PROGRAMME DIRECTOR’S RESPONSIBILITIES

Programme Directors are responsible for the following tasks, although administrative or other teaching staff will work with the programme director on some of the tasks.
The implementation of recruitment and admissions procedures including:

· attendance at Visiting Days for applicants;

· ensuring that students are properly inducted into the programme and its requirements.

Managing the programme by:

· the production of programme handbooks, the oversight of other programme materials including backboard materials where appropriate;
· in the case of new or revised programmes or components of programmes, the production of proposals and seeing them through various committees, and consider potential markets;
· co-ordination and overview of the programme course units;
· liaison with Chairs of Boards of Studies on all aspects of the programme as appropriate, including staff members’ teaching duties; 
· attending meetings of Teaching and Learning Committee, Sub-Committee of Teaching and Learning for appropriate area – Law, Criminology, CSEP, Board of Studies and Appeals Board, and implementing decisions;

· liaison with administrative staff etc;
· liaison with eLearning coordinator;

· contributing to the development of School Policy on Teaching and Learning.
Monitoring students’ progress with the teaching support office by:

· ensuring that appropriate records are kept (re; students / course units/ scripts / PDPs etc);
· oversight of work and attendance regulations; 
· arrangements for students’ dissertations;
· approval of students’ free options;
· overseeing the effective operation of feedback on assessment to students for each course unit contributing to the programme.

· senior adviser for students, including advice meetings for e.g. course choice;

Ensuring standards by:

· liaising with course unit directors to ensure that the required number of external examiners are appointed to the programme and make nominations when new or replacement examiners are required;

· forwarding the appropriate programme information to external examiner/s;

· receiving the external examiners report , ensuring consideration of issues raised and making an appropriate written response to external examiners, and taking action where necessary.

Ensuring compliance with quality procedures by:

· attending student/staff meetings and responding to issues raised.

· conducting the Annual Review of the programme;

· preparing for and responding to the Five Year Review of the programme;

· contributing to preparations and requirements for any external review or inspection of the programme;

· in circumstances where the programme is to be discontinued drawing up a management plan to cover the period during which the programme is winding down  

