Sample Policy – St. John’s

Programme Delivery Procedure

1. Purpose of the Procedure
The College aims for the provision of a quality teaching and assessment service and for examination success.  To achieve these aims, the College is committed to the development of programmes that meet identified needs and to develop such programmes in conjunction with relevant stakeholders. This policy applies to college academic staff.
2. Scope/to whom it applies

This procedure applies to all college academic staff including Principal, Deputy Principals, Course Co-Ordinators and Subject Teachers
3. Procedure Details
3.1. Programme Meetings

The purpose of holding meetings is to ensure that the Programme
· is responsive to the changing needs of all the students

· managed efficiently and effectively

· responsive to specific learning needs of individual students

· is linked to college planning and development

3.2. Format of Meetings

Meetings should have a formal agenda. A log/report should be kept of the team meetings to include the minutes of the meetings, decisions taken and action plans. (See template attached).  Action notes could contain

· Brief outline of discussions

· Any required action

· A person identified who will be responsible for seeing that the action is carried out

· An indication of time for completion or review of the action

· All action points should be followed up at subsequent meetings

3.3. Schedule of Meetings

	Term 1
	Sept
	Oct
	Nov

	
	Course Meetings


	
	

	Term 2
	Dec
	Jan
	Feb

	
	Course Meetings

Student Review Meetings
	
	

	Term 3
	Mar
	April
	May

	
	Industrial Liaison Meetings
	Student Review Meetings
	Course Meetings

Management Meetings


3.4. Organisation of Meetings

	Meeting
	Person Responsible
	Timing
	Membership

	Course Meeting
	Course Co-ordinator
	A minimum of once per term
	Staff teaching on course

	Student Review Meetings
	Course Co-ordinator
	Twice a year.
	Class Teacher and one other teacher on the course and student

	Industrial Liaison Meetings
	Class Teacher
	Once a year
	Class Teacher/Work Placement Co-Ordinator and Employer/Work Experience Provider

	Management Meetings
	Principal
	Annually, normally at end of year
	Principal, Deputy Principals, and Course Co-Ordinator


3.5. Agendas of Meetings
Copies of all agendas and action notes should be kept by the appropriate person so that they are available at any time.  

Term 1:  Analysis of Statistics (Application Figures, Examination Results, Progression)
Evaluate Student Support Requirements (Guidance & Counselling, Study Support)
Accredit Prior Learning/Exemptions

Curriculum revisions 

Plan of Action (Resource Allocation, Assessment Schedule, trips/activities)
Term 2:
Student Progress & Programme Delivery (Analyse Progress to date)
Examination (Student Entries, Special Arrangements, Devise exam material

Research & Development (Curriculum Review, New course proposals, Links)

Term 3:
Student Assessment & Programme Review

Possible cross-moderation of assessment

Review of Year (Plan of Action for next academic year, Timetable, Staff Training)
4. Monitoring Process

This procedure is monitored on an annual basis by Senior Management.

5. Associated Documents

Course Proposal Form
Course Team Meeting (Minutes Template)

Programme Team Meeting

	Date:
	
	Agenda

Minutes

Matters Arising

AOB



	Location:
	
	

	Present:
	
	

	Apologies:
	
	

	Agenda Item
	Action/Comment
	Who
	When

	
	
	
	

	This document is lodged in the Programme Management File



