Course Leader: Role Guidance for Undergraduate Programmes

The key responsibilities of a course leader are:

1. To promote the quality of the student experience on the course by:

· Fostering a culture of engagement with all students on the course by:

· providing, where agreed, content for the ‘Hit the Ground Running’ online resource

· using relevant modes of communication (StudentCentral, email, etc) to inform students on Course Level initiatives 

· Engendering a sense of course identity (and in the case of joint-degree courses – sense of cohesion). Specific mechanisms for this may change/vary dependent on the course and/or division but might include:

· Supporting the development of course oriented student-led social events/groups.

· Liaising with colleagues within SASS and the wider University to maintain and enhance the quality of the student experience on the course.

· Ensuring that all students on the course are welcomed and  inducted

· Liaise with the programme administrator to ensure that all relevant course level documents are up-to-date, accurate and conform to university and/or school requirements

· Liaise with the Student Engagement and Representation Lead to promote the recruitment of Student Course Representatives. Attend the Courses board 

· Meeting, informing and advising students who are considering a change of status or withdrawal

· Meet students returning from intermission (and for UG courses only - direct entrants to levels 5 and 6) to provide advice, guidance and support

· Respond to annual course evaluations by communicating with students about results and any appropriate changes that can be made to enhance the student experience 

· Addressing any problems associated with the quality of the students’ course experience in a timely manner and in consultation with Programme Directors/Head(s) of Division where appropriate

· Liaise with the Student Engagement and Representation Lead to promote activities designed to maximise student engagement with any course surveys such as the National Student Survey (NSS), Brighton Student Survey (BSS) or Postgraduate Taught Survey (PGTS).

2. To provide day-to-day leadership and coordination of the course by:

· Representing the course at the CEB to confirm assessment records and to present recommendations 

· Liaise with the programme administrator to ensure that course level documentation (e.g. handbook, diagram and programme specification) are updated annually (or contributing to a programme handbook where the School combines course information).

· Overseeing and checking the course timetable in liaison with the timetabling team.

· Authorising extensions to deadlines in accordance with GEAR

· Authorising Learning Support Plans and working with the Disability and Dyslexia team, the SSGTs, and relevant academic and administrative staff to implement the LSP.
· Agree/authorise Direct entrants and transfers and inform programme administrator via email.
· Mechanisms for agreeing transfer may vary between courses e.g. Professional Courses may require the Course Leader to interview candidates/students before agreement can be given.
· Authorise (where relevant) and inform the programme administrator, via email, of changes to student status.
· Liaise with the Recruitment Lead and/or Course Admissions Tutor to support/participate in recruitment activities, e.g. open and post offer events (variation may exist in the processes undertaken by individual Divisions).
· Liaise with the Marketing Department/Officer so that they can maintain marketing profiles of the course in the prospectus, school brochure and on relevant websites
· Liaise with the Careers Service and, where necessary, the Employability Lead to complete a Career Planning Agreement (CPA).
· Professional Courses may have course specific processes in place to ensure students are supported to apply for jobs in their profession.
3. To promote the quality standards in the development of the course*, and provide a strategic overview of the course, by:

(*Structures and processes may vary dependent on Division)

· Monitoring that the course aims and objectives are being met by:

· Leading the Course review process

· Participating in Divisional Meetings

· Liaising and providing information and guidance to Module Coordinators (where relevant).

· Ensuring the curriculum satisfies subject benchmarks, QAA Codes of Practice and other external referents such as professional bodies by:

· Leading the course review

· Participating in Divisional Meetings

· Liaising and/or providing guidance to the relevant subject leads

· Liaising with external contacts e.g. External Examiners, representatives from Professional Bodies

· Monitoring, evaluating and developing the course in consultation with the course team, the Programme Directors/Deputy Head(s) of School and any other partners

· Monitoring and evaluating student retention and progression on the course
· Some Courses Leaders, e.g. on Professional Courses, may have the responsibility to maintain and undertake ‘Suitability to Practice’ processes. Such processes may require that the Course Leader identify students who are not suitable to practice and then either identify ways to address this and be retained or to withdraw from the course in a supported manner.   
· Maintaining up-to-date definitive course documentation and KIS

· Producing the Annual Academic Health Report for the course in accordance with institutional and professional and statutory body requirements (including responding to reporting directives and External Examiner’s comments)

· Either (depending on the Divisional Structure):

· Liaise with the Subject Lead on the appointment of External Examiners, OR 

· Monitor the tenure of, and make recommendations for, the appointment of External Examiners in collaboration with Programme Directors/Deputy Head of School(s) 

· Leading the Periodic Reviews of the course by:
· Liaising with the DHoS for Quality Assurance & Enhancement and the Curriculum Development Lead.
· Coordinating with Module Coordinators
4. To advise and consult with the Deputy Head(s) of School, where relevant and dependent on Divisional Structure and Processes, on developments in the course in respect of

· The student experience

· Quality assurance

· Progress, review and development of the course

· Resource planning and deployment for the course

In addition to the above, to carry out any other specific duties required of a Course Leader by future University policies and procedures

Note: Deputy Head(s) is employed to denote that, where the course is a half-degree, both Divisional Heads might need to be consulted.
