



UG Programme Director
Role and Responsibilities

Each programme of study will have a Programme Director who is responsible for the day to day management of the programme as a whole. 
The Programme Director’s role is to ensure the smooth running of the degree programme/s for which s/he is responsible, and the welfare, conduct, and progress of students on it. This involves overseeing the student course evaluation process, considering changes and improvement to the courses offered, and ensuring adherence to the guidelines set out in the University’s Academic Standards Code of Practice.
This includes:
SAHC COMMITTEES

· Attendance at SAHC UG Committee meetings (held twice in each semester). It is the responsibility of the Programme Director to ensure that:

· Members of the Subject Forum and/or UG Programmes Sub-Committee are informed of all items of relevance to the subject area;

· Any items requiring discussion are considered by members of the Subject Forum and/or UG Programmes Sub-Committee and the results of that discussion made known to the UG Committee.

SUBJECT AREA COMMITTEES 
· With the agreement of the head of area, chairing the Undergraduate Programmes Sub-Committee;

· In liaison with the Administrator for the Subject Area, organising the agenda for the Undergraduate Programmes Sub-Committee;

· Ensuring that any items requiring discussion are considered by members of the Undergraduate Programmes Sub-Committee and the results of that discussion made known to the SAHC UG Committee.

· Ensuring that members of the Undergraduate Programmes Sub-Committee are informed of all items of relevance to the subject area.
UG PROGRAMMES (administration)
· Ensuring the smooth running of the degree programmes within the subject area;

· Ensuring that QA procedures are followed in the degree programmes within the subject area;

· Leading the academic development of the programmes and propose any necessary amendments;
· Taking responsibility for programme specifications and ensure their relevance and currency;
· Liaising with colleagues and the Administrator for the Subject Area to ensure that student handbooks contain accurate  and up-to-date information;
· In liaison with the Administrator for the Subject Area, approving timetables and resolving timetabling issues specific to the programme;
· Taking responsibility for course unit pre-selection and ensuring the timely delivery of confirmed course unit information to Administrator for the Subject Area and the Programmes Officer;
· In liaison with the Administrator for the Subject Area, ensuring that students are enrolled for combinations of course units which are appropriate to the programme;
· In liaison with the Administrator for the Subject Area, overseeing student attendance; 
· In liaison with the Student Support Officer, overseeing student welfare;

· In liaison with the Administrator for the Subject Area and the Programmes Officer, organising induction week activities for new and returning students.
UG PROGRAMMES (changes and additions)
· Have oversight of changes to programme and course units being put forward to the SAHC UG Committee. This includes: 

· Programme withdrawals;

· Programme changes;

· New programmes;

· Ensuring that new programmes have been fully considered 

· Resource implications, 
· Impact on other programmes, 

· Involvement or conflict with programme in other Schools; 

· Course unit proposals;

· Course unit changes (including changes in assessments).

UNIVERSITY AND FACULTY T&L INITIATIVES

· Be aware of, and implement, new University and Faculty T& L initiatives. 
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