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1.1 Purpose 
 

1.1.1 Purpose of the Quality Handbook 

1. The University of Bedfordshire is an autonomous university with degree awarding 
powers. It has the authority to decide which qualifications it will design, approve and 
award.  It determines the learning and teaching strategies used to deliver its courses and 
how, and by which means, those courses will be assessed.  . The University also has a 
responsibility to set and maintain the academic standards of its awards at a level 
comparable with the UK university sector, and to assure and enhance the quality of the 
learning opportunities available to students in line with agreed national reference points. 

2. To discharge this responsibility, the University has established and operates within a 
framework of academic governance. Academic Board is the senior academic authority of 
the University and is responsible for determining the framework and how the operational 
functions are delegated within it.  

3. The University’s Academic Regulations form the basis of this framework and are 
approved by Academic Board. The Academic Regulations describe the awards the 
University may make and their key characteristics. It also set out the processes that must 
be followed to ensure the security of the University’s awards, including how students are 
assessed in order to demonstrate achievement of the required learning outcomes. 
Through the Academic Regulations and its quality assurance processes, the University 
ensures that the threshold academic standards set for its awards are at least equivalent 
to those set out in the Framework for Higher Education Qualifications in England, Wales 
and Northern Ireland (2008), that course learning outcomes are aligned with the relevant 
qualification descriptor, and that awards are named in accordance with national 
expectations. 

4. This Quality Handbook sets out in detail the quality assurance and enhancement 
procedures and arrangements which are necessary to support the implementation of the 
Academic Regulations. The processes described in the Quality Handbook take into 
account the expectations of the UK Quality Code for Higher Education (the Quality 
Code), which is the national reference point for academic standards and quality for all 
UK higher education providers. The University subscribes to the Quality Assurance 
Agency for Higher Education (QAA), and is consequently subject to regular external 
review which measures and reports on the extent to which the University is meeting the 
expectations set out in the Quality Code.  

5. The Quality Handbook includes processes relevant to all provision leading to an award of 
the University, including taught undergraduate and postgraduate courses, research 
degrees, short courses and programmes delivered in collaboration with other providers 
of higher education. However, not every process is relevant to every form of provision 
and it is made clear within each chapter how the guidance it contains must be applied. 

6. The Quality Handbook is reviewed regularly to reflect the lessons learned from the 
operation of the processes it sets out, and to ensure the continued alignment with 
external regulation and policies, including those of QAA.  Operational responsibility for its 
maintenance rests with Quality and Standards, overseen by Teaching Quality and 
Standards Committee and reported to Academic Board. In each chapter of the Quality 
Handbook a ‘document owner’ is identified, who is the senior administrative officer 
responsible for ensuring that the chapter remains up to date and that revised versions 
are considered by the appropriate bodies.  

7. For further information see: 

 Academic Regulations Section 1 
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 Quality Code: http://www.qaa.ac.uk/quality-code/the-revised-uk-quality-code  

 

1.1.2 Purpose of Chapter 1 of the Quality Handbook  

1. This chapter provides an overview of the University’s framework for managing academic 
standards and quality.  

2. The policy for Faculty-generated exceptions to the University’s framework is described in 
appendix two, alongside the proforma for making a request. These requests are 
considered by the TQSC Exceptions Panel. 

3. The proforma to be used by faculties in seeking approval for the use of internal 
placements for students is found at appendix three. Requests are also considered by the 
TQSC Exceptions Panel.  

4. Subsequent chapters of the Quality Handbook describe specific processes in detail. 

 

1.2 Principles 
 

1. The following principles underpin the University’s approach to setting and maintaining 
academic standards and assuring and enhancing the quality of the student learning 
experience. They should be read in the context of the University’s overall vision, mission, 
values and strategic aims, and of CRe8, which articulates the University’s approach to 
creating an environment which supports effective teaching and learning. 

 The primary aims of quality assurance and enhancement are to maintain the 
academic standards and reputation of the University’s awards and to ensure all 
students have an effective learning experience. The University is committed to a 
culture of continuous improvement of its provision, building on feedback and 
informed by best practice. 

 Quality assurance and enhancement is a shared activity, carried out most effectively 
by those directly involved in the learning process. It is a professional exercise rather 
than a management function. All academic staff are involved in the maintenance of 
standards and the enhancement of quality, supported by relevant professional 
services. 

 The University maintains institutional oversight of the way in which academic 
standards and quality are managed but wherever possible operational responsibility 
is devolved to individual faculties. Roles and responsibilities of specific bodies and 
individuals are clearly defined.  

 Effective quality assurance and enhancement depends on the involvement of 
students, who are best placed to evaluate their own learning experience and that of 
their peers. In order to create a culture where students feel that their opinion is 
valued and acted upon, the University encourages and provides support for active 
participation in both informal and formal quality management processes.  

 Internal quality assurance and enhancement processes are strengthened by external 
input at appropriate points, which includes academic expertise, for example, in 
course development and from external examiners, feedback from employers on the 
employability of graduates, engagement with professional, statutory and regulatory 
bodies and review by QAA and other relevant external agencies.  

 Quality assurance and enhancement is a holistic process which takes the form of a 
cycle of planning, implementing, evaluating and revising. Quality assurance and 
quality enhancement cannot be pursued in isolation from each other.  However, it is 

http://www.qaa.ac.uk/quality-code/the-revised-uk-quality-code
http://www.beds.ac.uk/aboutus/mission-statement
http://www.beds.ac.uk/aboutus/mission-statement
http://www.beds.ac.uk/__data/assets/pdf_file/0006/239028/Strategic2012-lr.pdf
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necessary to secure a solid foundation through quality assurance in the first instance 
from which further development and enhancement can be undertaken. 

 
1.3 Processes 
 

1.3.1 Committees 

1. Academic Board has overall responsibility for the standards of the University’s awards 
and the quality of the student experience. It discharges this responsibility through a 
framework of committees, which operate at institution, faculty, portfolio and course 
levels. The committee structure is illustrated in Figure 1. Terms of reference for 
Academic Board and its committees are maintained by the University Secretariat. 
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Figure 1: Academic Board and its committees 
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1.3.2 Policies and procedures 

1. The University achieves consistency in the management of academic standards and the 
quality of learning opportunities by defining policies and processes for a number of core 
mechanisms: 

 development and approval of new courses; 

 maintenance of a definitive record  of each course and unit (Course Information 
Forms [CIFs] and Unit Information Forms [UIFs]); 

 recruitment, selection and admission of students; 

 effective delivery of provision through appropriate learning and teaching strategies; 

 supporting students in their academic studies; 

 assessment of student achievement of learning outcomes and the operation of 
examination boards for taught awards and research degrees; 

 use of external examiners; 

 maintenance of academic discipline and penalties for academic misconduct; 

 processes for considering academic appeals and student complaints; 

 systems for student representation; 

 the cycles of annual monitoring and periodic review; 

 management of major and minor modifications to existing provision; 

 management of research degrees; 

 establishment and on-going management of partnerships that offer the University’s 
programmes and awards with other higher education providers; 

 publication of information about the University, its courses and its quality assurance 
processes, in  a variety of formats and for a range of audiences. 

2. The operation of these policies and processes is monitored through Academic Board and 
its committees. They are outlined in more detail in the rest of this Quality Handbook or 
other associated documents. 

 

1.3.3 Use of external reference points 

1. In defining its framework of awards and setting the academic standards of specific 
awards the University ensures it is consistent with Expectations of the Quality Code, and: 

 the Framework for Higher Education Qualifications for England, Wales and Northern 
Ireland; 

 guidance on the characteristics of foundation degrees, master’s degrees and doctoral 
degrees; 

 the Higher Education Credit Framework for England; 

 subject benchmark statements. 

To aid curriculum and assessment design, the University uses the SEEC credit level 
descriptors as points of reference for determining progression in terms of level of 
demand and complexity and the degree of learner autonomy involved in specific learning 
opportunities. 

2. In establishing processes for managing the quality of its provision, the University takes 
into account a range of reference points including: 
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 the Quality Code; 

 publications of the Higher Education Academy and other sector bodies; 

 national benchmarking data such as the National Student Survey (NSS) and 
Graduate Outcomes. 

 

1.3.4 Working with professional, statutory and regulatory bodies 

3. The University encourages faculties to secure and retain appropriate professional, 
statutory and regulatory body (PSRB) accreditation, or other similar recognition, for 
courses where this is available, in order to effectively meet the needs of employers, the 
professions and future student employability.  

4. PSRBs are organisations that set and regulate the standards for entry into particular 
professions. Their status, authority and role in higher education varies; for example, 
some have a prescribed statutory or regulatory responsibility to accredit courses, while 
others offer eligibility for professional registration to graduates of recognised courses. 
Students may be able to complete a professional qualification alongside their academic 
qualification; the PSRB is responsible for the standards of the professional award, while 
the University retains sole responsibility for the standards of the academic award.  

5. The University also recognises a wider group of non-regulatory profession-related 
groups that offer a benchmark for courses offering industrial and/or higher skills 
development. The Quality and Standards team maintains a register of PSRBs with which 
the University works, confirming the status of each organisation. 

6. The accountability for PSRB relationships rests with the relevant faculty, with roles and 
responsibilities determined locally. Faculty oversight of PSRB activities and 
engagements is maintained by a named individual within the faculty and reported to the 
PSRB Monitoring Sub-Group of TQSC. 

7. For each PSRB, a designated contact is identified (the PSRB accredited course contact). 
The course contact is responsible for maintaining correspondence with the PSRB and 
ensuring they remain up to date with PSRB standards and requirements. The course 
contact also liaises with the Quality and Standards team regarding PSRB activity, 
including confirming dates for PSRB accreditation or review visits. Where changes to a 
course are needed to meet PSRB requirements, the changes are given due 
consideration through the University’s established processes for major or minor 
modifications to courses. 

8. The Quality and Standards team supports faculties in engagement with PSRBs. This 
includes support in managing submissions to TQSC / Academic Board to request 
variations to the Academic Regulations or other University policies where necessary in 
order to meet PSRB requirements. The level of support required by faculties to engage 
with PSRB requirements and prepare documentation for accreditation or review visits 
varies considerably depending on the nature of the relationship. A risk-based approach 
is applied to all individual activities to ascertain the level of additional support required, 
and where the protocols outlining this approach require variation the details are 
approved through the PSRB Monitoring Sub-Group of TQSC. The Quality and Standards 
team also maintains a register of PSRB engagements that are reported annually to 
TQSC. 

9. Students and applicants require information about any relationship between a PSRB and 
a particular course. This information should include: 

 The nature of any accreditation or other relationship, including where this is pending, 
and an indication of the possible outcomes for a student graduating from the course 
(for example, eligibility for professional registration or advanced standing); 
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 The terms on which the accreditation is based (for example, with regard to 
compulsory units); 

 For international students, any geographical limitations on the validity of the 
accreditation in terms of professional registration or licence to practise; 

 Where the course includes work-based learning, details of how this aspect relates to 
the expectations of the PSRB in terms of outcomes a student must demonstrate (for 
example, whether a certain volume of hours of learning must be completed in a work-
based setting); 

 Contact details for the relevant PSRB and guidance on when it may be appropriate 
for the student to approach them directly. 

10. The PSRB Monitoring Sub-group reports to TQSC and its remit is to 

 Provide a forum for the dissemination of good practice in respect of PSRB 
engagement 

 Monitor the University’s Register of PSRB Accredited Courses through Faculty 
reporting on PSRB engagement 

 Monitor the PSRB Schedule of Engagements 

 Identify University-wide themes arising from PSRB engagement including common 
variations to regulation, policy and entry requirements 

 Submit a summary of PSRB accreditation visits and outcomes to TQSC annually 

11. The membership of the group includes the Quality lead for each faculty in their role of 
maintaining oversight of faculty PSRB activity. 

12. For further information see: 

 Higher Education Better Regulation Group 

http://www.hebetterregulation.ac.uk/OurWork/Pages/Professional,Statutoryandregula
toryBodies%28PSRBs%29.aspx  

 HESA Statement about PSRBs and accreditation for the KIS Technical Guidance 

https://www.hesa.ac.uk/collection/c13061/accreditation_guidance/.html/.html/  
 
 

1.4 Roles and responsibilities 
 

1. Effective course coordination, management and development are central to the 
maintenance of academic standards and the continuous improvement of the quality of 
provision to respond to the needs of students and an ever-changing external 
environment. It requires considered and concerted effort by the University community.  

2. The following table sets out responsibilities for key aspects of the leadership, 
management and administration of courses. It is not intended to be exhaustive or 
definitive, but to provide an indicative framework. Faculties will put in place 
arrangements to meet local needs, but should consider how these relate to those set out 
in generic terms here. 

3. A unit is a discrete component of a course with stated learning outcomes. All units are 
located within a portfolio but may be incorporated into one or more courses inside or 
outside the portfolio in which they reside. All units are aligned with a single academic 
school or department.  

http://www.hebetterregulation.ac.uk/OurWork/Pages/Professional,StatutoryandregulatoryBodies%28PSRBs%29.aspx
http://www.hebetterregulation.ac.uk/OurWork/Pages/Professional,StatutoryandregulatoryBodies%28PSRBs%29.aspx
https://www.hesa.ac.uk/collection/c13061/accreditation_guidance/.html/.html/
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4. A course is a prescribed set of units that leads to a named academic award of the 
University. All courses reside within a specified portfolio but may draw on units which, for 
administrative and academic management purposes, reside within other portfolios. 

5. A portfolio is a group of related courses and units, located in a school or department. 
The purpose of grouping courses and units is to ensure effective oversight and 
coordination of related provision and to provide a focus for the operation of examination 
boards and other activities. In most cases portfolios will include a range of courses but in 
some instances, for example at postgraduate level, a portfolio might only include one 
course. Portfolios may be at either undergraduate or postgraduate level. Their number, 
name and constituent courses are determined by faculties.  
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AREA OF 
ACTIVITY 

Head of School/ 
Department 

Portfolio Leader 

 

Course 
Coordinator 

Course Team Unit Coordinator Administration 

Definition Identifies Course 
Coordinator and 
Course Team. 
Attends relevant 
Portfolio Executive 
Committees.  

Experienced senior 
academic at grade 9 
or above who has 
responsibility for the 
academic leadership 
and development of 
a suite of courses. 
Chairs the Portfolio 
Executive 
Committee. 

Member of academic 
staff at grade 8 or 
above, appointed by 
the Head of 
Department/School, 
and responsible for 
maintaining 
oversight of the 
course and 
coordinating the 
activities of the 
course team. 

The course 
coordinator, 
nominated 
student(s)

1
, and 

additional members 
drawn from Unit 
Coordinators within 
the course, with 
numbers depending 
on the size of the 
student cohort. The 
course team meets 
once a fortnight. 

Responsible for the 
effective operation of 
individual units 
(academic role 
profiles identify the 
parameters of the 
role and 
requirements for 
mentoring and 
oversight if 
necessary). 

 

Course team 
meetings 

 Monitors operation 
of course team 
meetings 

Chairs course team 
meetings. Ensures 
appropriate student 
representation. 

Attend course team 
meetings and 
maintains records of 
meetings. 

 Coordinates course 
team meetings, sets 
timetable for year.  

Link 
coordinators 

Appoints link 
coordinators where 
necessary. 

Ensures link 
coordinators are 
briefed.  

Coordinates with link 
coordinators in 
relation to partners. 

 Works closely with 
unit tutors where 
units run across 
multiple sites. 

 

Student 
recruitment 

Organises 
recruitment 
processes.  

 

 

 

 

 

 

 Supports open days 
and other activities. 

 Supports the 
recruitment process. 

 

 

Maintains primary 
information sites and 
sources, stocks 
promotional 
materials and 
provides support for 
open days and other 
activities. 

                                                
1 Section 9.2.2 of chapter 9 of the Quality Handbook 9.2.2 provides information on the role of the Course Representative within the Course 
Team 
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AREA OF 
ACTIVITY 

Head of School/ 
Department 

Portfolio Leader 

 

Course 
Coordinator 

Course Team Unit Coordinator Administration 

Public 
information 

Has ultimate 
responsibility for 
marketing 
information and 
associated activities. 

 

Coordinates and 
monitors KIS data 
and marketing 
information including 
in relation to any 
collaborative 
provision. 

 

Provides drafts of 
marketing and 
recruitment material. 

Monitors that 
marketing material is 
accurate and up to 
date.  

Contributes to 
course-related 
information. 

Provides unit-related 
information. 

 

Approval  Defines target 
audience and course 
aims and objectives. 

Approves new 
course proposal 
form (NCP1) 

Leads the 
development of 
courses, supported 
by the relevant 
Faculty Associate 
Dean. 

Considers efficiency 
and effectiveness of 
design. 

Ensures effective 
internal and external 
communication and 
involvement  

Ensures academic 
issues including 
internal and external 
benchmarks are 
addressed. 

Coordinates the 
work of course team 
members to meet 
university 
expectations. 

Drafts course-level 
outcomes and 
Graduate Impact 
Statements. 

Develops course 
proposals to deliver 
expected outcomes 
and impact. 

Drafts relevant UIFs 
ensuring these are 
aligned with course 
aims. 

Provides relevant 
data and 
information.  

Coordinates 
production of 
materials setting 
timeframe and 
monitoring 
production. 

Maintains 
documentation in 
line with University 
requirements.  

Curriculum Responds to any 
gaps and 
development issues 
identified by Course 
Coordinator and 
Team. 

Ensures appropriate 
research 
underpinning, 
liaising with 
Directors of 
Research Institutes 
as appropriate. 

Proposes any 
modifications to CIFs 
and UIFs.  

Monitors curriculum 
and the extent to 
which it meets needs 
of target student 
group, subject 
benchmarks and 
supports the 
employability of 
students. 

Ensures UIFs are up 
to date proposing 
modifications where 
appropriate to 
Course Coordinator. 

Provides Quality and 
Standards with 
accurate course and 
unit information. 

Academic 
standards 

Monitors the 
definition and 
delivery of the 
standards of awards 
to ensure they meet 

Ensures standards 
are appropriately 
defined according to 
level and that 
grading criteria are 

Monitors and reports 
on issues relating to 
standards. 

Monitors assignment 
briefs and 
examinations to 
ensure appropriate 
scheduling and 

Applies standards 
appropriately and 
consistently at unit 
level. 

 



Page 14 of 26 

 

Quality Handbook Chapter 1:  
Introduction: Framework for managing academic quality and standards 

QAP0351 

AREA OF 
ACTIVITY 

Head of School/ 
Department 

Portfolio Leader 

 

Course 
Coordinator 

Course Team Unit Coordinator Administration 

external 
requirements. 

appropriate. student 
development. 

Induction Approves academic 
induction 
programme. 

Leads departmental 
academic induction 
programme. 

Coordinates course 
academic induction 
programme. 

Designs course 
appropriate 
induction. 

 Coordinates 
induction 
programme.  

Pedagogy and 
delivery 

Agrees overall 
direction and 
approves 
pedagogical 
approach. 

Identifies staff 
development needs 
and ensures 
technology is 
appropriately used. 

Monitors the 
effectiveness of the 
pedagogical 
approach. 

Briefs unit 
coordinators. 

Monitors coherence 
of curriculum and its 
delivery. 

 

Briefs and supports 
other unit tutors.  

 

Teaching 
quality 

Has ultimate 
responsibility for 
teaching quality. 

Identifies and 
addresses staff 
development needs. 

Supports activities to 
monitor and 
enhance the quality 
of teaching.  

Coordinates the 
course team. 
Monitors quality of 
teaching and 
advises Portfolio 
Leader on 
development needs. 

Identifies good 
practice and 
disseminates. 

Coordinates the unit 
teaching team to 
ensure units are 
effectively delivered 
as specified in the 
UIFs. 

Supports Course 
Coordinator and 
Team through 
providing 
information. 

Peer-assisted 
learning (PAL) 

Appoints Academic 
Course Contact 
(ACC). 

Ensures ACCs are 
trained and PAL is 
implemented. 

May act as ACC. 

Supports work of 
PAL leaders. 

Monitors 
implementation and 
supports PAL 
leaders. 

  

Handbooks  Has ultimate 
responsibility for 
quality of published 
material. 

 Defines content 
within handbook 
template and 
ensures accuracy in 
line with University 
expectations.  

Monitors course 
level information and 
guidance to 
students. 

Prepares unit 
handbooks and/or 
populates BREO 
sites in line with 
University 
expectations. 

Provides 
administrative 
support.  

Resource 
requirements 

Appoints and 
allocates staff and 
ensures other 
resources are 
appropriate.  

 

 

Works with course 
team to ensure 
efficiency and 
effectiveness of 
course delivery.  

Monitors and 
advises on resource 
requirements.  

 Monitors overall 
allocation of 
resources. 

Works with 
Academic Liaison 
Librarian.  

Monitors 
administrative 
resource 
requirements.  
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AREA OF 
ACTIVITY 

Head of School/ 
Department 

Portfolio Leader 

 

Course 
Coordinator 

Course Team Unit Coordinator Administration 

Equality and 
diversity 

Ensures staff are 
appropriately trained 
and that University 
expectations are 
met. 

 Ensures appropriate 
adjustments are 
made at the course 
level. 

Monitors equality 
and diversity issues 
in relation to course 
delivery. 

Ensures appropriate 
adjustments are 
made at the unit 
level. 

Disseminates 
information on 
students with any 
declared disabilities.  

Student voice Ensures students’ 
concerns are 
responded to in an 
appropriate and 
timely manner. 

Where appropriate, 
responds to issues 
that cannot be 
handled by the 
Course or Unit 
Coordinators. 

Responds to issues 
raised by students 
on a non-formal 
basis. 

Responds to issues 
raised by students 
through Course 
Team Meetings. 

Coordinates 
gathering of 
feedback at unit 
level and responds 
to issues raised. 

Collects and 
processes BUS 
data. 

Student 
attendance 
and 
engagement 

Sets overall 
framework for 
student attendance 
and engagement 
and ensures 
appropriate 
monitoring 
mechanisms in 
place. 

Supports monitoring 
procedures. 

Monitors student 
engagement at 
course level. 

Considers and 
responds to course-
related issues 
identified through 
StAR Boards and 
other activities 

Monitors student 
engagement at unit 
level. 

Coordinates work 
ensuring all students 
are appropriately 
registered, gathering 
information on 
student attendance 
etc.   

Personal 
academic 
tutors  

Identifies personal 
academic tutors and 
ensures they are 
appropriately 
trained. 

Ensures all students 
have a designated 
personal academic 
tutor in line with 
University policy. 

Identifies role of 
personal academic 
tutor in relation to 
the curriculum.  

  Provides information 
to support the work 
of personal 
academic tutors. 

Pastoral 
support 

Ensures appropriate 
support mechanisms 
in place.  

Monitors 
effectiveness of 
student support 
mechanisms. 

Acts as a key point 
of contact for student 
issues directing 
students to 
appropriate support. 

Supports the Course 
Coordinator.  

Directs students to 
wider support where 
and when 
appropriate. 

Supports Course 
Coordinator in 
tracking students 
directed to support 
where appropriate. 

Student 
achievement 
and 
progression 

Maintains an 
oversight of student 
achievement and 
progression 
instigating actions 

Represents course 
at Scheme Board. 

Ensures all students 
have appropriate 
decisions in line with 
University 
regulations.  

 Attends Portfolio 
Examination Board. 

Provides data and 
advises on the 
implementation of 
University policy. 
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AREA OF 
ACTIVITY 

Head of School/ 
Department 

Portfolio Leader 

 

Course 
Coordinator 

Course Team Unit Coordinator Administration 

where appropriate. 

Academic 
offences and 
concerns 

Confirms that a case 
should go to an 
Academic Conduct 
Panel. 

 

Sits on Academic 
Conduct Panel. 

Sits on Academic 
Conduct Panel. 

  Ensures consistency 
in line with University 
procedures. 

Maintains records of 
academic offences 
and concerns. 

Assessment 
practices 

Has ultimate 
responsibility for 
assessment 
processes and 
practices.  

Monitors 
assessment 
practices identifying 
issues and 
disseminating 
effective practice. 

Identifies issues for 
consideration by 
Course Team. 

Monitors 
assessment strategy 
to ensure that it is 
coherent and 
developmental and 
enables students to 
demonstrate defined 
learning outcomes. 

Provides appropriate 
developmental 
feedback on 
assessments in line 
with policy. 

Maintains archive of 
assessment tasks. 

Assessment 
administration 

Ensures production 
of assessment 
information to 
centrally-specified 
requirements. 

Monitors 
assessment tasks 
production and 
grading 

  Provides 
assessments tasks, 
exam papers and 
grades to deadlines. 

Sets deadlines for 
the submission of 
papers.   

External 
examiners 

Ensures all courses 
and units have an 
approved external 
examiner. 

Approves response 
to external 
examiners for 
signature by Faculty 
Executive Dean. 

Monitors external 
examiner 
appointments. Drafts 
response to external 
examiner and 
ensures that any 
appropriate action is 
taken. Ensures that 
reports are shared 
with student 
representatives. 

Liaises with external 
examiners.   

Drafts specific 
responses to 
external examiner’s 
concerns.  

Considers external 
examiner reports 
and responses. 

Provides 
assessment tasks 
for review by 
external examiner 
according to 
schedule set by 
administrators.  

Is main point of 
contact for 
administrative 
matters including 
key events, 
materials and 
timeline.  

Coordinates external 
examiner visit(s). 

Portfolio 
Examination 
Boards 

Chairs pre-boards. 

Attends Portfolio 
Examination Boards 

Ensures data 
accuracy and that 
Boards have 

Recommends 
progression and 
award decisions for 

 Ensures accuracy of 
data in relation to 
their units and 

Manages data to 
ensure effective 
operation of Boards.  
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AREA OF 
ACTIVITY 

Head of School/ 
Department 

Portfolio Leader 

 

Course 
Coordinator 

Course Team Unit Coordinator Administration 

recommendations on 
which to act. 

all students on the 
course.  

attends Boards to 
confirm decisions. 

Records decisions. 

Annual 
monitoring 

Ensures unit and 
course enhancement 
plans are considered 
at Faculty Academic 
Board. 

Approves portfolio 
monitoring report. 

Writes portfolio 
monitoring report on 
the basis of the 
various course 
inputs.  

Produces course 
enhancement plan.  

Contributes to 
course enhancement 
plan.  

Completes unit 
enhancement plan. 

 

Ensures the 
accessibility of 
appropriate data.  

Periodic 
review 

Considers the scope 
of the review. 
Contributes to 
scrutiny of review 
documentation. 

Leads the review of 
courses. 

Ensures effective 
internal and external 
communication and 
involvement  

Ensures academic 
issues including 
internal and external 
benchmarks are 
addressed. 

Coordinates the 
work of course team 
members to meet 
university 
expectations. 

Reviews current 
operation and 
evaluates feedback. 

 

Contributes to 
review of current 
operation. 

Provides relevant 
data and 
information.  

Coordinates 
production of 
materials setting 
timeframe and 
monitoring 
production. 

Maintains 
documentation in 
line with University 
requirements.  
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1.5 Communication 
 

1. The University’s approach to managing academic quality and standards is 
communicated through a range of mechanisms. 

 Members of University and faculty committees are responsible for disseminating 
discussions and decisions as appropriate. Information may also be made available 
through the circulation of minutes of the committee or specific briefing papers. 

 The Quality Handbook and associated documents and forms are available via the 
University’s website and intranet. 

 Changes to chapters of the Quality Handbook are recorded in the document record 
at the beginning of each Chapter. 

 Quality and Standards and Centre for Learning Excellence provide staff development 
as required to support academic and administrative staff and students to engage with 
the University’s quality assurance processes. 

 

1.6 Definitions  
 

1. The definitions of terms as used by the University can either be found within the 
Academic Regulations or as part of the Quality Handbook glossary. These definitions are 
applied consistently throughout the Quality Handbook.  

2. Where necessary, the Quality Handbook draws on the definitions provided by QAA in 
their online glossary. 

https://www.qaa.ac.uk/glossary  

  

https://www.qaa.ac.uk/glossary
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Appendix 1: Portfolio Executive Committees Terms of Reference 
 

Purpose and remit  
 
Portfolio Executive Committees are accountable to their respective Faculty Academic Board 
for all academic and quality management matters relating to the course or Portfolio 
concerned and to the courses leading to named awards within the Portfolio. They act as the 
main channel of communication between the Faculty Academic Boards, course teams and 
students. The relevant Faculty Academic Board approves the membership of appointed 
members and receives the minutes of Portfolio Executive Committee meetings. 
 
The purpose of a Portfolio Executive Committee is: 
 
1. To maintain the academic standard of course(s), including the associated units provided 

within the portfolio(s) for which they are responsible and to monitor the quality of 
provision, including the standard and quality of the units and courses delivered in 
collaborating institutions under arrangements approved by the University. 

2. To be responsible for the design, teaching and assessment of units within portfolios or 
courses in line with national best practice within the subject discipline, and for ensuring 
that the aims and objectives of the course(s) are being achieved in accordance with 
their validation, particularly in terms of coherence and academic progression of 
students’ study. 

3. To ensure that the decisions affecting the quality of the students’ learning experience 
are directly informed by students’ views. 

4. To monitor appropriate statistical indicators, including student recruitment, progression 
and achievement, and to take action over matters of concern. 

5. On the advice of the Portfolio Leader, to approve proposals for structured independent 
learning (e.g. projects and dissertations, work-based learning projects, and work 
conducted by independent study). 

6. To ensure that the curriculum is kept up to date in response to advances in knowledge 
and scholarship and national benchmarking. 

7. To be responsible for the academic development of its course(s) or portfolios(s) and in 
particular for the submission to the Faculty Teaching Quality and Standards Committee 
of proposals for the inclusion of new or significantly modified units and for the approval 
of new courses. 

8. To keep under review the application of University Regulations, to propose changes in 
policy, and to bring to the attention of the appropriate Faculty Academic Board any 
matters which may adversely affect the maintenance of quality. 

9. To submit nominations for External Examiners to the Faculty Teaching Quality and 
Standards Committee, and to consider External Examiners’ comments on the 
examination, assessment and academic standards of courses and units. 

10. To approve the annual monitoring report for the course(s) or portfolio(s) and constituent 
courses for which it is responsible (including those offered by collaborative providers) for 
submission to the Faculty Teaching Quality and Standards Committee. 

11. To liaise as appropriate with the Learning Resources Centre, the Faculty’s academic 
counselling service and the central academic support departments to ensure that 
students are provided with an appropriate network of academic support. 

12. To consider issues raised in course team meetings and, for partnership provision, 
course journals. 

 
Membership 
 
Chair 
 
Portfolio Leader 
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Other ex-officio members 
 
Course coordination teams (staff members) 
 
Heads of Schools/Departments related to the Portfolio(s) 
 
Appointed members 
 
Student representatives (normally one from each year of each course) elected by the 
students on the course/portfolio 
 
A representative of the Learning Resources Centre 
 
Term of office  
 
The term of office of all members is ongoing. 
 
Attendance 
 
The Portfolio Executive Committee meets at least three times a year.  Substitutes are not 
normally allowed, other than by permission of the Chair. 
 
Quoracy 
 
The Committee will be quorate when at least five members (ex officio and appointed) are 
present.  
 
Reporting lines 
 
The Portfolio Executive Committees report to their respective Faculty Academic Board and 
Faculty Teaching Quality and Standards Committee. 
 

Background Information 
 

Committees and groups feeding into the Portfolio Executive Committee 
 
None 
 
Lifespan 
 
Ongoing 
 
Most appropriate minuting style 
 
Standard. Copies of minutes are forwarded after every meeting to the Faculty Academic 
Board. 
 
Resources 
 
Lead 

 
Head of Academic Services 

Secretary The Administrator responsible for a Portfolio 
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Appendix 2: Exceptions Policy 
 

 
1. The University operates a process by which Faculties are able to raise issues that 

impact on standards or quality in respect of individual students or particular groups. This 
is separate from the process for individual student appeals, and should not be used in 
advance (or instead of), appeals being submitted. The process is able to make 
temporary changes to courses and units, and is therefore separate from the normal 
modification process which facilitates permanent change. It permits Faculties to identify 
matters of which students themselves may not be aware, and to propose solutions to 
circumstances that students may not understand to be available. It also ensures that 
issues and solutions relevant to particular groups of students are available equitably, 
and not restricted to those students within a particular group who choose to lodge an 
appeal. 

2. A TQSC standing panel considers requests, which require the support of the appropriate 
Head of Department/School and must have the approval of FTQSC before submission. 
Requests include background to the situation and a proposed course of action, and can 
only be considered when submitted by the Chair of FTQSC.  

3. The standing panel consists of the Chair of TQSC, the Academic Registrar, and the lead 
academic appeal reviewer.  

4. It is strongly recommended that in formulating a proposed course of action that relevant 
colleagues are consulted to ensure the proposal is permissible, particularly where there 
may be an impact on student status or funding, or on the University’s data returns. 

5. Following submission of the request on the proforma (below), the panel will consider the 
information provided and arrive at a decision to approve or reject the request, or require 
additional information. In certain cases the panel may also suggest alternative action, for 
example if the request does not fit the criteria for an exception to be considered. In 
making a decision a consensus between panel members is required.  

6. Quality and Standards will administer the process and keep a record of all requests, and 
will inform Faculties of decisions taken. Where other areas of the University need to be 
made aware of the outcome of a request, for example Academic Services, Student 
Records Office or the Centre for Academic Partnerships, this responsibility lies with the 
faculty. Colleagues should be provided with a copy of the request and any additional 
information requested by the panel, along with the details of any conditions on which the 
approval was based. 

7. Requests cannot be made for the panel to approve changes that have already been 
implemented by faculties. 

8. Regular reports to TQSC will be made by the Head of Quality, and an annual report 
presenting an analysis of requests will be carried out in order to determine areas for 
enhancement of the process. 

9. Criteria for panel consideration are: 

a. There are clearly documented factors, other than those that form the basis of 
academic appeals, i.e. at least one of the following will be demonstrable: 

i. That the case relates to a clearly defined group of students to whom the 
same particular circumstances apply; 

ii. That the case relates to an individual student and to a specific operational 
issue for which a Faculty or other area of the University accepts 
responsibility; 
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iii. That the case relates to circumstances of which a student, or defined group 
of students, are unlikely to be aware; 

iv. That the case is prompted by operational problems for which the Faculty or 
other area of the University wishes to acknowledge responsibility. 

b. The request is supported by a clear articulation of what regulation or policy the 
exception is being made against, how the request has come about, what the 
proposal for remedy is and any responsibilities and timeframes associated with 
the proposed action 

c.  That the proposed action adheres to all relevant University policies (e.g. 
assessment and external examination) 

10. Requests can be made against, for example, sections of the Academic Regulations; 
aspects of the Quality Handbook or other policy documentation; approved course or unit 
information forms. 

11. Individual requests are not required for August resit/referral work in cases where an 
academic appeal or mitigating circumstances claim is upheld for a student who is 
therefore entitled to a referral, and that is the only barrier to progression or graduation. 
In these circumstances the referral should normally take place at the next scheduled 
opportunity. Faculties are permitted to operate these referrals by the end of October, 
and students are permitted to start their next stage of study, only after agreeing that they 
will step back if the resit/referral task is failed. The Faculty will ensure that tasks are 
externally moderated, and any other requirements in the Quality Handbook are followed, 
including the individual moderation of scripts. FTQSC will note the student’s details, the 
unit and assessment task where this has been carried out, and will inform Quality & 
Standards for the record. 

12. Requests on behalf of students studying at collaborative partners should be made by 
the Faculty to which the course belongs. The exception to this is validated provision at 
accredited partners, where the request should be made directly by the partner, using the 
University’s policy and proforma. 

13. Where Faculties are informed that the request has been approved they will seek the 
approval of the external examiner for the unit affected, and this approval and the request 
will be noted at the appropriate Board. 

14. Requests will be closed down if they remain pending beyond the date at which any 
proposed action should have been taken. In these circumstances Quality and Standards 
will write to the appropriate Chair of FTQSC to confirm that this has happened, and this 
will be recorded in the regular report to TQSC.  
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TEACHING QUALITY AND STANDARDS COMMITTEE 
 
EXCEPTIONS PANEL REQUEST 
 
Exceptions requests are generated by faculties to identify matters that students may not be 
aware of and to propose solutions. 
 
Requests can only be made through the Chair of FTQSC to confirm that approval through 
FTQSC has been granted. 
 

Faculty or accredited 
partner 

CATS / E&S / HSS / UBBS / Majan Delete as appropriate. If you are 
using a faculty reference number, this can be included here 

Collaborative partner 
name 

If applicable. If not, state n/a. If there is partner involvement confirm 
whether this request is specific to the partner or whether it affects 
both on and off-campus versions of the course/unit 

Request made on behalf 
of, and supported by 
Head of 
Department/School 

Provide the name of the member of staff who has requested the 
exception and the name of the relevant Head of Department/School 
who has endorsed the request 

Category of exception Assessment marking or moderation / Assessment submission 
deadline / Retake tasks or repeat units / Study plan / Other Delete as 
appropriate. Where other is chosen please briefly state the broad 
category you believe this falls within 

What regulation or policy  
is the exception being 
made against 

Provide precise information about the section of the Regulations, 
Quality Handbook, or other University policy you are seeking an 
exception against 

Student(s) affected Provide student numbers of those affected by the request. Do not 
provide student names. Requests should only made in respect of 
groups of students where it is clear that the same set of 
circumstances apply in all cases 

Course and/or unit title(s) 
involved 

Provide the course title(s) and/or unit title(s) that are involved in the 
request 

 

Background Provide a description as to how this exception request has come 
about. Be concise, but give enough detail to allow the panel to make 
a decision based on the full facts. Where there is supplementary 
evidence referred to, please provide this separately 

Proposal Provide a proposal to resolve this exception request, ensuring that 
the suggested action adheres to all relevant University policies, and 
provides clear responsibilities and timelines. For example, if the 
request is for an individual study plan include what the study plan is 
and provide a mapping of learning outcomes to assure the panel that 
the student is not disadvantaged. Provide confirmation of any 
discussions with colleagues that support the proposal 

 

Chair of FTQSC Provide the name of the FTQSC Chair 

Date of submission to 
the Exceptions Panel 

Chair of FTQSC to add  the date the request was sent  to Liz Grant 
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The Chair of FTQSC should be provide the request (and any supporting documents) to Liz 
Grant (elizabeth.grant@beds.ac.uk) by midday on Tuesday for consideration by the 
Exceptions Panel in that week.  
 
The panel’s decision will be confirmed to the relevant Chair of FTQSC.  
 
Where a request is approved, in addition to any further conditions or requirements set by the 
Panel, the Faculty must obtain external examiner approval prior to action. This approval, 
along with a note of the approved action and its implementation, and confirmation of any 
post-approval requirements, must be recorded at the next appropriate Examination Board.   
 
Faculties are responsible for communicating the outcome of any requests (and any 
conditions required by the panel) to other colleagues to ensure proposals are implemented. 
This may include Registry Services, Academic Services, Student Records Office or the 
Centre for Academic Partnerships. 
 
Exceptions for which External Examiner approval is not obtained may not be implemented 
and TQSC should be informed of this, through the Academic Registrar. 
 
  

mailto:elizabeth.grant@beds.ac.uk
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Appendix 3: Placement Application (for work at UoB) 
 

 

 
TEACHING QUALITY AND STANDARDS COMMITTEE 
 
UOB PLACEMENT APPLICATION 
 
Approval is required for internal placements to ensure that they are equivalent to those 
provided externally in their adherence to the specification on the relevant UIF. This form 
must be used for approval of all placements offered at UoB premises or at partner premises 
in roles enacted on behalf of the University. 
 
Placement details 
 

Placement numbers (1 or more?) 

Course Coordinator  

Course  

Unit  

Location of work/placement  

Contact name (in lieu of line manager) 

Placement length  

Start date  

End date  

Hours of work/placement  

Legal employment contract required Yes  No  

 

Paid week work  

Paid placement  

Other expenses 
Payable  

Details  

Job role  

Tasks 1.  

 
Placement attendance proposal 
 

Agreed weekly hours  

Attendance requirements 

Monday am  Monday pm  

Tuesday am  Tuesday pm  

Wednesday am  Wednesday pm  

Thursday am  Thursday pm  

Friday am  Friday pm  

 

Signature of Course 
Coordinator 
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Applications should be provided to Liz Grant (elizabeth.grant@beds.ac.uk) for consideration 
by the TQSC Exceptions Panel. Requests can only be made through the Chair of FTQSC to 
confirm that approval through FTQSC has been granted. 
 

mailto:elizabeth.grant@beds.ac.uk

