DUTIES AND RESPONSIBILITIES OF MODULE CO-ORDINATORS

Each module has a Module Co-ordinator who is appointed by the Head of School and who has overall responsibility for the module. Staffing within a module is the responsibility of the Head of School. Where a module is taught on more than one campus a co-ordinator will normally be appointed for each campus.

The main responsibilities of the Module Co-ordinator are:

· planning the module and changes to the module

· co-ordinating and managing teaching on the module

· co-ordinating the examining of students on the module

though in cases where a module is delivered by more than one member of staff some responsibilities will be shared.

1

Planning the Module and Changes to the Module

The Module Co-ordinator:

a)
in respect of a new module, provides the course/subject planning committee with the details of the new module (eg title, level, credit points, aims and objectives, learning outcomes, teaching and learning methods, description, assessment, reading list) for inclusion in the course document;

b)
in respect of changes to an existing module, in consultation with the Course/Subject Director(s), completes and submit to the Faculty for approval a CA3 form setting out the proposed changes.

(Note:  The Course/Subject Director is responsible for providing Academic Registry with information required for new courses or Honours subjects and provision undergoing Revalidation).

2
Co-ordinating and Managing Teaching on the Module


a)
Modules may be taught entirely by one member of staff (who is the Module Co-ordinator) or by a team of lecturers headed by a Module Co-ordinator.  The Module Co-ordinator in the former case or the lecturing team in the latter case is responsible for:



-
preparing and delivering lectures, seminars, tutorials and practicals in accordance with the syllabus;



-
preparing handouts for students covering the syllabus, timetable, reading list, assessment requirements, library arrangements and procedures for contact with students (see Appendix 34);



-
ensuring that the library, computer services and the bookshop have been made aware of the requirements for the module;

· monitoring student attendance and progress and advising the Course/Subject Director and adviser of studies of any problems; and



-
attending meetings of the course/subject committee;


b)
Where more than one member of staff delivers the module, the Module Co-ordinator:



-
convenes periodic meetings with the module team to plan teaching, to review assessment procedures and examination marks, etc;



-
provides support for less experienced staff;



-
represents the views of the module team at relevant meetings; and



-
circulates to the module team relevant information.

3
Co-ordinating the Examining of Students on the Module

The module team, where more than one member of staff delivers the module, or the Module Co-ordinator, where the module is delivered by only one member of staff, is responsible for:


a)
marking and return of coursework assignments to students with comments and marks/grades; and


b)
marking examination scripts and arranging for double marking or other moderation where required.


The Module Co-ordinator is responsible for:


a)
preparation of the draft examination paper for submission to the Course/Subject Director for approval by the external examiner;


b)
submission of approved examination papers to the Head of School or to the Examinations Office on behalf of the Head of School;


c)
liaising with Student Support and advising the Course/Subject Director(s) of special examination requirements if appropriate;


d)
submission of coursework and examination marks to the Examinations Office by the specified deadline;


e)
notification to the Course/Subject Director(s), in person or by telephone, of any amendments to the provisional marks of a student so that these will be available to the course/subject committee/board of examiners together with notification to the Examinations Office in writing of the amendments;


f)
attendance at meetings of course/subject committees and boards of examiners and reporting on student performance where required.
4
Module Monitoring

The Module Co-ordinator is responsible for contributing to the module monitoring process.

