DUTIES AND RESPONSIBILITIES OF FACULTY HEAD OF COLLABORATIVE COURSES

General

Under the Ordinance on the Recognition of Institutions, the University appoints members of staff, Faculty Heads of Collaborative Courses, to course committees at recognised institutions. Faculty Heads are also appointed for Edexcel programmes franchised to Colleges of Further Education. The role of the Faculty Head of Collaborative Courses is to provide a focus for the development, monitoring and enhancement of collaborative arrangements at Faculty level and to maintain an overview of such provision taking account of University and Faculty strategic priorities.

Duties
1
To support the development and implementation of the Faculty’s strategy for its collaborative provision in relation to both local and overseas provision, in conjunction with the Dean and Heads of Schools.

2
To act as a point of contact for all the Faculty’s local and overseas collaborative partners and to bring forward to relevant Faculty and University committees proposals for new programmes or changes to existing programmes or other matters relating to Faculty collaborative arrangements.

3
To seek to identify and resolve problems related to the Faculty’s collaborative provision in liaison with partner institutions and, as appropriate, Faculty management or central departments or University committees.

4
To liaise with other central departments to ensure that standards assurance and quality management activities are achieved in a co-ordinated and effective manner.

5
To support the annual course review process, participate in the review of programme submissions, and ensure that effective and appropriate follow-up action is taken to address issues identified.

6
To liaise with University course directors who have responsibility  for outcentre provision.

In particular, the Faculty Head of Collaborative Courses has responsibility for the following areas:

1
Admission and Enrolment
To provide advice and guidance on:

· Entry requirements

· Exemptions and accreditation of prior learning

· Applicants who do not meet the standard entry requirements for the programme

2
Teaching and Learning
To provide advice and guidance on:

· Programme developments and proposed curriculum changes

· Policy and regulations

· Programme-specific learning resources

· Reading lists

3
Assessment
•
To review and agree:

· Arrangements for the internal and external moderation of assignment questions and examination papers and for the moderation of assessed work in line with Faculty policies

· Cross-moderation across common modules where appropriate

· Arrangements for the appointment of the external examiner(s) and to make recommendation(s) to the Faculty

· Arrangements for the Board of Examiners meeting(s) in accordance with University policy

· To communicate the overall timetable for the examination process to the partner institution

· To attend a sample of Board of Examiner meetings, ensuring coverage of all collaborative provision over a period (note it is not the role of the Faculty Head of Collaborative Courses to chair Boards of Examiners)

· To discuss and co-ordinate the Faculty and partner institution response to the external examiner’s report and to monitor required action

· To monitor appeals

4
Resources 
•
To review CVs for new staff in the partner institution associated with the validated provision

· To review the other resources and facilities available to support programme delivery

· To liaise with Library personnel regarding library resources.

5
Student Support
•   To review arrangements for the academic and pastoral support of students

6
Quality
•  As a member of the course committee, to receive agendas, papers and minutes for all course committee meetings; to attend at least one course committee annually

· To receive the agenda and minutes of all staff/student consultative committee meetings (if applicable). (The Faculty Head of Collaborative Courses has the right to attend any staff/student consultative committee meeting)

· To ascertain student views on the course on an annual basis through discussion with students

· To monitor action arising from module monitoring activities

· To advise on and, where appropriate, attend student appeals

· To provide support for staff in partner institutions participating in staff development events

7
Publicity Material
• 
To monitor publicity/promotional/marketing material emanating from partner institutions
8
Reporting
•
To provide an annual report for consideration as part of the Annual Review exercise

· To provide other reports to University or Faculty committees or panels as required 

9
Involvement in University 
To be involved in:

Processes
(
Initial course planning, evaluation, monitoring and revalidation activities, to provide advice and guidance to the course team and to draw to the attention of the University any concerns in relation to the proposed programme development

· Amendments to current programmes
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