CHECKLIST OF ITEMS TO BE CONSIDERED BY COURSE COMMITTEES AT REGULAR MEETINGS DURING THE YEAR

[Note that there is a separate agenda for the review meeting which should normally take place in November.  This meeting could be held alongside a ‘regular’ Course Committee but the review meeting should be minuted.  ‘Regular’ Course Committee meetings need not be minuted but should review actions from the previous meeting and should result in a formal action plan (see template provided from http://www.ulster.ac.uk/quality/qmau/pms.html).]
	Topic
	Data / Information available
	Guidance

	Student Profile / requirements


	Planning Office data on entry qualification

Faculty Office Class lists

Examination Broadsheet from previous year
	November 

http://plangov.ulster.ac.uk/information/information_development.html#Section2
From September

Late August/ September
	· Consider entry qualification profile and whether there are any additional support requirements for student group, eg disability, international students, students repeating with/without attendance and returning from LOA

· Class sizes and implications



	Induction / information for students


	
	
	Initial Orientation

· Timetable

· Staff roles and responsibilities at induction

· Liaison with central departments/Faculty/School regarding their input

· Arrangements for course-level induction

· Students entering directly into year 2 or later

· Induction for progressing students

· EDGE Award

Ongoing
· Consider timely information to students 

· Study skills support



	Semester  Organisation 

 
	Timetable / space allocation

Allocation of Studies Advisers

Communication of arrangements for teaching (including part-time hours, demonstrators, e-tutors etc)
	http://www.ulster.ac.uk/timetabling/ 


	· Ensure Course and Module Handbooks (and other information for students) are accurate and available for staff and students

· Unresolved timetabling/space allocation issues

· Assessment schedule across modules, submission dates and arrangements

· Attendance issues and review of results of attendance monitoring and follow-up activity

	Personal Development Planning
	
	http://pdp.ulster.ac.uk/
	· monitor PDP implementation

· use of PACE

	Examination arrangements & Liaison with External Examiner
	Dates of progress and exam boards

Examination timetable
	http://www.ulster.ac.uk/academicoffice/Documents&Forms.htm
http://www.ulster.ac.uk/academicservices/staff/examinations.html

	· Nominations for new External Examiner(s)

· Student Awards and Prizes

· Agree dates for submission of draft coursework/exam papers to External Examiner in accordance with external examiner and University requirements

· Arrangement for External examiner to meet students and, where applicable, service providers 

· Confirm examination arrangements

· Review arrangements for resits/resubmissions and additional student support

· Consider External Examiner(s)’ report(s) and draft response

	Staff/Student Consultation
	SSCC minutes
	Course Director
	· Election of course representatives and liaison with SU regarding training

· Dates and feedback from SSCC meetings

· Involvement of students in Course Committees (where applicable)

	Retention and Transition
	Module Monitoring data

· Semester 1 first sit

· Semester 2 first sit

· Resit data (all semesters)
	Module Monitoring data

Mid-February

Late June

Late September

Data sent out by QMAU
	· Oversee any actions put in place to address retention

· Review performance of students across modules

· Review over- or under-performing modules 



	Module Survey results
	Survey dates are available from:

http://www.ulster.ac.uk/quality/qmau/ 
	Results available as live data from portal to module coordinators. Course Directors can access course level quantitative information available from the School office 2 weeks after the survey closes
	· Review modules in light of feedback received and identify actions for enhancement where applicable



	Communication with/from other committees
	
	
	· Communication of issues from Faculty/school committees

· Identification of actions required for referral to other committees

	Placement (where applicable) 
	
	
	· Liaison with placement providers

· Ensure placement supervision arrangements, including visits, are in place

· Arrangements for assessment of placement

· Transition support arrangements for students returning from placement

	Other agenda items as appropriate
	
	
	· Items identified by Course/Subject Director or Committee members


