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Management of Collaborative Programmes – Academic Year 200   - 200
Title(s) of Programme(s) …………………………………………………………..

Name(s) of Partner Institution(s)  ………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..
Roles




Names of staff
Programme Leader(s) 



in partner institution(s)

(PPL)




……………………………………………...
   
University Link Tutor(s)

(ULT)




………………………………………………
Programme Leader(s) in
the University 
(if appropriate) (UPL)

………………………………………………
Administrator(s) in 
partner institution (PAS)

………………………………………………
Administrator(s) 
in the University (UAS)

………………………………………………
Other roles not listed above (if any):

  
………………………………………….
………………………………………….
………………………………………….
…………………………………………..
Please complete the table below to identify responsibilities within the team at each institution within the partnership

(P)
=       Indicates person with primary responsibility
(R)
=       Indicates person who also holds responsibility (if applicable)
Please note that “Date due” may be expressed as a precise date based on a known academic year calendar; academic calendar week number(s) (e.g. week 12); a term or phrase reflecting a frequency (e.g. annually, termly, on-going, as necessary) or some combination (e.g. each semester by week 1, weeks 10 and 20 annually).
	Activity


	Names/Roles of responsible person(s)
	Date due

(if appropriate)

	1   Assist with programme management


	Partner(s)
	University
	

	Maintain regular communication between

the home School and the programme team 

in the partner institution(s) 

    
	
	
	

	Report and record outcomes and actions 

from visits to partner institution(s)


	
	
	

	Ensure provision of up-to-date University 

information for partner institution(s)


	
	
	

	Ensure production and circulation of an 

annual calendar of events


	
	
	

	Identify and publicise individual 

responsibilities (ie. this document)

	
	
	

	Ensure appropriate documents are 

produced at appropriate times in the 

academic year


	
	
	

	Ensure provision of advice and guidance 

to the partner institution(s) on quality 

assurance and enhancement processes 

in HE, as necessary


	
	
	

	Advise on programme design and on 

instigation of  changes to the programme(s), form of collaboration etc


	
	
	

	Ensure that peer observation of teaching is 

carried out and reported on, following 

procedures in the home School


	
	
	

	Request approval for changes to partner institution(s) staffing by sending a CV to the University’s Quality Assurance and Enhancement Unit for consideration by the Director of School or nominee

	
	
	

	Ensure the operation of procedures relating to mitigating circumstances, student complaints, academic appeals, and unfair means at the partner institution(s) are comparable to those at the University


	
	
	

	Advise on APL  and APEL procedures and their operation


	
	
	

	2   Advise on assessment processes and 

facilitate the work of  the external examiner


	
	
	

	Ensure up-to-date examination regulations are being applied at the partner institution(s)

	
	
	

	Advise the programme team on the design, 

approval and moderation of assessments 

(see Assessment Process Handbook)
	
	
	

	Ensure comparability of assessments between partners especially where several partners are running the same programme


	
	
	

	Ensure the production and distribution to 

students of an assessment calendar


	
	
	

	Attend , monitor the composition and 

conduct of assessment boards (at partner(s) and /or the University)

	
	
	

	Act as a reference point for the external 

examiner, facilitating and overseeing 
interaction with the partner programme team(s)

	
	
	

	Collaborate with the partner programme team(s) in the selection and approval of an external examiner by the University

	
	
	

	3    Attend staff/student meetings 
(eg Programme Committees)
	
	
	

	There is no requirement for the University link
tutor to attend every meeting at the partner 

institution(s) but they are entitled to do so.
 There is a requirement to attend at least one
meeting per academic year. 

Where there is an overseas partner overt 
arrangements must be in place to allow 
direct meetings between the University link 
tutor and student representatives


	
	
	

	The University and/or partner link tutor is 
required to ensure that all proceedings of the 
meetings are recorded, actions and 
responsibilities identified, and records 
circulated appropriately within the partner 
institution and University


	
	
	

	Ensure arrangements are in place to gather 

other forms of feedback from students 

(eg administering the SSQ) and that actions 

and responsibilities are identified and 

circulated appropriately within the 

partner institution(s) and University

	
	
	

	4    Attend Partnership Forum meetings

	
	
	

	Record outcomes, actions, and 
responsibilities and feed back to partner
programme leaders who are unable to 
attend



	
	
	

	5    Act as the contact point for liaising 
between the University library and that 
of the partner institution


	
	
	

	Facilitate access to, and use of, University 
learning and teaching resources by students 
studying in the partner institution(s) and by the

programme teams
	
	
	

	Advise the programme team(s) on resource 
enhancement appropriate to programme 
development and facilitate required 
additions to resources for learning and 
teaching


	
	
	

	Facilitate students’ and the programme 
team’s use of web-based learning


	
	
	

	6    Inform the students and the 
programme team of impending 
events at the University and
encourage participation by staff at the

partner institution(s) in University staff 
development sessions 


	
	   
	

	7    Monitor programme information 
produced by the partner institution(s)
             
	
	
	

	Advise on the content of information during its production by the partner institution(s)

	
	
	

	Assist in the monitoring of marketing and publicity information given out by the partner institution(s) and report back to the University Marketing and Recruitment Unit and/or the home School as appropriate


	
	
	

	Monitor the programme and partner 
institution(s) websites regularly


	
	
	

	Maintain a file of all written information given to 
the student cohorts

	
	
	

	8     Contribute to the processes of 
annual monitoring and periodic 
reviews of provision



	
	
	

	Monitor adherence to, and offer advice and 
guidance on, University Quality Assurance 
and Enhancement procedures relating to 
annual and periodic reviews of provision


	
	
	

	Contribute, with the programme team, to the 
production of a Partnership Annual Self-
Evaluation Report (for multiple partners) or a 
PQEP (for a single partner)


	
	
	

	Facilitate the provision of appropriate 
statistics as required for annual and 
periodic reviews


	
	
	

	9    Advise students at the partner 
institution(s) on progression and 
monitor progression of students 
while at the University

 
	
	
	

	10    Engage with University staff 
development sessions relating to the 
aspects of the various roles identified 
above
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