Life of a Module
	PRE-DELIVERY

	1.  Access Validated Module Specification at O:\Academic\Worcester Business School\Module Specifications

	2.  Module Outline, Assessment and  Re-assessment Briefs 

a) Access ‘Policy on Validation and Moderation of Student Work’ at O:\Academic\Worcester Business School\Policies and Procedures

b) Complete Template at O:\Academic\Worcester Business School\Forms for Academic Staff

c) Validate via identified internal moderator and complete Validation Form O:\Academic\Worcester Business School\Forms for Academic Staff ( Module Box.
d) Arrange printing (min 3 working days).  Print request form at O:\Academic\Worcester Business School\Printing Requests

	3.  Rooming

	a) Check room suitability against confirmed bookings

b) Order equipment via Customer Portal (staff homepage login)

	4.  Library Resources

a) Order key texts for purchasing via Waterstones.  Contact manager@ucw.waterstones.com).  

b) Send Reading List to Stephanie Allen (WBS Librarian)

c) Update library stocks using Book Requisition Form available from Stephanie Allen (HoI signs) or order electronically at www.couttsoasis.com. (Login and password required via d.offen@worc.ac.uk)

	5.  VLE (Blackboard)

a) Ensure module posted on Blackboard and register yourself as a designer.  Please direct all Blackboard queries to eos@worc.ac.uk
b) Upload module materials/liaise with Module Leader.  Course Administrator can advise re uploading


	DURING DELIVERY

	6.  Course Documentation

a) Issue Module Outline (week 1) and Assessment Briefs (by week 2 latest)

b) Write Draft Exam Papers (by week 8)and validate (internally and externally) using Validation Form O:\Academic\Worcester Business School\Forms for Academic Staff ( Module Box.

	7.  Include Assessment Support  Eg:  Formative (if appropriate); Support tutorials/seminars; FAQ on Blackboard

	8.  In-course hand-in, marking, moderation 

a) Collect work for marking from your tutor tray in Assignment Room BB103.  An Item Report Form and Tracking sheet should be submitted by the student.  Ensure both are used for all assessments including presentations

b) Mark and internally moderate results within 4 weeks of hand-in using Module Results Moderation form at O:\Academic\Worcester Business School\Forms for Academic Staff  ( Module Box

c) Identify sample for copying

d) Return marked work to ASU which books in; photocopies sample for external examiners; sends ‘available for collection’ email to students; posts collection availability on Blackboard; places scripts in assignment collection room

e) Ensure sample of moderated work inc Module Results Moderation form ( Module Box

f) Grade entry through ETM via SOLE Staff Access via Staff Homepage.  Print completed marks form ( Module Box

	9.  Module Feedback inc

a) Informal (at least mid point)

b) Formal last two weeks via Module Feedback Questionnaire at O:\Academic\Worcester Business School\Forms for Academic Staff.  This is managed by external administrators.


	POST-DELIVERY

	10.  Assessment

a) Ensure all hand-in, marking, moderation process complete (as 8 above)

b) Provide generic feedback for exams - post on Blackboard and/or email to students

	11.  Check Module Box Complete (Course Administrator will advise) to inc - Module Outline, Assignment and Re-assessment Briefs in Validation Forms; Samples of assessed student work, inc moderation forms; Module results list; Module Evaluation summary; Sample of teaching materials

	12.  Results

a) Sample of moderated work to externals - Course Administrator will implement

b) Grade entry via ETM – note marking deadlines on University Calendar University Calendar
c) Attend Exam Board – dates on WBS Calendar

d) PRMG

	13.  End of Module Evaluation

a) Produce End of Module Evaluation Summary at O:\Academic\Worcester Business School\Forms for Academic Staff.  Send to Senior Dept Administrator (who will forward to HoS and SQC).

b) Reflect on opportunities to improve module with other members of module team (if appropriate)

c) Note amendments to be carried forward to next cohort.
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