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Programme Rationale

The rationale behind the design of the programme is the desire to enhance teaching in post-16 education through the promotion of critical enquiry among teachers.  It is an aspiration which recognises that professional practice rests on the capacity to exercise judgement in practice.

A particular emphasis in the programme is the harnessing of trainees’ experiences of educational practice with opportunities for critical enquiry.  As such, the ‘theoretical’ and the ‘practical’ are not left to stand-alone, but are constantly validated against each other throughout the programme.  In keeping with this emphasis, assignments often require trainees to draw from their own practical educational experiences in the development of their personal and subject-related theoretical knowledge.

The programme offers a very wide range of learning opportunities including lectures, seminars, individual and small-group tutorials, trainee-led seminars, group-led presentations, visiting speakers, team projects, independent learning, individual mini-research projects, team teaching, micro-teaching, observed teaching practice, IT-supported learning, and more. But this is not variety for the sake of variety. Trainees are invited to make a critical appraisal of the suitability of various practices for their own use and to use that experience as a basis for extending their own understanding of learning (and teaching).  They are encouraged to utilise and evaluate different techniques in their own practice and to make informed judgements as to their usefulness.

Opportunities for learning and teaching are enhanced by a large variety of educational settings in which programme members themselves work.  Trainees are invited to share the benefits of these experiences with their peers (for example at the Joint Centre Days) and all are expected to draw from the collective breadth of experience in their own educational decision –making and evaluation.

Practical teaching comprises a key element of the university scheme.  As the programme progresses, trainees are encouraged to enhance their experience as teachers in different contexts. This may occur across courses and also within subject specialisms, where trainees might reasonably expect teach two or more groups of students at different levels. In this respect they are encouraged to develop appropriate skills and strategies to teach such differentiated groups in different classroom contexts, as well as those with a wide range of subject ability within the same classroom.  

The purposes of the programme are to enable trainees to:

a. ground their theoretical explorations in their teaching and learning, and analyse the relationship between theory and practice; 

b. gain a range of experiences of teaching and learning upon which to base informed judgements about their own educational practice;

c. develop analytical and evaluative skills as well as critical awareness of educational practice; 

d. pursue optional studies of their own choosing, whether for the purpose of specialising in study relevant to their work as teachers or for broadening their range of experiences and insights.

Programme aims

The programme aims to:

1. enable trainee teachers to gain a range of experiences of teaching    

and learning upon which to base informed judgements about their own educational practice
2.  
support trainee teachers in their teaching in order that they might gain strength as confident, autonomous decision-makers in their practice and that they might identify their own strengths and weaknesses, needs and interests and use such knowledge in the identification of appropriate individual aims
3. provide trainee teachers with a range of insights into learning and 
teaching that they might develop their analytical and evaluative skills as well as their critical awareness of 
educational practice
4. enable trainee teachers to ground their theoretical explorations in the 
real life of their continuing teaching and learning, and come to understand the essential place of theory in practice
5. enable trainee teachers to locate their understanding of curriculum 
and, in turn, their own educational practices, within the wider social, economic, political and moral contexts of which they are part
6.  
enable trainee teachers to have the opportunity to pursue studies of their own choosing, whether for the purpose of specialising in study immediately relevant to their work as teachers or for the purpose of broadening their range of experiences and insights
7.   
enable trainee teachers to engage in work that is both professionally appropriate and personally rewarding
Programme Outcomes 

On completion of their programme, trainees will be able to:

1.      demonstrate the capacity to learn from their own educational practice

2.
make appropriate plans, for both whole courses and individual sessions, for the learning of individual students and groups of learners in their charge.  (These plans should have regard for knowledge, learning opportunities and assessment, and reflect an awareness of the prior experiences, expectations and capabilities of the students concerned).

3.
execute their own plans for learning
4.
demonstrate that they can teach effectively when following other guidelines, syllabuses or prescribed curricula as may apply to their normal practice.  (In this, they should demonstrate proper regard for the students in their charge and for such formal requirements as may be placed upon them)

5.
evaluate their own educational practice demonstrating that they routinely meet with the formal benchmark requirements laid down by the Sector Skills Council  (LLUK)  
6.    
demonstrate how the benefits of evaluation are fed into their own professional development
7.   
demonstrate awareness not only of differences amongst students (in terms of attainment levels, gender, class, race) but, importantly, of the implications these raise for their own educational practice.

8.  
demonstrate an awareness of learning, and a capacity to respond positively and creatively to learning opportunities that occur or may be created within their practice.

9.   
demonstrate an awareness of opportunities for teaching and resourcing, and the capability to act constructively and imaginatively in their practice.

10. 
demonstrate a sound grasp of assessment purposes and practices and be able to exercise informed judgement on matters of assessment in their practice.

11. 
demonstrate an awareness of the rights and responsibilities of all who 
meet for the purposes of education.

Trainees shall be competent teachers. In practice this means that they will acquire knowledge, develop skills and deepen their understanding of the complexities of learning and formal educational provision.  It also means that they will develop confidence in themselves as practitioners, further their capacities for enquiry into practice and achieve demonstrable critical awareness. 

They will also develop their capabilities in self-management, independent learning, communication in written and oral modes and co-operation and teamwork. To support the achievement of all of these outcomes, formative assessment and substantial written feedback is provided on all written and practical work. Evidence that trainee teachers meet these expectations is obtained from observed teaching, tutorials and written assignments.

University Strategy – Programme context

The University’s Strategy is built within the context of the following overarching aims:

(a) Research and Scholarship 

To advance research, scholarship and learning, and to disseminate knowledge as a University of international repute in response to the evolving social, educational and economic needs of the local, national and international community. 

(b) Teaching and Learning 

To provide an excellent learning environment for trainees, intended to give them a powerful grasp of their chosen discipline and to equip them to develop their intellectual capacities and transferable skills, enabling them to fulfil their personal aspirations and to be responsible, questioning and productive members of society.  

The aims of our modules and programmes are consistent with this university aim. Our feedback suggests that trainees value the opportunities we offer them.  Where problems are identified, e.g. with accommodation, we take active steps to resolve them through discussion with relevant university agencies (e.g. Domestic Services).

(c) Service outside the University   

To act as a major resource for the South West of England, forming effective links with regional communities and organisations and offering a range of services based on the activities of the University, including those specifically designed to meet needs identified in the region (e.g. the Centre for Excellence in Teacher Training (CETT) partnership with Colleges and Universities in the region).   

The PGCE (PCE) is linked, through the Colleges, to a programme of short courses for local lecturers and teachers (CPD) to enhance our service to the local community. 
The School of Education (SELL) also runs a seminar series on Tuesday evenings and lunchtimes that is open to staff and students in the colleges.   

Our aim is the maintenance and further development of significant new high quality partnerships that complement the contribution made by our continuing partnerships to our aims in research, learning and teaching, and services.  To this end all of the partners are regularly involved in formal meetings through the Board of Studies. There is also a planned programme of annual meetings established for the partners, for review, evaluation and planning purposes. 

A minimum of one staff development event and one programme development event are organised on University premises in each academic year. These are designed to respond to the needs of the partner Colleges, to the needs of the University and to external factors that impact on both. The events are supported through funding from the University. 

For trainees our aims are to seek to develop the quality of their experience in its totality, to raise their expectations both of themselves and of the University and to achieve equality of opportunity irrespective of gender, ethnic background, age or disability. 

The PGCE (PCE) raises the profile of the School of Education in the Lifelong Learning (SELL) sector in the local and national community as a centre for excellence in post-16 education.  This has played its part in attracting funding for research in the area of Post 16 Education to the University that would almost certainly have been directed elsewhere.  A particular project worthy of mention has been the Phase 2 ESRC TLRP Transforming Learning Cultures project that was centred on Exeter University.  The success of this project no doubt contributed to the success of a second bid in the 3rd round of bidding for a second £1million ESRC project (Learning Lives) being awarded to the University. More recently research is being undertaken that is concerned with young people in Jobs Without Training (JWT). Other research in this area is concerned with Citizenship Learning in Everyday Life. The School has been successful in attracting students to undertake research in the field of post compulsory education. Two ESRC funded students are currently engaged in JWT research and in the field of democratic learning.   

The experience of the PGCE (PCE) has always served to attract a number of students to the Masters programme in the School of Education and Lifelong Learning. The aim of the School is to present students who complete the PCE programme with a range of options for career progression ranging from CPD options to Masters level provision, EdD and PhD 

Opportunities for staff development have also been taken up by teaching staff in the partner Colleges. Currently we have a member of staff who is seconded for 2 days/week to the University from Exeter College.  He is engaged in advanced study (EdD) and is also involved in teaching on the Exeter University programme across the entire partnership.   

Staff from the partner Colleges, who teach on the programme, have benefited from reduced fees (50%) for their studies within the University.

Entry requirements

One of the distinctive features of the PGCE (PCE) programme at Exeter University is that it is designed to be accessed by trainees across the whole spectrum of the Learning and Skills sector and is not simply limited to those students who have an undergraduate degree or professional equivalent at the outset of the programme. 

All prospective trainees need to be able to demonstrate a capacity for independent and self-directed learning at the appropriate level.

All applicants must be able to demonstrate at least one of the following: 

1) an undergraduate degree 

2) a professional qualification which has equivalence to an undergraduate degree
3) a teaching qualification (e.g., C&G 7407; PTLLS; CTLLS; DTLLS or a university ratified equivalent)
4) a minimum of 5 years full-time or substantial (more than 0.5) teaching experience in a College or training environment
It is a requirement of the University that all applicants to the programme should have a satisfactory enhanced level CRB disclosure. Applicants who meet the requirements in their employer organisations will be expected to provide documentary evidence to the University. 
International students will be required to show that they have sound knowledge and experience of working in the UK post-compulsory system, together with an ability to demonstrate facility in written English, (normally to at least IELTS 6.5)
Applicants are invited to attend an interview and initial assessments at the respective FE Colleges prior to being accepted on the programme. The final decision as to whether the applicant is accepted onto the programme lies with the University.

On occasion, borderline applicants may be offered a place on the course and support is then put in place to address any areas of development or specific difficulties/ needs. The applicant’s support needs will be identified at the initial assessment stage. Strategies to address such issues will be outlined by the tutor and agreed by the applicant prior to enrolment. This may include support from the tutor and/ or mentor and/ or referral to a specialist.

Where applicants do not meet the formal requirements and it is not possible to support their development needs concurrently whilst on the PGCE course, individuals will be encouraged to pursue an alternative programme of study. Following successful completion of that programme, they will be re-interviewed and their suitability reassessed for the PCE programme. 

Academic & Regulatory Information 
University Regulations Governing PGCE (PCE)
The PGCE (PCE) is delivered in two modes:  
· a two-year, part-time programme, where a full two-year period of registration is required before the award can be made

· a one year full-time programme, where a full one year period of registration is required.
1
Eligibility
1.1
Candidates for admission to the part-time programme shall normally be teachers in post-compulsory education or training
1.2
Candidates for admission to the full-time programme shall normally be either teachers in post-compulsory education/ training or suitably qualified and/or experienced and seeking a career in the post compulsory sector.

2
Period of Study

2.1
Candidates shall be required to complete 

· Practical Teaching [EFE 3002]

· Core Studies: Educational Practice [EFE M001]

· Elective Studies: Supporting Professional Practice [EFE 3003] 

2.2
Exemption from no more than 50% of the Core Studies module [EFE M001] may be considered for those candidates who have completed an appropriate  course.  [Candidates will be granted exemption from those elements of the newly endorsed 2007 programme where they can demonstrate that they have completed the LLUK assessment requirements at the appropriate level and to the standard required by the University – see APEL]  
3
Examination
3.1 No candidate shall be eligible for the award of PGCE (PCE) unless the Head of the School of Education and Lifelong Learning is satisfied that the candidate has completed, by attendance and otherwise, the requirements of the programme.  Candidates shall be examined by continuous assessment as stipulated in the programme of study. This will include assessment of teaching practice, and a portfolio of work comprising [EFE M001], [EFE 3002] and [EFE 3003].

4 Interruption
4.1   The University permits interruptions of study for part-time and full-time students, with good cause, (good cause normally means of positive benefit to a programme of study or personal, financial or medical circumstances.) for a period of one year, thus allowing trainees to rejoin their programme at the point they interrupted. A further period of interruption can be granted (again to a maximum of one year) under exceptional circumstances. A re-application process must take place after a period of absence lasting in excess of two years.

5.0 Deferral

5.1
Trainees on the part-time programme present themselves for examination upon completion of the two-year period of study. At this stage they may elect to defer examination for one year without penalty. During this period, candidates pay no fees; they are not registered and therefore not eligible to interrupt.

5.2
Trainees on the full-time programme would normally be expected to present themselves for 
examination upon completion of the one-year period of study.  Deferral of the award would only be granted in exceptional circumstances, where, for example, trainees have been 
unable to meet the formal requirements of the programme.   During this period, candidates pay no fees; they are not registered and are therefore not eligible to interrupt.

6.0
Referral

6.1    Candidates who do not meet the requirements of examination at the first sitting or, one year later, at the time of deferred examination, may be allowed to present themselves for re-examination after a further period of twelve months, subject to the approval of the University. There is no provision for a second re-examination.

7.0    Award

7.1
PGCE (PCE) shall be awarded as a pass Certificate only.

Admissions

Rigorous admissions procedures are followed.  Each applicant must be fully qualified, academically or professionally, in the subject that they teach. (In practice, this means that a teacher of mathematics must possess a degree; chef must possess a CGLI706/3 qualification or its equivalent, and so on). Those possessing non-UK qualifications will be required to produce a NARIC letter of equivalence to confirm their status.   All applicants will be required to produce original copies of their qualifications.

Where a member of staff of a College has more than 5 years experience of teaching a subject specialism in a College or training environment they may be accepted onto the PGCE (PCE) programme without the appropriate formal subject qualifications, subject to references and approval by the Head of School (School of Education and Lifelong Learning) who is advised by the University-based Programme Director. 

Applicants who do not have a degree, and do not fulfil the criteria in terms of their subject specific training will be considered if they have completed the requirements of the C&G 7407 Stage 2 programme (or its equivalent i.e., an appropriate level 4 certificate; PTLLS and CTLLS) as well as completing pre-course tasks to assess skills.
Applicants are recruited through the FE colleges to meet the local needs of the sector. Applicants to the part-time programme are expected to have secured appropriate placements for their teaching practice, so that they can fulfil the minimum programme requirements.  Applicants to the part-time programme would normally but not necessarily have some prior experience of teaching. They will be engaged on a full or part time basis in a Full Teacher role in the learning and skills sector. There is a requirement for full time trainees to engage in teaching for a minimum of 180 hours over the length of the programme.

Placements are found for applicants to the full-time programme, except in those cases where the trainees infill on the part-time programme, where they are subject to the part-time trainee requirements. Particular care is taken in the recruitment of all pre-service trainees to ensure that they receive the appropriate mentoring and support that they require. 

Applications are submitted to the College-based Course Directors in the first instances who, in their capacities as Honorary Fellows, recommend suitable candidates for admission to the University Programme Director.  The Programme Director advises the University that eligible applicants be admitted to the programme.

Induction programmes are organised by the College Course Directors where trainees are informed of the facilities available to them at their host College.  During their first visit to the University (September), trainees are introduced to, and work with, University staff who are responsible for the programme.  They are informed of all facilities (and expectations) associated with being a University student.  Trainees are directed to the University Library, and to other facilities (IT and resources) in the School of Education and Lifelong Learning.

APL and APEL 

The University of Exeter is committed to the Accreditation of Prior Experience and Learning (APEL) for applicants who wish demonstrate skills learning and experience relevant to and at the appropriate level for a course of study at the university.

APEL Application and interview

On application to the University of Exeter for a place on the PCE PGCE, individuals can request to be interviewed for the purposes of APEL. At interview, applicants will be required to present a range of evidence and to respond to questions in order to demonstrate skills knowledge and experience for consideration. Following the interview, a decision will be made with the applicant as to whether the APEL route is appropriate for that individual. The interview will normally take place at the university and will incur a cost.

APEL Process

There are a variety of APEL routes available. Selection of a route is dependent on the skills knowledge experience and existing qualifications of the applicant together with the agreement following interview with the University Programme Director. The routes are summarised in the table below.

	Qualification
	Entry Criteria
	Attendance  exempted through APEL
	APEL additional evidence
	Support
	Fee

	DTLLS

7407 stage 1, 2 & 3
	· Degree 

· Equivalent professional qualification 

· Minimum 5 years full time teaching experience

· Substantial P/T teaching experience in PCE context
	PCE PGCE
	· Two 2000 word assignments at L7

· Current Lesson Observations at grade 1 or 2

· Skills scan match to PCE PGCE assessment criteria
	Interview and assessment

6 x Tutorials at the host FE College
	TBC

	CTLLS

7407 stage 1 and 2

DELTA
	
	First Year PCE PGCE
	· One 2000 word assignment at L6

· Current lesson observations at grade 3 or above

· Skills scan match to 1st year PCE PGCE assessment criteria
	Interview and assessment.

On-course tutorial support 


	TBC

	PTLLS

7407 stage 1

CELTA
	
	First term (P/T) and assignment one
	· One assignment at L6

· Current lesson observations at grade 3 or above


	Interview and assessment

On-course tutorial support


	TBC


Personal Tutors and Subject Mentors 

It is the responsibility of the Course Director in the FE College to assign every trainee with a personal tutor and a subject mentor. Both the personal tutor and the subject mentor are required to meet with their trainees on a regular and recorded basis. These meetings and the outcomes and action points arising from them will be recorded in an Individual Learning Plan (ILP), which is a formal recording document. 
The initial meeting between the personal tutor and the trainee will normally take place at the point at which the trainees have been accepted onto the programme. The meeting will include an assessment of literacy, numeracy, language and ICT skills and an action plan will be agreed to meet any development needs where necessary. Any other particular or specialised learning needs that may be required to support the trainee’s learning will also be discussed in this initial meeting.  It is the responsibility of the Course Director to provide personal tutors and mentors with information about support provision available through the college.  
The counselling and learner support services of the College and of the University are also available to all trainees.

ILP targets will be routinely reviewed and updated at the formal tutorial meetings, where comment is made on trainee progress in terms of meeting the standards and on related academic and professional matters. The role of subject mentors is more focussed and concerned with subject pedagogical issues, in relation to the standards.  
In order to maintain continuity, personal tutors should ensure that they have at least one dialogue with their trainees every week to maintain continuity. They should formally meet with trainees a minimum of twice per term (2 hours in total).  

Subject mentor meetings should be scheduled at mutually convenient times in line with the following criteria: 

· Full Time trainees should meet formally with their mentor at least twice per term (2 hours total). 

· Part Time trainees should meet formally with their mentor at least once per term (1 hour total) 
Personal tutors and mentors should be in contact with each other on at least 2 occasions during the academic year discuss trainee progress and monitor any areas of concern. 
Classroom practice is crucial to the PCE programme.  In addition to regular and ongoing support duties, subject mentors should formally observe and record at least 2 separate sessions of teaching.  A further minimum of 6 sessions need to observed and recorded by Teacher Fellows of the University or by staff of the University. In this context a session comprises a minimum of 1 hour of trainee observation.

Selection and De-selection of Mentors and Tutors

It is the responsibility of the Colleges to identify and confirm the appointment of Mentors and Tutors for their trainees and to ensure they are appropriately trained. Where the trainee is asked to nominate a Mentor, the College has a responsibility to approve this selection, to ensure that the Mentor understands their role and to inform the Mentor of their duties including attendance at Mentor training.

The College is responsible for ensuring that the Mentor’s details are passed onto the University on the ‘Mentor Record Form’ (PCE20 available on line at http://www.education.ex.ac.uk/pages.php?id=324 )
Mentors and Tutors should be:
· exemplary teachers 

· familiar with the ‘Professional Standards: teacher/ tutor/ trainer education in the Lifelong Learning Sector’
· able to encourage the trainee to reflect on their training

· able to offer constructive criticism

· able to assess the trainee, both formatively and summatively, against the Standards

· willing to support the trainee in planning appropriate lessons

· willing to support the collection of appropriate materials for assignments

· able to work with the trainee in constructing action plans that are specific, measurable, achievable, realistic and time-related

· able to observe the trainee in appropriate practice contexts

In addition, Subject Mentors should be:
· experienced in the subject sector and context of the trainee

· able to offer subject specialist knowledge

Colleges should ensure that the Mentors and Tutors are covered by their quality assurance procedures and if they are unable to fulfil their role even after additional support from the College Course Director, they should be de-selected.
Training of Mentors and Tutors

The University of Exeter will provide support for mentoring training and guidance to meet the standards.  Where partner Colleges undertake their own training this should meet the criteria laid down by the University. Details of the training should be made available to the Programme Director and Partnership Director.  Such training will include:
· assessing the trainee’s individual needs in relation to their specific subject and practice context

· enabling the trainee to reflect on his/her own practice

· formative and summative assessment of trainees 
· process and paperwork

It is the responsibility of the employer to ensure that the Tutor and Mentor have sufficient time and resources to fulfil their roles and to ensure that their teaching practice is observed for QA purposes. Observations should be grade 2 or better.  Employers need also to ensure that mentors and tutors are given time to undertake the training provided by the University.

Formal Requirements

It is a responsibility of the Course Director in each of the Colleges to maintain a data base of all staff who acts as subject mentors for trainees on the PCE programme.  This will include the subject specialism of the mentor and include the qualification of the subject mentor that enables them to undertake the task.  This data base should be updated and forwarded to the Programme Director each term. All mentors will be appropriately qualified in the subject specialism or a related specialism and must be experienced and able practitioners.  

Course Directors should ensure that all mentors have access to training/staff development to ensure that they are able to manage their role.  Where trainees are not receiving adequate support it is the responsibility of the Course Directors to resolve the problem or find an appropriate replacement. In the case of a mentor not providing the appropriate support, the trainee should contact their tutor or the Course Director. Any problems that cannot be quickly resolved should be referred to the University Programme Director.

Trainee remission and support
Trainees on the part-time PCE programme should receive a minimum of 10% remission of their teaching load whilst on the programme.  While the University would not wish to make this a formal requirement, good practice would indicate that it should apply to all staff with full-time or fractional contracts, and also should include those that are part-time and hourly paid staff with a substantial teaching load. 

Assessment

Each academic programme in the University is subject to an agreed assessment and marking strategy, underpinned by institution-wide assessment procedures.  The security of assessment and academic standards is further supported through the External Examiners appointed for each programme.  These responsibilities are described in the University's code for External Examiners. External Examiners have full access to draft assignments, coursework and examination scripts.  Attendance at the Examination Board and the provision of an annual report are both required.  Clear procedures are also in place for the monitoring of these annual reports at all University levels.  See the University's TQA Manual for details of these processes.
Teaching Practice is assessed by College-based tutors, moderated by a University-appointed moderator and reported to the Examination Board.

Assessment (solely ‘pass / fail’) is based entirely upon coursework and observed teaching.  All coursework must be submitted by the agreed deadline as set by the tutor. In exceptional circumstances only a trainee may request an extension of the deadline which should be agreed by the tutor.

Assignments should be marked anonymously in lines with university regulations for assessment. Trainees are provided with qualitative, formative feedback on each major or minor assignment completed and on each teaching practice session observed. Trainees are encouraged to make a response to that feedback orally or in writing, thus helping to ensure that assessment supports learning in an iterative process.  Where a piece of coursework does not meet the requirements of the programme, tutors provide full written feedback and guidance prior to re-submission.  Trainees are allowed only 2 submissions of each assignment. A sample of coursework, representing a range of levels of attainment, is second-marked.  All coursework is moderated within cohorts within centres and across centres. Marking is standardised at least once a year to ensure consistency across the partnership and to ensure that the appropriate levels are marked correctly.  

The External Examiner is supplied with full details of all coursework and candidates’ attainments. Subject to approval by the External Examiner, a representative sample of work is forwarded for her/his consideration.

Quality Management and Enhancement

The arrangements to provide for quality management and enhancement are:

1. Annual external examination of trainees.

This follows normal University procedures with the External Examiner involved in assessment of all aspects of the programme.  The External Examiner’s report is considered by the Vice-Chancellor who may request action by, or information from, the Head of Department or the Programme Director.  The Examiner’s report is also addressed by the Board of Studies (reserved agenda) and its contents used to inform the Board’s decisions.

2. Moderation and Standardisation of marking and assessment

Moderation takes place both internally in each FE College and Cross-centre and is managed by the Programme Director and carried out by the Course Directors and honorary fellows. Standardisation takes place at least once a year on University premises and is managed by the Programme Director. Moderation and Standardisation reports are submitted to the External Examiner.

3. Annual Moderation of teaching practice.

This is carried out by a University Tutor who observes and reports on a representative sample of trainees. The report is addressed by the Board of Studies (November).

4. Examination Board.

The Board meets annually in September.

5. Examination Board membership:

· Chair, Senior Academic, School of Education and Lifelong Learning
· Programme Director PGCE (PCE).
· Other University staff directly associated with the teaching or management of the programme.
· Course Directors (or nominees) from each of the four College centres.
· The External Examiner.

6. Examination Board business: To recommend ‘pass’, ‘fail’, ‘refer’ and ‘defer’     

      grades for candidates submitted for examination.
· To receive from Course Directors a report of the circumstances of any failing trainee and to make recommendation regarding re-examination.
· To receive from Course Directors any further information bearing upon the performance of trainees.
· To receive an oral report from the External Examiner and to discuss matters arising there from. (The External Examiner makes a written report to the University following the meeting of the Examination Board.  Matters arising from the meeting of the Examining Board are addressed by the Board of Studies.)

7. A termly meeting of the programme Board of Studies.

8. Board of Studies membership:

· Programme Director (PGCE PCE).
· Other University staff directly associated with the teaching or management of the programme. 
· Course Directors (or nominees) from each of the College centres. 
· Trainee representatives from each of the College centres (unreserved business only).

9. Board of Studies business:  
· Curriculum review and development; specific matters are normally referred to working groups of the Board.
· Planning of routine events (e.g., termly conferences) and evaluation.

· Exchange of experiences of programmes based at different College centres.

· Trainees’ reports (any matter concerning the programme, though not individual members) that they wish to draw to the Board’s attention.

· Programme recruitment, applications, registration, examination and funding (reserved business).

· External Examiner’s reports (reserved business) and action.

· Teaching practice moderator’s reports (reserved business) and action.

· Exchange of information and viewpoints on current and prospective developments in teacher education and post-16 education.

· Programme evaluation (see ‘Annual Cycle’, attached)

· Trainee welfare.

10. One-Day Programme Conferences (Joint Centre Days).

Three Joint Centre days take place at University of Exeter (School of Education and Lifelong Learning).  Trainees from all the College centres attend.  Each conference includes opportunities for trainees and tutors to examine and evaluate their experiences of the programme across all four centres.  

11. University Review.

As a University programme, the PGCE (PCE) is subject to all normal programme review procedures. It is worth noting that because the programme operates at College centres for the most part, it has on occasions been made the subject of College reviews, evaluations and inspections.  

12. Honorary Fellow Status of the University.

Programme tutors (as distinct from others who may give occasional lectures or make short-term contributions to the programme) are required to have Honorary Fellow Status of the University.

13. Programme Documentation.

Each College centre produces its own programme handbook based on the generic Course Handbook template. This document includes information supplied by the University concerning entry requirements and regulations, syllabus and examinations.  It also includes details of programme organisation and timetabling as they apply to the local centre concerned.

14.  Meetings and Evaluations

In addition to the Examining Board and Board of Studies, each partner college has its own arrangements for programme planning meetings and programme evaluation meetings. Partner Colleges are also expected to maintain provision for internal moderation of assessment, peer observation of teaching and teaching practice assessment, and for trainee evaluations of the programme. There is specific provision for evaluations by programme members at Board of Studies meetings and at programme conferences.

15. Annual Programme Reviews from each Partner Colleges
16. Annual Report from the External Examiners

Annual Programme Review Processes

Partner College Programme Review

The PGCE (PCE) programme is subject to an annual review process. The overall emphasis of these reports is upon Quality Assurance. College-based review processes are undertaken and co-ordinated by the College Course Directors in the partner institutions. While the processes within each of the Colleges leading to the review are slightly different, all Programme reviews are submitted in the same format. The review reports are quality assured by the Programme Director and contribute to  the Partnership Programme Review report which follows the common University format. The aim of the review process is to highlight individual centre-directed changes and issues that need to be addressed within the individual partner institutions, and also to draw attention to common issues and questions that may affect the whole partnership. 

College specific issues are generally addressed as they arise through the academic year. Course Directors present an interim review to the Board of Studies meetings where they are encouraged to bring matters of common concern to the attention of the whole meeting.     

College-directed issues and changes may be addressed internally. However, where this is not possible or appropriate, Course Directors need to share their concerns with the University Programme Director.
The formal reviews are undertaken towards the end of the academic year with a report presented to the Board of Studies at the June meeting. Course Directors address both College specific issues and more general issues concerned with the PCE PGCE in writing their reports. They routinely include reference to curriculum and resource issues as well as issues related to quality assurance, staffing and trainee concerns.   

University Improvement Plan and Programme Review

The University PGCE (PCE) Quality Assurance Annual Report forming an integral part of the Course Improvement plan is normally undertaken by the Programme Director, whose role is to draw together assessments and reports from the partner Colleges and from other bodies, e.g., the Quality Assurance Agency, External Examiner and moderator, OFSTED, LLUK (SVUK), Internal Review systems and structures, and any other reports and representations.

The aim of the Improvement Plan is to draw together the various strands of evidence relating to the overall programme. The review reflects the achievements of the previous academic year, in terms of the issues that were identified in the preceding Improvement plan, and identifies issues that are to be addressed in the current year.  Although the emphasis is upon Quality maintenance and review, the report is wide-ranging and is concerned with all partnership matters that bear upon quality; issues as diverse as ensuring the quality of provision in a prospective partner institution to issues related to Individual Learning Plans. 
Peer Review - University Honorary Fellows

All of the tutors who contribute substantively to the programme (40 hr +), and those who engage in teaching practice observations of the trainees, are expected to meet the formal requirements of the University as University Honorary Fellows.  Honorary Fellows, in particular, are encouraged to engage in University Staff and Programme Development activities which are supported through resources from the University.   Some of the typical activities undertaken in this respect in the last few years have included:

· Mentoring

· Curriculum planning

· Assessment and marking
· Review and Evaluation
· M level assessment
Teacher Fellows are encouraged to engage in University CPD activities and to pursue Masters Level and Doctoral level studies.  All Honorary Fellows benefit from a 50% fee reduction.
There is an expectation that Honorary Fellows of the University will be experienced professionals, with an appropriate teaching qualification, and should have a minimum of 5 years post qualifying experience before undertaking the role. 
Honorary Fellows are subject to the same peer-review processes as apply to staff employed in the School of Education and Lifelong Learning. The purpose is to ensure that Honorary Fellows maintain the requisite teacher skills, and that they are afforded the opportunity to share elements of good practice with colleagues. In those cases where an issue is raised from the peer review process, it is the responsibility of the College Course Director to meet with the Honorary Fellow and discuss the issue.  Where necessary a 2nd and even 3rd peer review would then be undertaken and an action plan initiated.  The University Programme Director should be kept informed at all stages of the process. In those cases where an action plan is initiated the Programme Director will inform the Head of the SELL that such procedures were in place.
The University Programme Director he responsibility for maintaining the quality of the PCE programme and he/she will have a formal discussion with the line manager of the Honorary Fellow in advance of any action. The Head of the School of Education and Lifelong reserves the right to rescind the status of Honorary Fellow. 

- Annual 
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Moderation and Standardisation of Coursework Assignments and Teaching Practice 

1. Internal Moderation:

· The Course Director within each of the participating Colleges is responsible for ensuring that a minimum of 10% of the trainees’ work from each College is internally moderated within each centre. 
· The Course Director nominates the internal moderators. 

· All moderators must complete a moderation record form which should be copied to the Course Director and the original assessor. 

· It is the responsibility of the Course Director to ensure that all issues are addressed with relevant action points agreed where necessary to support this. 

· Any issues that cannot be resolved internally should be referred to the University Programme Director (UPD).
2. Moderators:

· All moderators should be members of the University teaching staff or Honorary Fellows.   

3. Cross Partnership College Moderation

· The University Programme Director (UPD) is responsible for the organisation of the moderation processes across the participating Colleges. 
· A minimum of 10% of trainee portfolio work should be cross moderated. 

· The individual College Course Directors and the UPD, together with other Honorary Fellows are responsible for this work.  
· The UPD identifies which units are to be moderated having consulted with Course Directors. 

· The Course Directors then select 10% of trainees’ work. 

· The work should cover a range of trainee ability: strong; average; weak. 

· All assessed work that is thought to be borderline or has been assessed as a ‘fail’ must be added to the sample.

· The Course Director from another college then moderates the assessment and completes the moderation record form. 

· The moderation record forms should then be copied to the original Course Director and the UPD. 

· Borderline cases or cases where individual assessors and Course Director fail to agree, should be referred to the UPD initially and in the final instance adjudicated by the External Examiner. 
4. Standardisation of marking and assessment

· Course Directors and Honorary Fellows will meet with the University Programme Director at least once per year to standardise marking and assessment across the Partnership. 

· This meeting will normally follow on from the June Board of Study meeting. 

· The UPD will identify an element to focus on for the standardisation meeting. 

· Each Course Director will then identify 2/3 trainees’ work and will produce copies of the assignment. 

· At the standardisation meeting, each member will mark the assignments in turn and then discuss the assessment. 

· Borderline cases or cases where meeting members fail to agree should be referred to the UPD initially and in the final instance adjudicated by the External Examiner.

Definition of moderation

Moderation:      The process by which marks are checked against feedback to ensure that the mark awarded is appropriate (for the purpose of assuring the standard of the award).
Sample:             The complete set or sub-sample

5. University Teaching Practice Moderator

· The UPD is responsible for the appointment of a University Teaching Practice Moderator (UTPM) whose role is to moderate teaching practice assessments across the Colleges. 
· The UTPM will liaise with the Course Directors and individual tutors to identify appropriate opportunities for moderation (10% of trainees eligible for examination will be moderated).  
· The UTPM will observe classes alongside the tutor/ mentor and observe, where appropriate, the feedback sessions to the trainees. 
· The UTPM will discuss the outcomes with the tutor/ mentor and where necessary with the Course Directors and the UPD.  
· The UTPM will file a report to the Board of Studies of the PGCE (PCE) programme in time for the June (summer) meeting, and for the Examination Board meeting (September).   

6.
External Examiner
· The External Examiner will be provided with a proportion of portfolios for moderation.  Where five or fewer portfolios are to be presented for examination, they should all be viewed.  Where more than five portfolios are to be presented, five scripts or 40% of the total should be viewed.  
· The External Examiner will view a sample of portfolios at the top, middle and bottom of the range as well as all failing portfolios. (TQA Code of Good Practice – External Examiners).

· Course Directors need to provide the External Examiner with full list of trainees. A comprehensive list of internally moderated, cross-moderated and standardised assignments must be included. 

· In the event of a disagreement which cannot otherwise be resolved, the External Examiner can request to see all portfolios and their decision is final. The external examiner must provide the board with a clear statement of the reasoning behind their decision (TQA Code of Good Practice – External Examiners).

Roles and Responsibilities for PGCE PCE
Programme Director
1. Programme Management

· Keep SEMG informed about PCE issues

· Represent and support PCE at appropriate School of Education and Lifelong Learning meetings: ITE Standing Committee, Programme Directors, Teaching and Learning Committee

· Ensure that the programme is appropriately accredited, internally and externally

· Represent and support PCE on resource issues including staffing

· Prepare papers on PCE issues for SEMG and University committees or their representatives

· Act on behalf of PCE when necessary in the short term

· Manage the College-based Course Directors

· Ensure coherence and continuity across the partner colleges

· Facilitate liaison between the Partner colleges and the University

· Recommend the Honorary Fellows 

2. Chair of Board of Studies

· Manage the rotation of the chairing of this board

· Monitor and develop PCE policy
· Inform members of the Committee of changes in University policy and procedures

· Inform members of the Committee of new government requirements or initiatives

· Oversee peer review of teaching

· Oversee programme review and evaluation
· Ensure staff development provision
· Set the recruitment quota for the colleges

· Plan and facilitate the teaching and ‘joint centre’ days

· Represent PCE on Examination Board

· Meet regularly with the Head of Administration

· Meet regularly with the PCE Administrator

· Oversee PCE administration with the Head of Administration and PCE Administrator

· Oversee and coordinate Ofsted inspections with the Head of Administration

· Meet regularly with the Partnership Director

· Oversee Partnership Management with the Partnership Director

· Oversee all PCE QA procedures

· Induct new members of staff in PCE

· Represent PCE at School Board as required

· Deal with staff problems when appropriate

· Oversee responses to External Examiners’ Reports

· Provide information for Head of School to respond to the VC over External Examiners’ Reports

· Oversee admissions to PCE programme

· Manage PCE budget

· Oversee the payments to partner colleges

· Sign withdrawal and interrupt forms

· Deal with serious trainee problems, including Disciplinary or Fitness to Practise issues 

· Liaise with the marketing officer and oversee marketing in the university and colleges of the PCE programme

3. Links with external bodies
· Represent PCE at UCET meetings

· Respond to LLUK initiatives, reviews and consultations

· Delegate attendance at external meetings to other PCE staff, as appropriate

· Attend meetings with LLUK

· Attend meetings with SWITCH

· Liaise with OFSTED

· Represent PCE at meetings with LEAs, HEIs and other teaching bodies.

College-based Course Directors 
1 Management

· day-to-day administration and management of the programme in the respective Colleges
· Liaise with the Programme Director, as necessary

· the implementation of quality assurance processes and procedures within the Colleges that meet University requirements; 
· oversee a University Ofsted inspection with the college
· representation of the programme to appropriate FE College committees; 

· meet University requests for information and statistical data as required;
· meet University requests for information and statistical data for Ofsted as required;

· market  the programme in their Colleges and the local community;

· oversee recruitment processes within the Colleges;
· make provision for mentors and honorary fellows in lines with University guidelines
· Attend Board of Study Meetings

· Manage college staff involved in PCE delivery

· Hold regular team meetings, and keep minutes, if appropriate

· Ensure that PCE is being taught within Programme, College and University requirements

· Conduct peer review of teaching within the team according to University and college policy and procedures

· Co-ordinate module evaluations

· Respond to external examiners’ reports 

· Respond to government initiatives, reviews and consultation exercises

· Induct new members of the team 
· Other University-related business as requested by the University.
2 Curriculum

· Oversee the development of the curriculum

· Ensure that the curriculum meets the requirements for LLUK, PCE and the wider University

· Lead team meetings to develop, monitor and assess the curriculum

· Check module descriptions 
· Review courses and write a yearly report on college provision

· Prepare the college PCE handbooks

· Keep abreast with University requirements and conventions relating to teaching and assessment

· Be responsible for the monitoring and assessment of students including the moderation and standardisation of assessment

· Liaise with the external examiner

· Be responsible for the tracking and recording of students’ progress in the subject

· Attend final Examination Boards

Partnership Director

The elements included below are those that relate to PCE not the entire Partnership Director role

1. Partnership Strategy

· Work with academic colleagues across all sectors of the School to define partnership policy and strategy

· Meet regularly with Head of ITE and with ITE Programme Directors 

· Meet regularly with PCE Programme Director

· Be responsible for implementing and managing the School’s partnership strategies

· Manage and be responsible for all aspects of quality assurance associated with the School’s partnership arrangements.

· Actively promote the School's partnership opportunities and benefits

· Manage the liaison with Partner Colleges

· Ensure that policy and strategy develop in line with programme requirements by attending, where possible, Board of Studies and other relevant PCE meetings

· Ensure that policy and strategy develop in line with school requirements by attending, where possible, school board meetings and SEMG by invitation
2. College-Based Work
· Monitor and evaluate the quality of Partner College provision so as to improve practice and support the requirements of OFSTED inspection

· Manage, deliver and support Mentor Training 

· Deal with queries and emergencies from PCE Course Directors

PCE Partnership Coordinator
Working closely with the Partnership Director to ensure quality and consistency across the PCE partnership and to develop the partnership within the colleges and placement settings for PCE trainees
1.     Administration of PCE training placements 
· Contribute to the collection and recording of data concerning placements 
· Liaise with the colleges to ensure the accuracy of information
· Promote high quality experience teaching practice in trainee placements 
· Oversee the monitoring of teaching placements by the colleges

· Provide colleges with information to assist with ensuring breadth of experience
· Maintain the placement database; input placement information; ensure accuracy

· Ensure the Partnership Director is informed about placement concerns
· Contribute to the development and maintenance of good relationship with placement settings 

· Ensure the Partnership Director is informed about new settings and visiting if required
· Developing a relationship with placement settings in order to assist with the training process
2. Development of the partnership
· Attend Board of Study & Secondary PGCE Management Committee meetings as appropriate
· Consult with Partnership Director as appropriate 
· Consult with PCE Programme Director as appropriate
· Work with the Partnership Director to ensure that PCE tutors and mentors are trained 
· Provide placement information to help assess training needs

· Assist in allocating training; contribute to the development of training materials 

· Contribute and take the lead when necessary, at training sessions
· Assist in the Quality Assurance of PCE Partnership

· Visit the colleges and the placement settings and complete visit reports

· Visit external placement settings  and complete visit reports

· Contribute to the evaluation of the placement settings and following up the findings
· Provide PGCE PCE programme support and programme 
· Assist the Secondary Partnership Coordinator as required by the Partnership Director

University Programme Development Officer (PCE)

· Teach on the Exeter University programme
· Assist with the provision of development and CPD activities within the Exeter partnership
· Assist the University Programme Director to develop the programme across the partner Colleges to meet the requirements of bodies such as LLUK and Ofsted including the development of generic course documentation.
· Assist the Programme Director to investigate the potential for Masters level study within Exeter College
·  Work with the Programme  Director to develop that market and extend it to the partner colleges and beyond with M-level and CPD modules
· Deputise for the Programme Director when required at meetings such as UCET, University meetings and CETT meetings
· Specialise in the area of teacher education or education practice relevant to teacher education for those working with the age group 14-25.
University Honorary Fellows

· Contribute substantively to the programme (40 hr +)
· Engage in teaching practice observations of the trainees
· Engage in activities such as mentoring, curriculum planning, assessment, review and evaluation
· Engage in University originated Programme and Staff Development activities 
Learning Resources

The provision of all programme resources is covered by the payments made by the University to the host Colleges.  

Each College, either in the form of a separate library, or integrated within its main library facility, has a stock of texts for the support of the PGCE (PCE) programme.  College libraries are well-stocked with syllabuses and curriculum development and assessment materials.  Publications by the Learning and Skills Network (LSN) and its predecessors are stocked in the necessary quantities.  Colleges also maintain a good stock of books and other materials on the subjects of learning and teaching.

In addition, the University library at the School of Education and Lifelong Learning has a range of publications, including journals, which complement those of the Colleges.  The University library stock, and in particular the electronic library with the broad range of electronic journals that are available, is well suited to supporting PGCE (PCE) trainees.  The use of these electronic resources, has transformed the potential of those trainees located outside Exeter to undertake relevant and recent research.

The texts produced by PGCE (PCE) tutors for the specific support of the PGCE (PCE) programme are very useful additional resources.  They cover a wide range of topics from across the programme and may take the form of literature reviews, activity sheets, resources networks or assignment guidelines.  The majority are outlines of key topics (e.g., ‘modes of communication’; ‘discovery learning’; ‘tutoring’; ‘assessment’) with guidance notes for further reading and activities.  These texts are frequently available on-line, in electronic formats
The Colleges and the University are well-equipped with IT facilities and these are available to the PGCE (PCE) programme. Accommodation and information technology support are provided by the School of Education and by the partner Colleges, in accordance with each institution’s established procedures.  All trainees will have access to the University’s online resources in addition to materials available on their individual College intranets/VLEs. IT familiarisation is a standard element of induction programmes for new trainees in the partner Colleges.

At least one member of the Learning Resource Centre staff in each College is accredited as a Teacher Fellow. This enables the trainees to have access to staff within their partner Colleges who have the necessary expertise to support them in research-based activities.  

Collaborative Provision: Information required for Approval of a Partner Institution

Introduction

The University of Exeter requires certain information about any Institution with which it establishes a partnership to ensure that the programmes/modules it validates can be delivered by the Institution concerned to the required level and that there is no risk of programmes/modules for which students are registered being discontinued.

Template for Information

The following template should be completed as the starting point for the approval of partnerships process. Full details of the process are available from Collaborative Provision (http://www.admin.ex.ac.uk/ppr/qrs/collaborative.shtml)
1
A brief statement about the history of the Institution including general information as follows: 

· Date of establishment

· Origins

· Legal status

· Business plans – with banker’s references and published accounts (where applicable)

· Mission statement

· Aims and objectives

· Strategic plan

· Organisational structure

· The main features of the development of the Institution

2
Position of the Institution within a national and local academic context.  This should include:

· Position within the official hierarchy of educational establishments

· (For private institutions)  Any official recognition by national or local government.  The University also needs to know if official recognition has ever been withheld from any programme or from the Institution as a whole

· Any recognition by professional associations or accrediting bodies including details if such recognition has been withheld.

3
Details of any previous academic association. (The University reserves the right to make enquiries regarding prior and existing partnerships.   This information will be considered during the approval process.):

· Details of other academic partnerships

· Details of formal relations with other higher education Institutions

· Details of accreditation by a professional body

4
(For private Institutions) Evidence that the Institution is financially sound and likely to be able to deliver the programmes on offer.  This should include:

· A statement about the sources of funding

· The name and address of the Institution’s auditors

· A copy of the Institution’s accounts

5
Brief outline of government and management structure of Institution:

· How is the Institution governed?

· How are the members of the governing bodies appointed?

· What is the involvement of the teaching staff in the running of the Institution?

· How are the individual programmes managed?  (For example, Boards of Studies, method of selection for membership, tenure of office, level of student involvement and criteria for membership on any committees.)

· At the organisational and programme level, how the quality assurance arrangements are administratively supported and maintained.

6
Details of internal procedures for dealing with:

· Staff and student complaints

· Public interest disclosure/whistle-blowing.

7
An outline description of physical resources.  This should include information about:

· The Institution’s accommodation

· Library, IT and other information resources.

8
Details of programmes and staffing.  This should include:

· A list of the titles only of all current programmes with student numbers

· Brief outline of the programme(s)/module(s) for which approval is requested, including title and level of award

· Name and qualifications of course or programme director and of any permanent staff to be involved with the teaching of the programme/module for which approval is requested.

· Details of provision for staff appointments, induction and development and appraisal

· Details of experience in delivering comparable programmes at a similar level

· Internal and external reports regarding the partners quality assurance arrangements.

APPENDIX 1 Associated Documentation
These documents can be found at www.ex.ac.uk/education/pgce/pce 
Documents

· EFE3002 

· EFE3003 

· EFEM001 

· Programme Specification Document 

· Ted Wragg Awards for PCE 

Assessment

· Cause for Concern letter and action plan 

· Minimum Core, Knowledge and Understanding 

· Minimum Core, Personal Skills 

External Examination

· Code of Good Practice 

· External Examiners Form 

· Procedures 

Framework for Dialogue about Teaching

· Framework details 

· Framework for Dialogue about Teaching 

· Question suggestions to use with the framework 

Handbooks

· Assignment Handbook 

· Generic Course handbook 

· Mentoring handbook 

· PCE Policies and Procedures 

Mentor Training

· Mentoring Training Powerpoint 

Quality Assurance

· Annual Report Form 

· Insitutional Risks 

· List of relevant University policies and procedures 

· Memorandum of Agreement 

· Module Review Form 

· Programme Monitoring Form 

Selection Procedures

· Application Form Full Time 

· Application Form Part Time - Exeter College
· Application Form Part Time - South Devon College 

· Application Form Part Time - Strode College 
· Application Form Part Time - Yeovil College 

· Interview Record Form 

· Reference Request Form 

· Registration Process: Information for college tutors 

· Registration Process: Students 

Training Documentation

· Assignment Feedback Sheet 

· Individual Learning Plan 

· Mentor/Tutor Meeting Record Form 

· Peer Review of Teaching Record 

· Standards Mapping Document 

· Teaching Observation Form 

· Teaching Observation Prompts 

APPENDIX 2 Recruitment and Selection process
The School of Education and Lifelong Learning has clear and consistently applied selection procedures for recruiting to PGCE PCE.  

1. All applications made to the college that the applicant wants to work with and are screened by the Course Director within that college for:

· Basic entry requirements (eg: professional qualifications appropriate for the subject area the applicant wishes to teach. Example: for a chef, a CGLI1706/3 is required; for a maths teacher, a relevant degree is needed.)
· Literacy and numeracy qualifications
· Eligibility of international qualifications  (to be confirmed with the University Admissions department)

· Declaration of a Disability 

Any issues arising from this screening (eg a disability) are highlighted for discussion at interview

2. The College Course Director then invites suitable applicant for interview and deals with unsuitable applicants through normal college procedures.

3. The colleges apply their own ‘invite to interview’ procedures to all applicants and are reminded that the interview is a suitable place to make the required CRB Visual Identity Check, and also that the interviews ensure applicants’ equal opportunities.

4. The interview format across PCE is varied to meet the particular needs of particular subjects.  However, all colleges use a personal interview, combined with another activity, such as a Group Task, a presentation, or a written task, in order to strengthen the robustness of the decision.

5. All colleges review subject knowledge and core skills at interview, both to screen out unsuitable applicants, and to identify further training needs. Where the applicant is likely to be offered a place, and where specific needs are identified, the information is recorded by the College to be included as part of the applicants ILP.   This information is recorded by College Admissions tutor for later reference.    All colleges use the application form and interview to consider applicants in terms of the appropriacy of their academic subject knowledge; their level of competence with ICT; their communication and inter-personal skills; their competence in English; their professional commitment; and any previous relevant experience.

6. All college  tutors complete an Interview Record following the interview, using the standard PGCE PCE Interview Record form to record the recommendation and to provide reasons for rejection.  

7. Following the interview, the application forms and Interview Record Form are sent to the Admissions Office at the University for logging as applications on the University system. They are then sent to the PCE Programme Director for a final decision based on the application and interview record. 

8. Once the decision is made it is passed back to the University Admissions office who log the decision, generate the CRB and Medical processes as appropriate and start the registration process (as detailed in the PCE Policies and Procedures Handbook).  Copies of all successful applicants’ paperwork is kept by the PGCE PCE administrator who will create student files

SCHOOL OF EDUCATION AND LIFELONG LEARNING

Equal Opportunities Policy for Recruitment and Selection of Students 

Code of Practice

Note: The premise of all these guidelines is that every applicant should be treated equally, regardless of gender, marital or parental status, sexual orientation, ‘race’ or ethnic origin, religion or belief, disability, social or economic class and age.   Tutors involved in selection should be aware of the need to be neutral in their approach to all categories of applicant.

Every student admitted to an Initial Teacher Education (ITE) programme must be interviewed before being offered a place.

Applicants for postgraduate taught or research programmes may be interviewed.
RECRUITMENT AND ADVERTISINGtc "2.1
RECRUITMENT AND ADVERTISING"
· Recruitment procedures will not involve unlawful or unfair discrimination against applicants with disabilities, a particular sex, age, sexual orientation, or from particular ethnic groups or social classes.  Where applicants in any particular programme or subject area are predominantly of one sex or ethnic background, advertisements and recruitment drives relating to that area will be aimed at as wide a group of suitably qualified and experienced people as possible.

· Positive action is intended to remedy situations which lead to or perpetuate inequality in recruitment patterns.  It encourages people from a particular ethnic background or sex or disabled persons, to apply for particular programmes if national or institutional data indicates they have been under-represented in that area in recent years.


For example, if a programme or subject areas has no applicants, or only a small number, from ethnic minority groups and equal opportunities monitoring shows that few applicants are received from such groups when posts are advertised, a statement may be included in the advertisement and/or the further particulars to clarify that applicants from under-represented groups will be particularly welcome for that post. Similarly, advertisements may be placed in media (e.g. the ethnic minority press) most likely to be seen by potential applicants from an under-represented group. 

· All recruitment advertising includes a statement on equal opportunities.

APPLICATIONtc "2.2
APPLICATION"
· Recruitment advice and summary sheets do not contain information and questions which could lead to discrimination.

· A leaflet on the University Family Centre is sent to all applicants. This information can also be found at: http://www.guild.exeter.ac.uk/helpandadvice/familycentre
· The University strongly recommends interviewees to disclose any access requirements they may have in order to   make adjustments as appropriate to the interview arrangements and to consider the extent of adjustments that may be required to support the applicant on programme.
All applicants should also be sent a University ‘Welcome’ card and be referred to ‘Information for prospective students with disabilities web page:  http://www.ex.ac.uk/disability/prostu.php
INTERVIEW PROCEDURES

1. Admissions Tutors responsible for organising interviews should check to ensure that all those involved in selection are aware of the Equal Opportunities in Recruitment and Selection of Students Policy, including teachers from Partnership organisations who are involved in the selection process. 
2. Throughout the selection process, Tutors involved in selection are responsible for ensuring that certain considerations are avoided. These include issues of marital or family status and other domestic matters if these have been brought before a selection panel. If, in spite of contrary advice, a member of the panel raises possibly discriminatory issues, this line of discussion should be immediately terminated. At interview if a member of the panel asks discriminatory questions, such questions should be immediately ruled out and repudiated and the line of questioning should not be allowed to continue. 

3. Selection criteria and selection instruments (e.g. interview questions) should relate to relevant qualifications, experience, course requirements, and where relevant, to professional attributes and professional potential. 

The following points relate to selecting and interviewing women applicants and are based on the practical experiences of women at interview, and the recommendations of the Equal Opportunities Commission. 
4. Questions at interview should not be different for male and female interviewees. 

5. Tutors involved in selection should avoid patronising language when addressing women interviewees. Women should not be referred to as 'girls' or 'ladies' nor should they be addressed as 'dear', 'my dear' or by any other terminology that has patronising offensive overtones. (Whilst some men may find this particular guideline trivial, it is true that women find these forms of address problematic. They can act as a reinforcement of gender differential and may make it difficult for the women interviewee to do justice to her professional qualities at interview.) 

6. Women can encounter either over-aggressive questioning or joking familiarity at interviews. Admissions Tutors should seek to ensure that the tone of the interview and the treatment of the interviewee remains identical whether the interviewee is male or female.

7. All Tutors involved in selection are responsible for ensuring that applicants' family and / or marital circumstances and responsibilities are not a relevant consideration. 

A minority ethnic group may be defined by reference to race, colour, nationality (including citizenship) and ethnic or national origin; the ethnic groups identified in the 2001 Census form a useful starting point).
The following points, which are based on the practical experience of applicants and on the recommendations of the Commission for Racial Equality, relate to selecting and interviewing applicants from minority ethnic groups:

8. Black and minority ethnic UK Citizens can often encounter the racist notion that their colour indicates non-British nationality. Tutors involved in selection should not assume that because a candidate is from a minority ethnic group she/he is not a UK Citizen. 

9. Idiomatic use of language is often unintentionally racist. Linguistic convention, for example, 'to blacken someone's character', or 'blackmail', is unfortunate and use of such language should be avoided. 
10. Interviewers should take care not to confuse accent, dialect or clarity of speech.  Opportunities are provided during each programme for enhancing communication skills.

The following points relate to selecting and interviewing applicants from overseas and are based on the experiences of applicants and on the recommendations of the Commission for Racial Equality. 

11.  Questions should be phrased in a standard way and not make use of cultural idiom or metaphor which might put particular applicants at a disadvantage. 

12. Selection criteria or tests should relate solely to the requirements of the course, and in the case of courses leading to a professional qualification, the requirements of the profession. 

13. Tutors involved in selection should recognise that possible misunderstandings can occur in interviews between persons of different cultural backgrounds. 

14. Overseas degrees, diplomas and other qualifications which are comparable with UK qualifications should be accepted as equivalents and not simply be assumed to be of an inferior quality. 

15. Reference to, or questions containing, general knowledge matters which are more likely to be familiar to indigenous applicants should be avoided. 

16. Questions which assume that because an applicant is from one part of a country they must know academics in another should be avoided unless subject specialisation is narrow enough to warrant it. 

17. Some applicants could be very self-conscious about their use of English Language, especially in front of a selection panel which may contain members who speak 'high table English'.   This should not be taken to mean that the applicant's competence in English is low, providing her/his English is understandable. Some applicants may believe that idiomatic mistakes could ruin their chances, even if this is not the case.  Pauses between questions and answers may occur.  Correcting of applicants' English at interview should be avoided since it is demeaning and often the intended sense is clear. 

The following points relate to selecting and interviewing applicants who have a disability or special need. 

18. It is unlawful to discriminate against a disabled person in respect of selection and recruitment and all tutors involved in selection are responsible for avoiding such discrimination. Only in the exceptional situation where there are reasons both 'material to the circumstances of the particular case and substantial' may a disabled applicant be viewed less favourably. However, under the terms of the Disability Discrimination Act 1995 the University has a duty to make reasonable adjustments to the workplace environment so that disabled people are not placed at a disadvantage compared to non-disabled people. Duties towards disabled students are set out in the Special Educational Needs and Disability Act 2001 (SENDA). 

An applicant with a disability will have considered whether that disability is likely to interfere with the demands of  

being a student, and where applicable of becoming an educational professional. Applications from such applicants are evidence that they consider themselves adequate to the post. 

Decisions about eligibility for courses of Initial Teacher Education as set out in DFES circular 4/99 "Physical and Mental Fitness to Teach of Teachers and of Entrants to Initial Teacher Training" are beyond the remit of Tutors involved in selection, and are made by University Medical Advisors. Applicants can view Circular 4/99 at:

 http://www.dfes.gov.uk/publications/guidanceonthelaw/6_99/circ499.doc Guidance for Tutors is provided by the TDA: TTA (2004) ‘Able to teach: Guidance for providers of initial teacher training on disability discrimination and fitness to teach’.
APPENDIX 3

Supplementary Advice on Assessment Matters - Dyslexia
(Source:  University TQA Manual) 

Within this document ‘school’ refers to the School of Education and Lifelong Learning
This paper, which may be expected to be updated from time to time, brings together advice on miscellaneous assessment matters that are not covered by more formal codes of good practice and statements of procedure.  

The following matters are addressed in the sections below: 

 1       Marking Strategy
 1.1   Schools should formulate an assessment marking strategy with appropriate reference to the mix of approaches detailed in the QAA code of practice on the assessment of students.  The strategy adopted by a School should be identified in its approved assessment conventions, reported to the Examination Board and its effectiveness subject to discussion with the external examiner(s) at the conclusion of the assessment process (to allow the external to comment as appropriate in her/his annual report). 

1.2    The minimum requirements for this strategy should comprise: 

· Every examination script should be marked anonymously.

· All assessment components which individually contribute more than 75% of the marks of a 30 credit or larger module and which are not anonymously assessed should be double blind marked. 

· Continuous assessments should be assessed anonymously as far as is practical where they contribute to 50% or more of the total marks available for a module.

· All assessment components in which anonymous assessment is not possible should be double marked, which may take the form of peer marking as the second form of marking, except where the contribution to the final summative assessment is insignificant.

· Every examination script and other assignment counting towards a final award must be subjected to one of the following assessment strategies:

· double marking

· moderation

·  Additionally:

· all failures and borderline scripts should be subject to moderation or double marking.

· all failures in level 1 and other assessments that do not count towards a final award should be moderated or double marked.

1.3    Definitions adopted for the above process are as follows: 

Double marking:   The process by which a piece of work is marked by two  markers, who agree a final mark (or marks) for the purpose of classification. In ‘double blind’ marking, which is a version of double marking, neither marker is aware of the other’s assessment decision in formulating their own mark.

Sample:             The complete set.

Indicative corrective action, if major discrepancy between markers: 

Involvement of third academic as moderator.

Moderation:        The process by which marks are checked against feedback to ensure that the mark awarded is appropriate (for the purpose of assuring the standard of the award).

Sample:             The complete set or sub-sample

Indicative corrective action:       

Remarking of whole set, followed by moderation by third marker.

1.4    The strategy should also state the procedures in place to analyse the marking trends of individual markers to facilitate comparisons and identify unreliability.
Written assignments for PCE are marked as pass/fail. (thus sections 2 and 3 of this section of the TQA manual are not relevant.
4       Marking the Work of Students Diagnosed with Dyslexia/Specific Learning Difficulties
(where competence of language is not being assessed)

4.1    Advice to markers of exam scripts:
(a)  Work should be marked for knowledge of the individual course of study and not penalised for language that is unreliable or not fluent, and that is no part of course syllabus. 

(b)  When marking dyslexic candidates’ scripts, examiners are asked to focus on the clarity of the argument, rather than on details of expression.  Attempts should be made to separate marking of transcription errors and marking of content. However, while sympathetic treatment of assessed work submitted by dyslexic students involves disregarding errors of spelling and grammar, the communication itself must be effective. If academic standards are to be safeguarded, sympathetic treatment cannot extend to written expression so poor that coherence and intelligibility are at issue. 

(c)  The written work of candidates with dyslexia may be characterised by some or all of the following and should not be penalised:   

· omitted words/letters/syllables/endings or punctuation;

· spelling mistakes other than when certain technical terms are required

· bizarre word substitutions e.g.’venerable’ for ‘vulnerable’

· excessive or misplaced punctuation;

· repeated information or phrases – this would not be detected by a dyslexic student proofreading their own draft;

· unsophisticated language structures – in order to avoid grammatical errors, many students with dyslexia adopt simplified language structures, which do not necessarily denote unsophisticated thinking; others have overlong or rambling sentences;

· simplified vocabulary – in order to avoid spelling errors, many dyslexic students adopt a simplified vocabulary when writing;

· difficulties with sequencing or word-finding may produce a stilted style of writing which may not match the student’s oral performance in seminars etc.

4.2    When computers have been used: 
Some exam scripts are likely to be word-processed and spell-checked, you should be aware of the limitations of a spellchecker.  Some of the problems likely to remain in dyslexic students’ work after spell-checking include:

· homophone substitutions (e.g. there/their, effect/affect, course/coarse)

· incorrect word substitutions, (distance for disturbance)

· American spelling (e.g. colorful, fueling).    

5       Drafts: Feedback and Marking
5.1    Schools and other academic units should discuss and be clear about the rationale for any system they adopt for the provision of feedback and/or marks on draft assignments.  Equality of approach within modules should be a particular objective, with special reference to projects and dissertations that can involve the participation of a large number of staff. 

5.2    The following advice is offered: 

(a)  Discussion of the rationale should address the potential for inconsistency of practice between modules pitched at the same level and that require similar types of assignment. 

(b)  As a minimum, a consistent approach should be observed by all staff contributing to an individual module, including the amount of feedback that can be normally expected by students.

(c)  Student handbooks or module documentation should indicate, where appropriate, if feedback on drafts is provided, and what is required of students if they are to benefit.

(d)  Clear deadlines should be identified for the submission of drafts attracting feedback.

(e)  External examiners should be made aware of School policy on the extent to which students are supported by feedback on draft assignments.

6       Scaling of Marks
6.1    Definitions: 

(a)  Any system employed by the Examination Board for adjusting agreed examination marks within a module to correct abnormal group performance; and/or 

(b)  Any system employed by a School on a regular basis for adjusting raw marks according to an agreed formula to derive agreed examination marks.

6.2     Management of Scaling 

In the case of (a):

· the raw marks, together with the rationale under which they were awarded, should always be made available to the Examination Board;

· scaling should be applied fairly to all students taking the module and not just a problematic subset (e.g. failures);

· external examiners should always be consulted about the process where the marks relate to summative assessments;

· decisions consequent to the scaling process should be clearly minuted by the Board;

· the system used by the Board should be transparent to students.

In the case of (b):

· the system must be transparent to students;

· external examiners and Examination Board should be made aware of the system.

 

PROFESSOR J M Kay
Deputy Vice-Chancellor
 January 2007 

Appendix 4 References

POLICY FOR WRITING REFERENCES FOR PGCE PCE PROGRAMME

Context:

We have a responsibility to ensure that all references supplied on behalf of the University for trainees on the PCE Programme are fair, accurate and reliable, and are fully compliant with the Data Protection Act.  We also have an ethical and moral obligation not only to our trainees but also to potential employers or educators of our trainees.  The policy outlined below should ensure that these principles are translated into practice.

Responsibility for References:

1. The named programme director is responsible for all references for trainees on their course, and references should go out in their name.  This does not mean that the named programme director should write all the references: in many cases, information or draft references will be required from college course directors or other teaching colleagues. 

2. The programme director should check that references for their trainees are:

· fair and accurate to trainees: as many trainees apply for the same post, it is important that references do not mislead employers as to the relative strengths or weaknesses of one trainee compared with another;

· fair and accurate to placement schools: references should not contain negative, misleading or judgmental comments about placements;

· fully compliant with the Data Protection Act (see Appendix A below);

· written on University headed notepaper

3. Anyone involved in drafting references should have read in full Appendix A which outlines the University guidelines on data protection.

Personal references:

All trainees have the right to ask for a personal reference from anyone in the School of Education and Lifelong Learning.  However, if it is a personal reference, it is not written on behalf of the university and should not be on university notepaper or suggest it is on behalf of the university.

Failing trainees:

In the case of failing trainees, references must state that the trainee’s progress is a cause for concern. Trainees in this position should be informed that this information will be in their reference. If there are mitigating circumstances such as ill-health or bereavement, these cannot be disclosed in a reference without the trainee’s consent. If a trainee was struggling earlier in the programme and received a Cause for Concern letter, but has subsequently addressed the issues to the point where they are no longer a cause for concern, this should not be referred to in the reference.  

Trainees with a disability:

The Data Protection guidelines below make it clear that consent is required if we wish to disclose information about a disability in a reference.  However, in some cases, there may be a Health and Safety issue arising from the disability which means we also have a duty of care to the recipient, and we should disclose the disability.  In these cases, we should make sure that the trainee is aware that we are doing this and we should make a positive statement in the letter along the lines of ‘It would be very positive for a college to have a member of staff who is such a positive role model for both disabled and non-disabled students’.   As the decision about whether to disclose is potentially a legal issue, if you have a case where Health and Safety issue means you wish to disclose, please check this with the Head of ITE first.  Then, if necessary, we can seek further guidance from personnel or from the disability advisers.
Placements:

It is important to remember that not naming a placement college in a reference does not preserve their anonymity, as the trainee’s application is highly likely to indicate which was their placement college.  If a placement has been poor, unless this has already been discussed with the college, the reference should not contain adverse or negative comments about the college, but could refer to how well the trainee coped in challenging circumstances.

Reference disclosure:
We have no obligation as suppliers of references to disclose a reference to a trainee, though they may request it from the reference recipient.  However, it is in the spirit of professional training and development embodied by our ITE programmes that professional information is shared with the trainee, and therefore it is our policy to disclose references to any trainees who make a request. 

References – practical advice:
(adapted from the university’s guidance)
When writing a reference it is important to remember the following points:

· Although there is no legal obligation to give a reference about a current/former student or employee, it is the University's policy to give a reference wherever possible.

· When providing a reference you are deemed to owe a duty of care to both the recipient and the subject. The legal duty of care is a duty to take reasonable steps to ensure that:

· Any factual statements are accurate;

· Any adverse opinion that may be expressed is based on accurate facts;

· Factually accurate statements made in the reference are not presented in a way that gives an unfair or misleading impression of the subject.

Implications of not taking these steps could include, for example, a subject of a reference suffering loss or damage if they fail to get a job or an academic place at another institution because of an over-critical reference.  Similarly, the recipient of a reference might suffer loss or damage as a result of taking on an employee or a student on the basis of a reference that is not objective enough or is insufficiently balanced.  From a University perspective, the legal ramifications of not being able to demonstrate that reasonable steps were taken to ensure that legal duty of care could include legal actions taken by the recipient or the subject.  (It is currently unclear if this would fall on the University, or if individual members of staff would be liable.)

When writing the reference it is also important to understand that under the Data Protection Act 1998, certain information is classed as "sensitive personal data". This means that it must not be acquired, recorded or disseminated without the subject's consent or a clear legal reason. This applies to information relating to someone's criminal record, physical or mental health, racial or ethnic origin, political opinions, religious beliefs or sexual life.  This information cannot be disclosed – in this context within a reference - without the subject’s explicit consent.  However, information about a subject's disciplinary record with the University may be included in a reference as long as it does not also reveal activities that have led to a criminal investigation or convictions. 

1. 
Under the Data Protection Act, the data subject is not entitled to a copy of the reference by the giver (in this case the University) but can obtain a copy from the third party recipient organisation. Therefore as a matter of good practice, it is important that you should be prepared to disclose and stand by any reference you write, it is helpful to indicate in the reference whether you consent to a copy of the reference being disclosed to the data subject.

2. 
Indicate how you know the candidate e.g. employment / educational / personal capacity.

3. 
Indicate your relationship to the data subject e.g. line manager, personal tutor, previous employer, friend of the family etc.

4. 
Indicate where the data subject works, what their job is and how long they have been employed there.

5. 
Provide a succinct and concise description of the main duties.

6. 
Opinions expressed, should be marked as such, and strongly positive or negative opinions must be based on accurate facts. Always remember to be FAIR, ACCURATE and BALANCED, ensure that your statements are based on the entire time that you have known the subject and not just the past month.

7. 
If the reference request asks you to provide information about absences, you are permitted to state the data subject’s attendance record, however, you cannot disclose WHY the data subject was off without explicit consent. If you do not have access to this information, you should state this in your response.

8. 
Finally confirm if you are recommending the data subject or not. Your reasons must be based on factual, accurate statements.

Where in doubt, refer to more senior colleagues, a member of their Personnel team, or the Data Protection Officer.

Subsection A

Data Protection Guidelines for References

(from the University’s Data Protection Guidelines)
Under the Act, where a confidential reference is given by the University for education purposes, training or employment purposes, appointment to office or provision of any service, the subject of the reference is not entitled to a copy of the reference from the University. The subject of a reference may however, be entitled to a copy of the reference from the recipient organisation.  Likewise, where the University gives and receives a reference (i.e. the reference is for internal purposes and may be sent from one department to another), the subject of the reference is not entitled to a copy of the reference from the giver, but may be entitled to a copy from the receiver.

If Exeter is the recipient of a reference and the student or member of staff concerned has requested a copy of the reference, then the University must take steps to contact the author (preferably in writing) to obtain consent before disclosing.  If consent is given then the reference may be disclosed.  If consent is denied however, then the reference may still be released.  A number of factors need to be taken into account:

1. whether the University owes a duty of confidentiality to the referee; 

2. whether steps have been taken by the University to obtain consent;

3. whether the referee is capable of giving consent, for example, he/she may have died, retired or moved on to another organisation;

4. whether the other individual has refused to give consent to the disclosure;

5. whether the reasons given by the referee denying consent to disclosure are valid enough for refusing to disclose;

6.
   whether the identity of the referee's name could be blanked out so that that the University is satisfied that the data subject would be unable to identify the author.
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