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1. Introduction

The purpose of the Handbook is to:

· complement the Bath Spa University (BSU) Modular Scheme Handbook
· provide clear and up-to-date information about the Wessex Partnerships

· describe various issues and procedures concerned with the operation of the partnerships

· Provide a template of the Memorandum of Cooperation

· act as a reference tool for contact names and addresses

It is designed to be a working document for you to add information with specific reference to the module/s for which you are responsible that are being delivered at the partner institutions. During the year you will be circulated with additional information. Any feedback from colleagues about the handbook, and suggestions for additions and improvements, will be very welcome.

A Wessex Student Handbook is also posted on the Wessex website. Do consult the Wessex Student Handbook for further information on BSU resources, facilities and support to Wessex students. 

Derek Hamilton

School for Development and Participation

September 2009
2. Wessex Partnership 2009-2010
2.1 Programmes

	Bridgwater College
	· Lifelong Learning Initial Teacher Training



	Brighton Institute of Modern Music, Bristol (BIMM) 


	· Foundation Degree (FdA) Professional Musicianship



	Circomedia
	· Foundation Degree (FdA) Contemporary Circus Skills and Physical Theatre



	City of Bath College
	· Foundation Degree (FdEd) Early Years
· Foundation Degree (FdA) Fashion and Textile Design Skills

· Foundation Degree (FdA) Digital Design

· Foundation Degree (FdA) Heritage Management

· Foundation Degree (FdMus) Music Production



	City of Bristol College
	· Foundation Degree (FdEd) Early Years


	New College, Swindon
	· BA/BSc Hons Year 1 Combined Award in English, Psychology and Sociology
· Foundation Degree (FdEd) Early Years

· Foundation Degree (FdEd) Education Studies for Teaching Assistants
· Foundation Degree (FdSc) Health and Social Care Management



	Norton Radstock College
	· Foundation Degree (FdEd) Education Studies for Teaching Assistants
· Foundation Degree (FdA) Further Education Management

· Foundation Degree (FdSc) Health and Social Care Management
· Foundation Degree (FdA) Management and Management Systems

· Lifelong Learning Initial Teacher Training




	Weston College
	· Foundation Degree (FdA) Applied Art and Design
· Foundation Degree (FdA) Counselling

· Foundation Degree (FdA) Musical Theatre

· Foundation Degree (FdEd) Early Years

· Foundation Degree (FdA) Graphic Design

· Foundation Degree (FdMus) Popular Music

· Foundation Degree (FdA) Music Production

· Foundation Degree (FdA) Professional Writing

· Foundation Degree (FdA) Performing Arts

· Foundation Degree (FdSc) Tourism Management
· Year 3 BA Hons Early Years (WBL)

· Year 3 BA Hons Applied Art and Design (WBL)

· Year 3 BA Hons Creative Industries Graphic Design (WBL)

· Lifelong Learning Initial Teacher Training



	Wiltshire College
	· Lifelong Learning Initial Teacher Training


	Wiltshire College, Salisbury
	· Foundation Degree (FdA) Applied Art and Design

· Foundation Degree (FdEd) Education Studies for Teaching Assistants



	Wiltshire College, Trowbridge
	· Foundation Degree (FdA) Applied Art and Design

	Wiltshire LEA
	· Foundation Degree Education Studies for Teaching Assistants, Module ED1550: WCC Teaching Assistant Studies
· Foundation Degree Education Studies for Teaching Assistants, Module ED4602: Inclusion


	Wiltshire LA
	· Education Studies, Module ED1601: Integrated Child Protection 

	Torbay NHS Trust
	· Education Studies, Module ED1601: Integrated Child Protection 

	Action For Children
	· Education Studies, Module ED1601: Integrated Child Protection 

	South West Screen
	· Graduate Diploma Professional Creative Media Studies


2.2 Wessex Partnership – Lines of Communication

The School for Development and Participation

The School for Development and Participation manages the collaborative provision between the University and its partners.
Its activities include:

· the first point of contact with partner institutions
· ‘one-stop-shop’ for communication between colleagues in HE and partner institutions
· facilitation of staff development

· collection, analysis and dissemination of data

Derek Hamilton:
Head of School

Tessa English:

Wessex Partnership Manager

Jonathan Prestidge: 
Projects Coordinator

Lynne Davies:

Project Officer

Zoë Howarth-Lowe
Wessex Administrator
BSU Schools

Each BSU School has nominated the following:
· 1 named person with responsibility for the Wessex Partnership for the whole school. 

Responsibilities: liaison with SDP, overview of applications, coordination of subject are links, e.g. monitoring of visits

	School
	Named Person

	Art and Design
	Martin Thomas

	Education
	Isobel MacDougall

	Humanities and Cultural Industries
	Tracey Hill

	
	Terry Rodgers

	Music and Performing Arts
	Charles Wiffen

	Science and Social Science
	Dave Watson

	
	Mike McBeth


· 1 named person for each subject area
Responsibilities: day to day overseeing of the programme management of collaborative provision, e.g. exam dates and procedures and subject reviews.
	Subject
	Named Person

	Art and Design
	Martin Thomas

	Counselling
	Rob Irwin

	Digital Design
	Anthony Head

	English and Creative Studies
	Tracey Hill

	Sociology
	Cath Morgan

	Psychology
	Nigel Holt

	Education Early Years
	Isobel MacDougall

	Education Studies/Teaching Assistants
	Isobel MacDougall

	Fashion
	Angela Dyer

	Graphic Design
	Julie Depledge

	Health and Social Care
	Mary Stoate

	Heritage Management
	Alan Marshall

	Management
	Anthony Emery

	Management and Management Systems
	Anthony Emery

	Performing Arts
	Terri Power

	Tourism Management
	Alan Marvell

	Lifelong Learning Initial Teacher Training 
	Jim Crawley


· Identified module coordinators
Responsibilities: direct link with opposite number in partner institution. Liaison regards content and delivery of modules including assessment and moderation.

See lists below for each partner institution:

1. City of Bath College

	1.1 Foundation Degree Digital Design

	
	BSU Subject Link Tutor: Anthony Head
	City of Bath: Tim Hammond

	1.2 Foundation Degree Early Years

	
	BSU Subject Link Tutor: Isobel MacDougall
	City of Bath: Theresa Waterhouse

	1.3 Foundation Degree Fashion and Textile Design Skills

	
	BSU Subject Link Tutor: Angela Dyer
	City of Bath: Fhiona McKie

	1.4 Foundation Degree Heritage Management

	
	BSU Subject Link Tutor: Alan Marshall 
	City of Bath: Katrina Diamond

	1.5 Foundation Degree Music Production

	
	BSU Subject Link Tutor: Charles Wiffen
	City of Bath: Mark Smithers


2. Brighton Institute of Modern Music, Bristol (BIMM)
	2.1 Foundation Degree Professional Musicianship

	
	BSU Subject Link Tutor: Charles Wiffen
	BIMM: Gill Sargent


3. City of Bristol College

	3.1 Foundation Degree Early Years

	
	BSU Subject Link Tutor: Isobel MacDougall
	City of Bristol: Joe Brown


4. Bridgwater College

	4.1 Lifelong Learning Initial Teacher Training 

	
	BSU Subject Link Tutor: Jim Crawley
	Bridgwater College: Dave Jones


5. Circomedia

	5.1 Foundation Degree Contemporary Circus Skills and Physical Theatre

	
	BSU Subject Link Tutor: Sam Grogan
	Circomedia: Aste Dahl


6. New College Swindon

	6.1 BA/BSc Hons Combined Award: English/Sociology/Psychology 

	
	BSU Subject Link Tutor: Tracey Hill/Cath Morgan/Nigel Holt




	Module Coordinators
	BSU
	New College

	EN1025
	Critical Reading 1
	William Hughes
	Pam Golding

	EN1026
	Critical Reading 2
	Stephen Gregg
	Ron Morton

	SC1001
	Introducing Sociology
	Mike McBeth
	David Morrison

	SC1012
	Finding out in the Social Sciences
	Cath Morgan
	Julian Prior

	PS1001
	Introducing Psychology 1
	Nigel Holt
	Jason Bush

	PS1002
	Introducing Psychology 2
	Alison Wadeley
	Jason Bush


	6.2 Foundation Degree Early Years

	
	BSU Subject Link Tutor: Isobel MacDougall
	New College: Dawn Evans

	6.3 Fondation Degree Education Studies for Teaching Assistants

	
	BSU Subject Link Tutor: Isobel MacDougall
	New College: Dawn Evans


7. Norton Radstock College

	7.1 Foundation Degree Education Studies for Teaching Assistants

	
	BSU Subject Link Tutor: 

Isobel MacDougall
	Norton Radstock College: 

Sally Foster, Patti Turner 

	7.2 Foundation Degree Further Education Management 

	
	BSU Subject Link Tutor: Tony Emery
	Norton Radstock College: Peter Skinner

	7.3 Foundation Degree Health and Social Care Management

	
	BSU Subject Link Tutor: Mary Stoate
	Norton Radstock College: Danielle Allen

	7.4 Foundation Degree Management and Management Systems

	
	BSU Subject Link Tutor: Tony Emery
	Norton Radstock College: 

St John Evans

	7.5 Foundation Degree Lifelong Learning Initial Teacher Training

	
	BSU Subject Link Tutor: Jim Crawley
	Norton Radstock College: Caroline Harvey


8. Weston College

	8.1 Foundation Degree Education Applied Art and Design

	
	BSU Subject Link Tutor: 
Martin Thomas
	Weston College: 
Terence Wilson-Fletcher

	8.2 Foundation Degree Counselling

	
	BSU Subject Link Tutor: Rob Irwin
	Weston College: Barbara Feldtkeller

	8.3 Foundation Degree Early Years

	
	BSU Subject Link Tutor: Isobel MacDougall
	Weston College: Mark Wilkins

	8.4 Year 3 BA Hons Early Years (WBL)

	
	BSU Subject Link Tutor: Isobel MacDougall
BSU WBL Coordinator: Victoria Trachy
	Weston College: Becky Kingsley-Jones

	8.5 Foundation Degree Graphic Design 

	
	BSU Subject Link Tutor: Julie Depledge
	Weston College: Terence Wilson-Fletcher

	8.6 Foundation Degree Music Production 

	
	BSU Subject Link Tutor: Charles Wiffen
	Weston College: Ben Curry

	8.7 Foundation Degree Musical Theatre

	
	BSU Subject Link Tutor: 
Mary Steadman
	Weston College: 

Volker Bleck

	8.8 Foundation Degree Performing Arts

	
	BSU Subject Link Tutor: Terri Power
	Weston College: Dave Tucker


	8.9 Foundation Degree Popular Music

	
	BSU Subject Link Tutor: Charles Wiffen
	Weston College: Matt Nisbet

	8.10 Foundation Degree Tourism Management

	
	BSU Subject Link Tutor: Alan Marvell
	Weston College: Andy Alton

	8.11 Lifelong Learning Initial Teacher Training

	
	BSU Subject Link Tutor: Jim Crawley
	Weston College: Barbara Roche

	8.12 Foundation Degree Professional Writing

	
	BSU Subject Link Tutor: Katherine Reeve
	Weston College: Julian Kendall

	8.13 Year 3 BA Hons Applied Art & Design (WBL)

	
	BSU Subject Link Tutor: Martin Thomas

BSU WBL Coordinator: Victoria Trachy


	Weston College: Terence Wilson-Fletcher

	8.15 Year 3 BA Hons Creative Industries Graphic Design (WBL)

	
	BSU Subject Link Tutor: Julie Depledge
BSU WBL Coordinator: Victoria Trachy
	Weston College: Terence Wilson-Fletcher


9. Wiltshire College (Trowbridge & Salisbury)
	9.1 Lifelong Learning Initial Teacher Training (Trowbridge & Salisbury)

	
	BSU Subject Link Tutor: Jim Crawley
	Wiltshire College: Tish Cooney

	9.2 Foundation Degree Education Studies for Teaching Assistants (Salisbury)

	
	BSU Subject Link Tutor: Isobel MacDougall
	Wiltshire College: Tish Cooney

	9.3 Foundation Degree Applied Art and Design (Trowbridge)

	
	BSU Subject Link Tutor: Martin Thomas
	Wiltshire College: Chris Davies

	9.4 Foundation Degree Applied Art & Design (Salisbury)

	
	BSU Subject Link Tutor: Martin Thomas
	Wiltshire College: Caroline Ruark-Davis


10. Wilts LEA

	10.1 Foundation Degree Early Years Module ED 1550

	
	BSU Link Tutor: Viki Bennett
	Wiltshire College: Kim O’Rourke


11. Wilts LA

	11.1 Integrated Child Protection

	
	BSU Link Tutor: Stephen Ward
	Wiltshire LA: Sam Chapman


12. Torbay NHS Trust

	12.1 Integrated Child Protection

	
	BSU Link Tutor: Stephen Ward
	Torbay NHS Trust: Maureen Heawood


13. Action for Children

	13.1 Integrated Child Protection

	
	BSU Link Tutor: Stephen Ward
	Torbay NHS Trust: Fran Laffan


14. South West Screen

	14.1 Graduate Diploma Professional Creative Media Studies

	
	BSU Link Tutor: Terry Rodgers
	South West Screen: Lisa Howe


2.3 Operation

2.3.1 Roles and Responsibilities

Academic tutors and managers at Bath Spa University hold overall responsibility for the programme. They work closely with colleagues in the partner colleges to ensure coherence and consistency of the programme. Together they ensure that appropriate and timely information is available and that a schedule of ongoing meetings and staff development is in place.
Central administration services of the University support the operation of the collaborative provision.

University-wide development is managed by Derek Hamilton and Tessa English in the School for Development and Participation. They will, amongst other things, act as a one-stop shop for all issues not directly covered by the subject tutors and the course administrator. (See Wessex Partnership: Lines of Communication).

2.3.2 Assessment

The assessment of students will be consistent with all other students registered at Bath Spa University. The assessment for any one module of study will be that as validated and applicable irrespective of location.
2.3.3 Marking and Moderation

	Wessex Partnership Guidance on marking and moderation

	 
	First year of partnership course
	Second year of partnership course
	Third year of partnership course
	Beyond

	First Marking
	Partner appointed tutor
	Partner appointed tutor
	Partner appointed tutor
	Partner appointed tutor

	Second Marking
	Partner appointed tutor
	Partner appointed tutor
	Partner appointed tutor
	Partner appointed tutor

	Moderation
	80% sampled by Bath Spa University tutor
	40% sampled by Bath Spa University tutor
	20% sampled by Bath Spa University tutor
	20% sampled by Bath Spa University tutor

	External Examiner
	20% sample sent to EE other than first year work or eight assessments, whichever is the larger.
	20% sample sent to EE other than first year work or eight assessments, whichever is the larger.
	20% sample sent to EE other than first year work or eight assessments, whichever is the larger.
	20% sample sent to EE other than first year work or eight assessments, whichever is the larger.

	Notes
	Second marking will be undertaken by a Bath Spa University tutor if there is no appropriate partner tutor. This is only expected to apply in the initial years of courses that have low numbers of students.

	 
	Partners are encouraged to involve colleagues in second marking during the first three years of the partnership course.

	 
	In the event of concerns about the quality of provision Bath Spa University will extend and/or increase levels and duration of second marking and moderation.


2.3.4 Assignment Extensions and Mitigating Circumstances

Students can request an extension for the submission of work from their module tutor. It is up to the module tutor to agree or not depending on the reasons for the request (at this stage the student is not required to provide accompanying documentation such as a doctor’s note). The length of extension granted by the tutor has to depend on when the tutor requires the work to meet the marking deadline.

All claims from students to mitigating circumstances must be submitted by the student to the Student Services in writing, along with appropriate supporting evidence. Academic staff should not accept any such claims from students, but should refer them to Student Services. This is very important as only those claims logged within Student Services will be considered by the mitigating circumstances panel, and subsequently by the Examination Board.

· If accepted: the student will receive a Deferral: they can submit work by an identified date and still be eligible for the full range of marks. This work may not necessarily be the exact assignment missed but could be an essay question set by the module tutor at BSU.
· If the student receives a Referral: the work can be re-submitted by the due date but will be capped at 40%.

Wessex student re-submitting work should either bring the work in person to the Student Administration Service Office at Newton Park or send it by recorded delivery (with proof of sending) to arrive in the Student Administration Service Office no later than the specified date.

This work will be sent to the appropriate BSU Module Coordinator for marking.

2.3.5 Student Withdrawal

If a student wishes to withdraw from a course, he/she must put it in writing to the Registrar, Bath Spa University.

2.3.6 Student Absence

Students should notify absence to their tutor in the partner institution. All genuine reasons for non-attendance should be properly documented and maintained. This documentation will be required at Subject and Examination Boards. (See BSU Modular Scheme Handbook).

2.3.7 Subject and Examination Boards

Consultation will take place on all assignment titles and tutors in the partner institutions will be involved in setting examination papers, including re-sit papers. All examinations are taken in similar conditions and are co-terminus.

Tutors from partner institutions will be required to attend relevant Subject Boards at Bath Spa University. There is a requirement for partner subject tutors, or one tutor representing all subjects, to be present at subject boards. Bath Spa University will endeavour to co-ordinate the timing of these, and give early notification, to facilitate attendance. Established practice is for the Bath Spa University subject leader, with prior briefing, to attend with responsibility for all students on the programme. For all examination boards it would be helpful for a member of the partner institution’s staff to be available by phone if required.
2.3.8 Appeals and Complaints

Appeals against decisions of examination boards are a matter for Bath Spa University. (See BSU Academic Regulations for Students)

Complaints should be dealt with, in the first instance, through the procedures of the partner institution. Only when these are exhausted should they progress to Bath Spa University – unless urgent, or confidentiality is an issue. It is suggested that the School for Development and Participation is informed as early as possible of potential substantive complaints or appeals.

Should it be necessary for the complaint to progress to BSU, there are revised procedures in place which takes the form of a robust two stage process:

Stage 1 (following notification to SDP)

The complaint is received by the University Complaints Officer, Alun Thomas. He will then determine who is best to act as the Investigating Officer.

Stage 2

The Investigating Officer will consider the complaint and within fifteen days of receipt make a response. The complainant can then appeal against the decision of the Investigating Officer (likely to be a member of Senior Management) to a Review Panel.

The Review Panel will reconsider the complaint and the Investigating Officer’s response but only in the context of: whether the Investigating Officer followed correct University procedures; and, whether the decision of the Investigating Officer was perverse.
These changes have been brought about after consideration of good practice issued by the Office of the Independent Adjudicator for Higher Education. The revised complaints procedure is available on the BSU website and in booklet form.

2.3.9 The Annual Academic Cycle

August/September

· New admissions cycle starts

· Confirmation of offers; clearing places; late applications

September

· Wessex Partnership Induction Days for students transferring to BSU Campus.

· Registration online for all students.

· Student Services checks with partner colleges to ensure that all students have completed necessary paperwork and are registered.

· Induction Days at BSU for Wessex Students

October

· Meeting of AQSC subcommittee for collaborative provision: presentation of annual reviews and validation reports.

· AQSC receives papers from AQSC Subcommittee 

· Feedback to partner institutions
November

· University makes HES return.

· Arrangements made for the annual reviews: proforma sent to partners.
December
January

· Cycle of subject reviews commences.

February

· Meeting of AQSC Subcommittee for collaborative provision.

· Wessex Partnership Staff Development Day with all partner staff

· Subject and Examination Boards

March

· Campus visits by Wessex applicants

April

· Module Choice Day at Newton Park for Wessex Partnership Combined Studies students.

· Choices made; individual timetables disseminated.

May

· Open Day for prospective students

June/July

· Wessex Partnership Staff Development Day with all partner college staff.

· Subject and Examination Boards 

· Graduation Day: partner staff invited to attend.

2.4 Key Dates – Wessex Partnership 2009-2010

For Staff:

This is for all tutors and managers at the partner institutions working within collaborative provision.

Wessex Staff Development Days 

Details will be posted online.
3. Online services available to Wessex Partnership Staff and Students

Information and Communication Technology is becoming increasingly important, especially for students who are working at a distance. It is, therefore, important that they become familiar with the BSU website and resources as early as possible in their first year of study.

How to Access the BSU Website
An email account will be set up for Wessex Partnership staff and students and you will be given a username and password. These will enable you to access those web pages that are restricted to BSU staff and students. You will find a range of information on the website including welfare and finance information, examination dates, Student Union activities, information about the library etc. You will also be able to access subject resource materials.

BSU library subscribes to an increasing number of electronic services, many of which are available off campus to registered BSU students. Some services, like ‘Web of Science’, are bibliographic databases, where an abstract (summary) of a journal article etc. is given, but not the full text. Other databases, like ‘European Business asap’ and ‘Psychology and Behavioural Sciences Collection’, offer the full text.

Which Databases are available to remote users?
See the LIS web page at http://www.bathspa.ac.uk/services/library/electronic-services for a current list.

Athens Accounts: How do Wessex Students gain access?

Wessex Programme Leaders are given a username and a password to give out to Wessex students. This information changes every academic year for security purposes. This establishes the student (and Wessex tutors) with an Athens personal account for the academic year. These details should be kept secure and not divulged to anyone else.

10 Easy Clicks to Accessing Electronic Journal Articles
1. www.bathspa.ac.uk
2. Services

3. Library and Information Services

4. Electronic Services (in E-Library)

5. Choose a database covering a subject relevant to your studies, or a general one, e.g. Academic Search Premier

6. Click on your database title again

7. Athens Authentification Point

8. Enter the Athens username and password (supplied to you by the tutor or librarian at your college – remember that this is specific to your college and should not be divulged!)

9. Click LOG-IN

10. Choose Databases – and start searching!

Please contact Ann Siswell (a.siswell@bathspa.ac.uk) if you have a query about Athens.

Minerva – BSU’s Virtual Learning Environment

What is it?

Minerva is a BSU computer system that uses ‘Blackboard’ software. You can access it from any computer anywhere on the internet using your University account details (username and password). It can be accessed at: https://minerva.bathspa.ac.uk
Who is it for?

The BSU Schools will be putting teaching and learning resources on Minerva for staff and students. As a tutor you need to be ‘enrolled’ onto the relevant module as a tutor. The BSU Module Coordinators for collaborative modules will ensure that you are enrolled for their module and that you know what materials you need to access.

What Support is Available?

Contact Mark Annand (m.annand@bathspa.ac.uk) Computing Services.

Mark also has some very useful Help Pages at http://it-help.bathspa.ac.uk
SDP arranges practical workshops on Minerva for Wessex tutors as part of its ongoing staff development programme.

BSU Computing Services Helpline

If you have difficulty logging onto our computer systems please contact the number below. This is a telephone IT helpline 8.30am to 5.00pm Monday to Friday.

01225 876500

A separate Wessex Partnership Guide to BSU Computing Services is available online.

4. Library and Information Services
Services to Wessex Partnership Students and Tutors
As a student or tutor in the Wessex Partnership, you are entitled to membership of Bath Spa University Library for the duration of your course. Full details of all the Library’s facilities and services are on our web pages at: 

http://www.bathspa.ac.uk/services/library/
These include access to the Library catalogue and our electronic resources, FAQs and information on your Library account, e.g. how to renew your loans.
Loans and Renewals

· Your student card is also your Library card: you will need it to take out and renew loans.

· You can have up to 15 loans at a time.
· You can renew them up to five times either on the phone, through the Library catalogue or via the self issue machines, provided no-one else has put a hold on them and you don’t have any outstanding fines.

· If you phone (see below), make sure you have your Bath Spa student number ready and a phone number in case we need to get back to you for any reason.

· Loans can only be renewed by phone when Library staff are on duty (please check the opening hours information on our web pages).

· Library communications: notices, such as when your loans are about to go overdue, will be sent to your Bath Spa email account.

· Enquiries: you can make use of our Information Desk or phone with brief enquiries (e.g. checking if a particular item is on the shelf) when library staff are available.

· Computers: with your Bath Spa network login, you can use the computers in the Open Access rooms in the Library.
Unfortunately there are some things we cannot do for you:

· Books or other loans cannot be posted to you and they cannot be sent on loan to your college library.

· Items cannot be collected by library staff from the shelves for you to pick up later.

· We cannot undertake lengthy phone enquiries or check reading lists for you.

If you do need to contact either Library to renew your loans or make brief enquiries, please contact:




Newton Park Library
(01225) 875490




Sion Hill Library

(01225) 875763

5. Employability
The University is committed to graduate employability and best preparing and supporting students for the world of work, beyond graduation. The University Careers Service, Job Shop and Artswork all have a particular employability focus. More information on each area can be found through the online links below:

www.bathspacareers.com
www.bathspa.ac.uk/jobshop
www.artsworkbathspa.com
6. Student Representation

Student feedback on all aspects of their experience while studying with Bath Spa University is very important to us. As well as opportunities to evaluate their modules and to feedback their views to the institution in which they are studying, there are also opportunities for student representatives to take part in the following:

Student Representatives Committee

The University has established a new Student Representatives Committee, which is a subcommittee of the Academic Quality and Standards Committee (AQSC). A student academic representative from each partner organisation within the Wessex Partnership will be invited to participate. Meetings will normally take place three times a year at Newton Park Campus or Sion Hill Campus.
Duties of the subcommittee include:

· Advising AQSC on the implications for students of the outcomes from university quality assurance procedures, including external examiner reports;

· Advising AQSC on the outcomes of the National Student Survey, and any other similar measure of student satisfaction;
· Advising on any other matter that may be referred to the committee by AQSC.

Benefits of Representation

Students are strongly encouraged to put themselves forward for this opportunity:

· They will get to know BSU ‘home’ students as well as those from other partner institutions, and learn about their experience.
· They can make a difference to the experience of fellow BSU students at your institution;

· They will gain skills in committee participation which will also strengthen their CV; and last, but not least, they will be paid £100 + travelling expenses for each meeting attended.

7. Staff Development

The School for Development and Participation organises two Wessex Partnership staff development one-day workshops each academic year. 
The aim of these workshops is to provide opportunities for BSU staff to work together with colleagues from our partner organisations in the Wessex Partnership on key aspects of collaborative provision and in subject-specific areas.

We welcome ideas for topics of general interest.

The School for Development and Participation also runs an Induction event for new tutors. This takes place once a year at Bath Spa.

You can find information on all our upcoming events on the website.

BSU Support to Wessex Partner Tutors for Higher Level Study
Study for a PhD: a 20% discount has been agreed on part-time fees for Wessex tutors in our partner organisations who wish to study for a PhD with BSU. (This discount does not extend to the one-off registration fee payable to University of West of England.)

Professional Masters Programme in Education: a 50% discount applies to all normal fees. Visit www.bathspa.ac.uk/courses/postgraduate/professional-masters-programme.asp for more information on this programme.

8. Quality Assurance

The University has responsibility for ensuring that academic standards are maintained for all awards validated by the university. This responsibility cannot be delegated and it is the University that is accountable, though both internal and external quality regimes for the standard of its awards.
Quality Assurance and Enhancement of collaborative programmes follows closely the Quality Assurance Agency (QAA) Code of Practice for Collaborative Provision. 

The Academic Quality and Standards subcommittee for collaborative provision meets twice a year and reports to the Academic and Quality Standards Committee of the University. It has representation from two partner institutions (on a rolling basis).
The School for Development and Participation has responsibility for the following:

Biennial Reviews of Collaborative Programmes

Currently these reviews involve a visiting panel from the University that meets with a panel (including student representation) from the Wessex partner institution. The meeting is informed by responses to pre-determined questions. Meetings are scheduled, on a rolling basis, from January to June each academic year.
Recognising the maturity of many of our collaborative programmes, the University has developed a more self-evaluative approach to these annual reviews. Further consultation with our partners is planned and briefing regarding any changes will follow.

Tutor Visits
As part of the oversight of collaborative programmes, BSU tutors with responsibility for modules are required to visit the students and tutors in the partner college.  The minimum requirement is one visit per semester.
Guidelines for Tutor Visits are included later in this document.

Memorandum of Cooperation between Bath Spa University, referred to hereafter as ‘the University’ and XXXX College, referred to hereafter as ‘the College’ for collaborative links involving University Awards
1.  Preface

This document constitutes an agreement between the University and the College to collaborate and thereby extend regional participation in higher education. 

2.  Background

The University is committed to collaboration with regional Further Education Colleges.  This collaboration involves, inter alia, making available higher education provision in participating Further Education Colleges with clearly defined progression to the University. 

3. Coverage 

This Memorandum of Co-operation covers provision of University awards as specified in the latest dated schedule.

4. Quality Assurance

All students are registered students of the University.  It is the University that has responsibility for ensuring that academic standards are maintained for all awards validated by the University.  This responsibility cannot be delegated and it is the University that is accountable, through both internal and external quality regimes, for the standard of its awards.  To fulfil this responsibility the University may, following discussions with relevant staff, require the College to introduce changes in order to address identified weakness.

At the University the internal regime for maintaining standards will be fully embraced by existing quality systems as described in the Academic Regulations/ Quality Assurance Handbook.

5. Equality and Diversity

Bath Spa University is fully committed to being an equal opportunities employer and providing equality of opportunity for all its staff and students, applicants and visitors. The University will not tolerate unfair or unlawful discrimination on the grounds of gender, ethnicity, colour, disability, religion, nationality, age, occupation, marital status or sexual orientation or any distinction which is not relevant to the employee/employer relationship or its student body.

Promoting and maintaining equal opportunities is the responsibility of everyone, although it is recognised that management have additional responsibilities to ensure that the policy is carried out.  All staff and students are expected to:

· Support and implement the equal opportunities policy

· Ensure that their behaviour and/or actions do not amount to discrimination or harassment. 

The University requires its partner organisations to hold an equal opportunities policy and to demonstrate a corresponding commitment to promoting equal opportunities.

6. Student Representation

Bath Spa University places great importance on the views of its students on their experience of study, both at the University and at its partners.  Opportunities are available for all students, whatever their place of study, to provide feedback on all modules studies as well as through the participation of student representatives in appropriate University committees and forums, in particular the Student Representatives Committee which is a subcommittee of Academic Quality and Standards Committee (AQSC).  
The University has an expectation that its partners will provide and facilitate opportunities for Bath Spa students to participate in feedback activities.

7.  Arrangements for Assessment

The assessment of students will be consistent with all other students registered at the University.  The assessment for any one module of study will be that as validated and applicable irrespective of location.

To ensure there is comparability of the application of assessments there will be cross moderation of submitted student work by subject tutors at the University and the College.

In addition, tutors from the College will be invited to attend all relevant Subject Boards at the University, and to be available for consultation with Examination Boards.

8.  Management (including Reporting and Communicating)

Management will be through the School for Development & Participation (SDP) reporting to a Deputy Vice Chancellor.  The School will act as necessary, as a ‘one-stop shop’ for communication between the two institutions.

The responsibilities of each academic School of the University within the agreement will be with a named School Link;  this person will be determined by the Head of School.

Within each School there will be named Subject Links who will be responsible for the day-to- day course management for that subject.

For all subjects there will be named Module Coordinators who will liaise on the content and delivery of the module with the module leader at the College.

For the course (s) covered under this Memorandum the appropriate named links and module coordinators are listed in Annexe 2.

9.  Publicity and Promotion of Courses

All publicity and promotional material must be approved by the University prior to dissemination to any third party.

 All material must be sent to the School for Development and Participation. This School will arrange for final approval to be given by the University Marketing Officer, in consultation, with the Deputy Vice Chancellor. 

10.  Recruitment of Students

Students will be recruited by the College. This will be against the target numbers agreed with the University.  All applications will be made through the University who will make the formal offer, or otherwise, to the applicant.

In the initial years of a course University tutors will assist in the interviewing of applicants as required.  

Should the College fail to recruit a viable cohort for a course and therefore, decides not to run that course, the College will agree to notify this decision to the University one week following the start of Clearing (second week of August) in order for alternative provision to be made for learners.  If the College decides not to continue with a University course after this time, then the College will share the travel costs of any student who is subsequently offered a place at the university or another partner FEC.

11.  Student Admissions

It is the University as the ‘awarding institution’ who will determine the admission requirements and acceptable entry requirements for students joining courses covered by this agreement.

12.  Registration, Student Records, and Termination

The registration of all students will be the responsibility of the Registry at the University.

The Student Courses Office will also be responsible for maintaining all student records and for the termination of any student from a course.

The College will identify a post-holder with responsibility for liaison with the University to ensure the registration process is successfully completed.

13.  Payment of Fees

Full-time student fees will be paid directly to the Finance Office at BSU.  The College will identify a person with responsibility for student finance.

14. Criminal Records Bureau (CRB) Disclosure

The University uses the Criminal Records Bureau (CRB) Disclosure Service and complies fully with the CRB Code of Practice.  
All entrants to BSU courses that require CRB clearance will be required to apply for a fresh Enhanced Disclosure via Bath Spa University as the registered body.  This process will be managed through Student Services at Bath Spa University. It will be made clear in offer letters to applicants and no exceptions will be made.  Disclosures obtained through registered bodies other than Bath Spa University will not be accepted, however recent. 

Students who have been cleared through Bath Spa University and progress from one course to another  will not normally be required to obtain a fresh disclosure on starting the subsequent course, providing there is no break in their period of registration with the University.

Partner colleges should liaise with the Bath Spa University Admissions Service via admissions@bathspa.ac.uk regarding students on courses which do not have CRB clearance as a standard part of their entry requirements, but who nevertheless require clearance because of a specific activity on their course.

15.  Student Numbers

The number of students to be recruited to courses will be agreed between the University and the College, and reviewed annually by the appropriate Deputy Vice Chancellor at the University. This will include any reassignment of student numbers.
16.  Distribution, Collection and Securing of Assessments

At the University this will be the responsibility of the subject link person (see 6. above).

17.  Liaison with External Examiners

This will be the responsibility of the University through the appropriate subject link person.  The University takes responsibility for the specification of the role of external examiners in ensuring that as the awarding institution, it fulfils its responsibility for the academic standards of the course.

18.  Issue and Control of Award Certificates

The issue and control of all award certificates is the responsibility of the University.  Where a student has studied two years (Foundation Degree) of a University course in the College, then the name and location of the College will be included on the award certificate. 

19.  Issue of Transcripts

All student transcripts will be maintained and issued by the University.  Where a student has studied two years (Foundation Degree) of a University course in the College, then the name and location of the College will be included on the transcript. 

20.  Articulation Arrangements

All students covered by this agreement are registered with the University. They are following courses validated by the University and, therefore, their articulation arrangements are as for all other students following these courses.

21.  Support to Students

The full range of student support services will be provided by the College while students are studying at the College, and it is expected that this will be the primary source. 

In addition, from the point of registration students will also be able to access support from the student support services at the University.

22.  Health & Safety and Placement Learning

Bath Spa University requires each partner organisation to meet with all current and relevant health and safety and other appropriate legislation.  

23.  Student Discipline, Complaints and Appeals

It is important to distinguish the procedures for addressing the above. All substantial matters relating to any of the above should be notified to the School for Development and Participation (SDP) at the University to secure agreement about which institution’s procedures should be applied, and to avoid duplication.

Matters of student discipline should be managed through the College’s procedures and referred to the University (SDP) if they are of a serious nature.

Complaints by students should first be managed through the College procedures, notified to the University (SDP), and referred to the University when the College’s procedures are exhausted.

All aspects related to the conduct of assessment and Examination Boards will be managed by the University through its Academic Regulations.

24.  Arrangements for Review

The courses covered by this Memorandum will be subject to the University’s procedures for annual monitoring and review. The reviews will be approved by the University’s Academic Quality and Standards Committee Subcommittee for Collaborative Subdegree Provision, and reported to the Academic Quality and Standards Committee.  

Each review will include, as a minimum, examination to ensure that the University is in receipt of sufficient information to be confident that the responsibilities of the parties are being met.

Subject to the agreement of both Institutions any aspect of this Memorandum may be reviewed at any time within the duration of the agreement.  The Memorandum will be reviewed in full at the end of the specified ‘Duration of Agreement’.  In addition, a review of the courses included in this Memorandum will be carried out at the same time, and as an integral part of, any review of the ‘parent’ course.

The primary source and location of published of published quality-related information that may be required, eg by the funding council, reside with the University.

25.  Staffing and Staff Development

The staffing of the courses covered by this Memorandum will be the responsibility of the College. It will be its conditions of employment that apply.

All staff who tutor on the University’s courses are required to submit their CVs to the University for approval prior to commencing tutoring on University courses.

The University will also make appropriate academic staff available to the College to act in a consultancy capacity at staff appointment panels where the job description includes tutoring University courses.

To underpin and secure the quality of this agreement the University (SDP) will organise two days annually of joint staff development for staff engaged in the partnership from the College, and other Further Education Colleges participating in the Wessex Partnership, and the University.

26.  Financial Arrangements

These are covered in a separate Financial Memorandum.

27. Intellectual Property Rights (IPR)

The University takes responsibility for ensuring security in respect of matters relating to copyright and intellectual property rights.

28.  Duration of Agreement 

This agreement will be for three years from the date of the most recent three-year institutional review.  Further validated courses will be appended to the schedule to this agreement as appropriate.  Each course is validated, in the first instance, for three years. (See Schedule of Awards attached).  
29.  Arbitration

Should there be any differences of view regarding any aspect of the operation of this Memorandum of Co-operation then, in the first instance, resolution will be sought through communication between the Deputy Vice Chancellor at the University responsible for the Wessex Partnership and the Higher Education Manager at the College.  This will include any action that may be deemed necessary by the University as a result of Quality Assurance Agency inspection.

If this fails then the matter will be referred to the University Vice Chancellor and the Principal at the College. 
30.   Conduct of Franchise

The course, or courses, of study covered by this agreement are designed, approved, owned and quality-assured by the University, and delivered by a partner FEC.  The course may not be delivered by the partner FEC at another establishment.
31.  Arrangements for the Termination of the Agreement 

This arrangement can be terminated by either Institution provided that both are satisfied that the period is reasonable and allows sufficient time for all registered students, covered by this Memorandum, to complete their study for the award to which they are registered.

________________________________________________

Agreed on behalf of Bath Spa University 

Signed:

.................................



Vice Chancellor

Date:

.................................

Agreed on behalf of  XX College 

Signed:

.................................



Principal

Date:

.................................

 ANNEX 1 Administrative Arrangements

Bath Spa University (BSU) will be responsible for:

1. Notifying all appropriate BSU Departments of the approval of the partnership agreement. 
Responsibility: School for Development & Participation

2. Providing documentation via BSU Student Administration Service as necessary for the College staff to enable them to carry out the administrative functions allocated to them, including:

Data Amendment Form

External Transfer Form

Internal Transfer Form
Responsibility: Student Administration Service

3. Providing twice-yearly joint staff development activities.

Responsibility: School for Development & Participation (SDP)

4. Providing student documentation relating to regulatory and resource matters to the College for distribution to students.
Responsibility: Student Administration Service

5. Admitting students
Responsibility: SDP with Student Admissions Service and appropriate BSU School

6. Ensuring that all students receive copies of the BSU by-laws relating to students. 
Responsibility: Student Administration Service

7. Issuing students with the Student Handbook and Staff Handbooks for the Wessex Partnership and relevant Module Handbooks.
Responsibility: 
SDP: Student and Staff Handbooks 

                           
BSU Schools:  Module Handbooks, Course Handbooks

8. Registration and enrolment of students
Responsibility:  Student Administration Service

9. Providing College with deadlines for marking and submitting student data to BSU. 
Responsibility:  BSU Schools:  Subject links

10. Setting up student records on the BSU database. 
Responsibility:  Student Administration Service
11.  Ensuring that data supplied by College is subject to appropriate data protection mechanisms. 
Responsibility:  Student Administration Service
12. Including students in HEFCE (HESES) returns.
Responsibility:  Student Administration Service
13. Module registration and production of module lists. 
Responsibility:  Student Administration Service
14. Entering end of year status on the BSU database in order for the student record to be rolled forward. 
Responsibility:  Student Administration Service

15. Ensuring an annual subject review of each partnership programme is conducted each year and is submitted for approval to Academic Quality Standards Committee (AQSC) subcommittee for collaborative sub-degree provision, and reported to Academic Quality Standards Committee (AQSC).
Responsibility: SDP
ANNEXE 2 Other Related Documents

On-line documents

BSU Academic Regulations

BSU Quality Assurance Handbook

BSU Undergraduate Modular Scheme: A Guide for Students

Modular Scheme Guide to Modules

Course Handbook

Wessex Partnership Student Handbook

Wessex Partnership Staff Handbook

Wessex Partnership Guide to Computing

ANNEXE 3   Glossary

BSU: Bath Spa University.

Module Co-ordinator: the person at BSU whose role is to be responsible for a BSU

Module included in a collaborative agreement. Responsibilities include the liaison with module tutors at the participating FEC including the content of modules, assessment and moderation.

Named School Link: the person within each BSU School whose role is to be responsible for the HE/FE partnerships for the whole School. Responsibilities will include liaison with SDP, overview of applications, co-ordination of subject area links e.g. monitoring of visits.

Named Subject Link: the person at BSU whose role is to be responsible for a subject area. Responsibilities include the day to day overseeing of the course management for the subject including exam dates, assessment procedures and subject reviews.

SDP: School for Development and Participation.

The School:  Bath Spa University has six Schools of Study covering a number of disciplines.

QAA: Quality Assurance Agency

Wessex Partnership: A partnership of BSU with regional Further Education Colleges delivering higher education awards.

Guidelines for Tutor Visits

Introduction

The purpose of this paper is to offer guidelines to BSU and partner colleagues on the nature and purpose of visits by BSU lecturers to tutors in our partner institutions.

Bath Spa University has responsibility for ensuring that academic standards are maintained for all awards of the University.

It is an Academic Quality and Standards Committee (AQSC) requirement that each Bath Spa University module coordinator visits the relevant FEC module tutor each semester that the module is running. During this visit some time is to be found for discussion with students. This complies with the QAA Code of Practice for Collaborative Provision:

‘The Awarding Institution should ensure that effective measures exist to review the proficiency of staff engaged with collaborative programme … undertaking its own evaluation of the proficiency of the academic staff involved in the programme and provide development opportunities for such staff’.

Visits from BSU lecturers are a key part of the University’s procedure for “Reviewing the proficiency of staff” in partner colleges when centres are validated and when personnel change. In addition the Wessex Partnership provides a programme of staff development opportunities.
Guidelines

1.
Visits should be scheduled at the beginning of the academic year and this schedule shared with the School, partner FEC and the School for Development and Participation.

2.
Visits are not part of the process of appraisal or any other form of Human Resource Management related to the partner College. The contract of employment for tutors in a partner College is with that institution. Therefore any comments arising from the visit must be contained within the parameters of the Quality Assurance Agency: Code of Practice for Collaborative Provision.

3.
A record of the visit should be completed by the BSU tutor (proforma available) and a copy sent to the School for Development and Participation (SDP). Individual tutors at partner institutions will be sent a copy of the visit report by the visiting tutor.

Directory
The Wessex Partnership Institutions 2009-2010
A list of Wessex Partnership institutions, together with their contact details, is shown below:

	INSTITUTION
	ADDRESS
	TELEPHONE
	EMAIL



	Bridgwater College
	Bath Road, Bridgwater, TA6 4PZ


	01278 455464
	surnameinitial@bridgwater.ac.uk

	Principal: Fiona McMillan OBE/ VP: Mike Robbins/ Head of Staff & Quality: Chris Ashman



	Brighton Institute of Modern Music, Bristol (BIMM)
	25 King Square, Bristol, BS2 8JN


	0844 2 646 666
	forenamesurname@bimm.co.uk

	Principal: Vaseema Hamilton



	Circomedia
	Britannia Road, Kingswood, Bristol, 

BS15 4NV

	0117 9477288
	fornamesurname@circomedia.com

	CEO: Jan Winter



	City of Bath College
	Avon Street, Bath, BA1 1UP


	01225 312191
	surnameinitial@citybathcoll.ac.uk

	Principal: Matt Atkinson/ VP: Caroline Fidmont/ Dean of Studies: Rob Sibley HE Coordinator: Neil Davies



	City of Bristol College
	College Green Centre,

St George’s Road, Bristol, BS1 5UA


	0117 904 5000
	forename.surname@cityofbristol.ac.uk

	Principal: Keith Elliott/ VP: Judith Stradling/ HE Manager: Jane Wills


	New College Swindon
	New College Drive, Swindon, SN3 1AH


	01793 611470
	forename.surname@newcollege.co.uk

	Principal: Graham Taylor/ HE: Pam Golding


	Norton Radstock College


	South Hill Park, Radstock, BA3 3RW


	01761 433161
	forename.surname@nortcoll.ac.uk

	Principal: Shirley Arayan/ VP: Alan Ormerod


	Weston College
	Knightstone Road, Weston Super Mare, BS23 2AL


	01934 411411
	forename.surname@weston.ac.uk

	Principal: Paul Phillips/ VP: Exec Director (Curriculum & Entrepreneurship) Judi Harper/ HE Director: Anthony Murray


	Wiltshire College, Trowbridge

	College Road, Trowbridge, Wilts, BA14 0ES
	01225 766241


	forename.surname@wiltshire.ac.uk

	Wiltshire College,
Salisbury


	Southampton Road, Salisbury, Wilts, SP1 2LW
	01772 344344


	forename.surname@wiltshire.ac.uk

	Principal: Di Dale/ VP: Andy Smith/ Strategic Director: John Adams


	Wilts LEA
	Education Studies, Wiltshire County Council, Bythesea Road, Trowbridge, BA14 8JN


	
	forenamesurname@wiltshire.gov.uk

	Kim O’Rourke


	Wilts LA
	Wiltshire County Council, Bythesea Road, Trowbridge, BA14 8JN


	01225 713586
	Forename.surname@wiltshire.gov.uk

	Children’s Workforce Advisor: Sam Chapman



	Torbay NHS Trust
	15 Church Street, Paignton, Devon, TQ3 3AS

	01803 546568

	forename.surname@nhs.net


	Social Work Training Coordinator: Maureen Heawood


	Action For Children

	Horner Court, 637 Gloucester Road, Horfield, Bristol, BS7 0BJ

	0117 935 4440

	forename.surname@actionforchildren.org.uk


	Frances Laffan


	South West Screen


	St Bartholomes Court, Lewins Mead, Bristol, BS1 5BT
	0117 9529977

	forename.surname@swscreen.co.uk


	Chief Executive: Caroline Norbury/ Project Officer: Lisa Howe



