Good practice guide: Module Handbooks

(note that this guide should be used alongside the complementary Good practice guide: Programme Handbooks.) 

The Programme Handbook will have provided students with information which is generic to the Programme, and some information about the School, while from 2006 a University Student Handbook will contain much of the University-level generic material.  
The Programme Handbook will include most or all of the following references to the modules which constitute the programme.
· A list of core and option modules

· A reference to the matrix of learning outcomes in the programme specification, and an indication of how the individual modules contribute to the programme learning outcomes

· The principles of the award of credit by module

· Generic assessment criteria at programme or school level

· Module pass marks, referral, and compensation

· Hand in procedures for assignments

· Late submission regulations

· Plagiarism and other academic misconduct

· Principles of student feedback on modules

While unwarranted repetition in module handbooks of the information already supplied in programme handbooks is to be avoided, a reminder of the rules for assignment hand-in and late-submission might be useful, as might a reminder of the importance of avoiding plagiarism.  A reference to the relevant section of a Programme handbook could be useful here.  Students will also need to be informed if for approved reasons module practice may vary from that operating at programme level.

The term Module Handbook is used here to describe the set of information that will be presented to the students at the beginning of the study of a module.  This module specific information can be provided in a number of different formats using a number of possible media.  A specially compiled handbook structured around a locally agreed proforma may be the most effective way of ensuring that critical information is presented to students in an accessible way, although the information set could be presented as:

· A compiled hard-copy.

· A compiled document in electronic format on Blackboard.

· A set of individual documents, in hard copy or electronic form

Students should be referred to the Module Descriptor for detailed information on the Module, and if the Handbook is in electronic form references to a Module Descriptor may be effected through a hyperlink.  Critical information from the Module Descriptor should nevertheless be abstracted and reproduced (perhaps in summary form) in the Module Handbook.

The following list describes the module-level information that should be provided to students.

	Issue
	Essential
	Best Practice

	Synopsis of Module
	Copied from module descriptor 
	

	Module credit (and indication if a pass/fail module or if non-compensatable). 
	Abstracted from Module Descriptor
	

	
	
	

	Module Aims
	Copied from the module descriptor 
	

	Module Learning Outcomes
	Copied from the module descriptor (should include all learning outcomes, including skills based)
	

	Learning, Teaching & Assessment Strategy
	A reference to the module descriptor, with a summary of key or unusual features.


	Should include a reference to how the specific Module Learning Outcomes will be linked to assessment.  (this requirement is likely to move over time into the essential category).

	Summative Assessment
	Summary of assessments, with reference to Module Descriptor for further details.

Submission dates for assignments.
	Details on the format of examinations, the word lengths of assignments.

	Assessment Criteria
	Reference if appropriate to Programme level strategies  - e.g. generic marking schemes -as described in Programme Handbooks, along with any module-specific assessment criteria.  Where individual assignments will have specific assessment criteria this should be indicated here.
	

	Core Reading List
	Likely to be more extensive and complete than that offered in the Module Descriptor.
	May make electronic cross reference to supplementary reading lists.

	Notional Student Workload
	Reference to Module Descriptor.  Comments on implications of any significant aspects of the NSW.
	Details of the ‘independent learning’ which might be involved.

	Programme
	An outline of lectures, seminars etc.
	Where possible, dates or week-numbers for individual elements, room numbers etc..

	Module Tutor(s)
	Names, contact details, including preferred mode of contact/ office hours/ expectations of response to email enquiries.
	


