff CANNOT be appointed as External Examiners for the programme.

A full description of the procedures for the appointment of External Examiners and their duties and responsibilities are described in a separate Northumbria document entitled ‘External Examiners Handbook’.
17.
Staff Development
Staff development is considered an important aspect in the promotion of quality and the enhancement of the student experience.  It is considered best practice that staff development will take place before the delivery of new modules and/or new staff have been appointed within a reasonable staff turnover ratio.

Staff development will take place regularly as deemed necessary by the Northumbria Co-ordinators informed by the module review processes and the Partner Co-ordinator’s staff development report, as detailed below.  Staff development will also include Northumbria’s quality procedures, review processes and regulatory framework. The University will cover the cost of this staff development unless previously agreed otherwise.  Staff development will normally occur every other year by module on a rolling basis, with special attention to any modules identified as problematic by the Northumbria Co-ordinator following the Annual Review meeting.

The Partner Co-ordinator will be responsible for the determination of local staff development needs and the planning and implementation of staff development programmes and will produce an annual staff development report for the Northumbria Co-ordinator.  The report will indicate the actions taken in the previous twelve months with regard to staff development and the impact of these actions.  In addition this will indicate possible future staff development issues and their proposed solutions.

Staff development will involve communication and interchange of material between Northumbria module tutors and XXX PARTNER module lecturers. Both partners should be committed to innovative approaches to staff development techniques, including video conferencing, web-based meetings and regular email contact. Northumbria staff visits to XXX PARTNER may also involve open-forum meetings with XXX PARTNER staff to exchange ideas and principles of best practice. 

It should be noted that for the effective operational management of the link there is a need for regular and ongoing staff development for XXX PARTNER Administrators, at least on an annual basis. 

It will be the responsibility of XXX PARTNER to ensure that all staff taking part in the event are present at one location for the duration of the staff development exercise, regardless of the site where they usually teach.
18.
Multiple Intakes

18.1
Introduction

Collaborative activities are partnership exercises with input by both Northumbria and XXX PARTNER at all stages being essential.  Co-ordination of this input is even more crucial when there are multiple intakes to a programme.  These may have implications for the timing of:

· The setting of assessments;

· Internal Examining and Internal Moderation;

· Dissertation Supervision;

· Programme Committees; 

· Examination Boards;

· Subject, Programme and Annual Review (and Interim Review).
18.2
Assessments, Internal Examining and Internal Moderation
The Northumbria Programme Co-ordinator will prepare a clear schedule at the start of each Northumbria academic year for all assessments that are due to take place on the collaborative programme over the academic year.  This can then be used to allocate the internal examining and internal moderation duties that are the responsibility of Northumbria and XXX PARTNER in relation to franchised programmes.

18.3
Dissertation Supervision
When dissertations run over a substantial time period, multiple intakes will mean that staff at XXX PARTNER are likely to be supervising students finishing off dissertations from one intake while additionally supervising students commencing a dissertation.  There is a danger that staff could end up supervising too many students for a significant time period.  This could be detrimental to the student experience.  To avoid this situation the number of students that a member of staff can supervise at any instant of time should not exceed Northumbria norms (1:6 staff to student ratio).
19 Staff Records

A record of staffing details, comprising current CVs and development records, will be maintained by the XXX PARTNER Co-ordinator.  When any intended changes to the staff involved in delivering the programme are proposed CVs of the new staff must be forwarded to the Northumbria Programme Co-ordinator who will be responsible for ensuring these are reviewed by the School’s Student Learning and Experience Committee.  When staff previously associated with programme delivery cease to be involved with the programme their names must also be notified by XXX PARTNER Co-ordinator to the Northumbria Co-ordinator.
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