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Student Learning and Experience Committee 
	COURSE ANNUAL CYCLE


Based on (a) September, (b) February, (c) May start

	Month
	Activity
	Responsibility

	(a)
	(b)
	(c)
	
	

	Oct/June/Feb (Year 2 onwards)
	Students notified of Exam Board outcomes, via e-vision.
	Teesside University and Partner Administrators

	Aug
	Jan 
	Apr
	Publicity material for Partner course sent to Teesside University for approval before being reproduced.
	Partner marketing department to Teesside University SRM Dept, and Link Tutor

	Aug
	Jan 
	Apr
	Existing staff provided with access to Blackboard modules sites and contact details of Teesside University Module Leaders.
	Teesside University Senior Administrators

	Aug
	Jan 
	Apr
	Update Operations Manual Addendum and Operational Statement (OM Annex 1) and seek approval via SSLESC.
· Final confirmation of teaching staff, providing CVs for new Module Leaders to be sent to Teesside University for approval. (submit OM Annex 8).
· Requesting/renewal of Partner staff IDs and passwords for new staff for associate accounts (where necessary).

· Course Handbooks updated and approved (following Teesside University requirements e.g., Teesside University assessment regulations, External Examiner statement).
	Partner

Teesside University Senior Administrators

	Sept
	Jan
	Apr
	Confirm access for Partner Module Leaders and Course Administrator to appropriate modules sites.
	Teesside University Senior Administrators in liaison with Teesside University Module Leaders

	Aug
	Jan 
	Apr
	Make available Teesside University registration link to Partners.
	Teesside University Senior Administrators

	
	
	
	Enrolment of Partner students and distribution of Blackboard IDs and passwords to Partner.
	Teesside University Senior Administrators

	Aug
	Jan 
	Apr
	Assessments, marking schemes and induction material to be sent and agreed between Module Leaders.
	Teesside University and Partner Module Leaders, and Link Tutor

	Aug
	Jan 
	Apr
	Course timetable agreed for the year and sent to Teesside University Senior Administrator/Teesside University Course Leader.

In the case of Franchised Awards, consultation, and agreement of delivery pattern between TU and Partner is essential.
	Teesside University and Partner Course Leader, and Link Tutor

	Sept
	Feb
	Apr
	Student induction course.
	Partner/

School Link Tutor

	Oct
	Feb
	May
	Modules, exemptions, and admission decisions added to student record on SITS, and appropriate academic credit checks completed by TU School. 
	Teesside University Senior Administrators

	Semester 1 teaching begins

	Oct
	Jan
	Apr
	Final students accepted to enrol on the Teesside University course.

Any requests to enrol students after week 2 of teaching will be rejected unless granted exception by Teesside University.
	Partner/

School Link Tutor/Senior Administrators

	June
	Confirmed student list sent to Partners for agreement and invoices generated.
	Teesside University Senior Administrators & Teesside University Finance Dept.

	
	
	
	Students to complete Module Evaluations for Semester 1 modules.
	Partner

	Semester 2 teaching begins

	Timeline as defined within the Partner Addendum (OM-Annex 1)
	Partner staff to have completed marking and moderation of all Semester 1 module summative assessments.  
Students given provisional marks and feedback, normally within 20 working days of submission.
Double marking sample to have been moderated by Teesside University staff and supplied to External Examiner.
	Partner Module Leaders

Teesside University Module Leaders

	May
	Sep
	Jan
	Students to complete Module Evaluations for Semester 2 modules.
	Partner Module Leaders

	Timeline as defined within the Partner Addendum (OM-Annex 1)
	Partner staff to have completed marking and moderation of all Semester 2 module summative assessments.  

Students given provisional marks and feedback, normally within 20 working days of submission.

Double marking sample to have been moderated by Teesside University staff and supplied to External Examiner.
	Partner Module Leaders

Teesside University Module Leaders

	Sept
	Sept
	Sept
	Completion and submission of Partner Provision Overview Report.
	Partner

Academic Director
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