The Roles of Coordinators and sub-deans in the Integration of the Unit, Major and Course reporting processes in the Faculty of Commerce
Introduction

This paper provides a description of a proposal for a revised system of course and unit coordinators and sub-deans within the Faculty, together with a description of the proposed, annual unit, major and course reporting processes.

The paper consists of the following sections:

The existing system.

Standardising the terminology and defining the roles

Designated Coordinators within the Faculty of Commerce

The Annual Unit, Major and Course Reports

APPENDIX A

Annual Unit Report Form

APPENDIX B

Annual Major Report Form

APPENDIX C

Faculty Annual Course Report Form

The Existing system

At present the Faculty lacks a formal statement of the roles and responsibilities of unit coodinators, major coordinators (at present sub-deans) and course coordinators, particularly in relation to the various unit, major and course reporting processes. In addition, in 2003 Faculty performance in the new, performance-based funding of teaching assessment was disappointing. Also, a number of the HOS experienced heavy workloads in relation to the annual course reporting process. While a variety of causes can be associated with our teaching performance and the increased workload of the HOS and will need to be addressed, it has become clear that the existing systems for monitoring and assessing unit, major and course performance within the Schools and Faculty as a whole are not as effective as they might be in providing the information that we need to improve our performance. At present the Faculty has:

· A system of sub-deans or/and course coordinators with varying responsibilities within each of the Schools. All focus upon either a course e.g. the MBA, MIS, MPA, or upon one or more majors on one or more campuses. In regard to the largest program, the Bachelor of Commerce, the focus on majors within Schools has resulted in minimal attention (other than for five yearly reviews) to the first year of the B Commerce and the relationship between the majors and the first year.

· A system of sub-deans and course coordinators without formal PDs or lists of activities for which they are responsible, although the Manual for sub-deans prepared by David Rayner does describe the major responsibility for and activities of, sub-deans.

· No formal specification of the authority of and relationships between sub-deans, unit coordinators (often known as ‘lecturers in charge’), course coordinators and HOS.

· No course coordinator for the Bachelor of Commerce, resulting in the failure to annually review the degree as a whole.

· No course coordinators for the proposed, new Master of International Business and Master of Marketing, areas likely to expand quite swiftly.

· A lack of clarity as to the relationship between unit reports and annual course reports and, in turn, between these and the required, three yearly, detailed unit reviews and five yearly course reviews (in the latter case, as undertaken in 2003).

At the least, the Faculty needs to:

1) provide appropriate descriptions of the roles and responsibilities of sub-deans and course coordinators.

2) Standardize the terminology used to describe the various unit coordinators, course coordinators and subdeans.

3) Assign formal authority and responsibilities for sub-deans/course coordinators.

4) Specify the relationships between sub-deans, unit coordinators, course coordinators and HOS.

5) Specify the relationship between unit reports, major reports and annual course reports.

6) Assign specific authority for the production of annual unit, major and course reports.

7) Specify an annual process for the development of annual unit, major and course reports.

Standardising the terminology and defining the roles
The Faculty will institute a formal system of coordinators as follows, eliminating the title of sub-dean.

1) Unit coordinators 

2) Major coordinators 

3) Course coordinators

Unit coordinators will be appointed by the HOS or a person within the School designated by the HOS. The term of office for a unit coordinator will be determined by the HOS, but normally will be for a three year period. A person may be the unit coordinator for more than one unit in any one semester.

Major coordinators will be appointed by the HOS or a person within the School designated by the HOS. The term of office for a Major coordinator will be two years with the possibility of further terms of two years or less as determined by the HOS. 

As required by the University, Course Coordinators will be appointed by the Dean or a person designated by the Dean. The term of office for a Course coordinator will be two years with the possibility of further terms of two years or less as determined by the Dean. A person may be the Course coordinator for more than one course in any one semester. The Dean will consult with the relevant HOS in relation to the appointment of course coordinators.

1) Unit coordinators

The unit coordinators are responsible to the HOS in regard to the units to which they have been assigned. In addition, they will be responsible to the new position of Major Coordinator for the major(s) of which their unit is a part, as described below. In particular, a unit coordinator will be responsible, under the direction of the relevant Major Coordinator, and working in close consultation with any academic staff who also teach on the subject – for example, tutors - for drawing up a brief, draft, report on the unit for which they have responsibility at the end of each semester in which the unit is offered. A template for the unit report is attached at Appendix A. The brief unit reports will form the basis for the University-required, more detailed, three-yearly unit reviews. Hence, the unit report will be developed in much the same format as for the three-yearly unit reviews. They will be submitted to the Major Coordinator and relevant HOS as requested, normally after the end of each academic semester or Summer School in which the unit was offered. It will then form a part of the Annual Course report to be developed by the relevant Course Coordinator. The specific responsibilities of unit coordinators are:

· where relevant, develop a team attitude among staff teaching in the unit 

· if requested by the HOS, organise casual lecturers and tutors teaching on the unit, both on and offshore

· provide leadership in the development of the unit

· develop a unit outline for each of the units for which they are responsible, to be approved by the Major Coordinator designated for that purpose by the HOS.

· teach the unit or part of the unit(s) in question

· support the major and course coordinator in improvement projects, activities and, where relevant, accreditation 

· propose improvements to the unit to the major and course coordinator and, as required, to the Faculty Teaching and Learning committee

· resolve operational problems associated with the unit

· develop curriculum, teaching and assessment materials for the unit, including examination materials

· assess students in the unit, including moderating marks submitted by other lecturers and casual staff on and offshore

· advise and counsel students on academic matters related to the unit and foster their progress in the unit

· deal with other relevant academic matters related to the unit.

· advise general staff in relation to all relevant student matters concerning the unit

· Prepare an end of semester unit report for the Major coordinator and the HOS, as described in Appendix A. This may involve the production of more than one report where a unit is offered more than once per annum.

2) Major coordinators

The role of major coordinator will incorporate those activities presently undertaken by the sub-deans, with the full list of responsibilities being listed below. In addition, the position will be responsible, under the direction of the relevant Course Coordinator, and working in close consultation with relevant unit coordinators, for drawing up a brief, draft, annual report on the major for which they have responsibility. A template for the major report is attached at appendix B. The annual report will be submitted to the Course Coordinator and relevant HOS as requested, normally at the end of each academic year or early in the following year. It will form a part of the materials for the Annual Course report to be developed by the relevant Course Coordinator. The specific responsibilities are to:

· develop a team attitude among staff teaching on the major

· provide leadership in the development of the major

· monitor the performance of the major in regard to teaching, learning and content

· be a member, ex officio, of the relevant School Teaching and Learning committee, which will be a subcommittee of Faculty Teaching and Learning committee. 

· report to the relevant Course Coordinator and relevant HOS on proposed  improvements and changes to the major 

· advise general staff in relation to all relevant student matters concerning the major

· resolve operational matters in regard to the major, including timetable matters and adjustments

· counsel students on academic matters and foster their progress in the major

· provide appropriate information on the major to staff and students 

· promote the quality and range of students enrolled in the major 

· deal with other relevant academic and administrative matters connected with the major

· as required, be a member of the Academic Progress Review Committee (APRC).  The Committee makes decisions about appeals which either place students on or remove them from probation or and exclude students from study in the Faculty for a period of one year. The Committee meets in January to determine appeals.

· Prepares an annual report on the major for the Course coordinator and the HOS, as described in Appendix B.

3) Course Coordinators

A course coordinator will undertake the activities listed below. In addition, the position will be responsible, under the direction of the Associate Dean (Teaching and Learning), and working in close consultation with relevant academic staff, for drawing up a draft, annual report on the course for which they have responsibility. A description of the required, annual course report process and the template for summarizing the report for submission can be found at: http://www.utas.edu.au/tlqam/qam_2003/annual.pdf. The annual course report will be submitted to the Associate Dean (Teaching and Learning) as requested, normally at the end of each academic year, in preparation for submission to University Teaching and Learning committee. The Course Coordinator will:

· develop a team attitude among staff teaching the course

· provide leadership in course development and for the course

· monitor the performance of the course in regard to teaching, learning and content

· be a member, ex officio, of the Faculty Teaching and Learning Committee. 

· report to the Associate Dean (Teaching and Learning) and relevant HOS on proposed course improvements and changes

· negotiate with the HOS on the units to be offered each semester in order to provide an appropriate range of studies in accordance with the objectives and structure of the course 

· advise general staff in relation to all relevant student matters 

· resolve operational matters, including timetable matters and adjustments

· as referred to by major and unit coordinators, counsel students on academic matters and foster their progress in the course, including giving advice on unit choice, on progress to and completion of the degree, authorizing overloads and advising on withdrawal from units and its impact on degree progression and completion.

· provide appropriate information on the course to staff and students 

· promote the quality and range of students enrolled in the course 

· deal with other relevant academic and administrative matters connected with the course

· develop and submit for the Associate Dean (Teaching and Learning) and HOS an annual course report(s).

· In the case of PG course coordinators, liaise closely with the Director of the University Graduate School.

· Be a member of the Faculty Postgraduate Course Development and Marketing committee

· as required, supervise general staff members in regard to the course(s) in question

· as required, be a member of the Academic Progress Review Committee (APRC).  The Committee makes decisions about appeals which either place students on or remove them from probation or and exclude students from study in the Faculty for a period of one year. The Committee meets in January to determine appeals

· be a member of the Faculty Assessment committee.

Designated Coordinators within the Faculty of Commerce

1) Course Coordinators

Initially, there will be a single Postgraduate Course work Coordinator for the MBA, Master of International Business, Master of Marketing and Graduate Certificates, Graduate Diplomas associated with these masters. This position will report to the Associate Dean (Teaching and Learning). The person occupying the position will be an ex officio member of the Faculty Teaching and Learning committee and also will be responsible for representing the interests of the other PG Course Coordinators to the Faculty Teaching and Learning committee.

A single Postgraduate Coursework Coordinator for the MPA. This position will report to the Associate Dean (Teaching and Learning). The person occupying the position will also be a member of the PG Course Development and marketing committee.

A single Postgraduate Course work Coordinator for the MIS. This position will report to the Associate Dean (Teaching and Learning). The person occupying the position will also be a member of the PG Course Development and marketing committee.

A Bachelor of Commerce, and BBA Undergraduate Course work coordinator. The person occupying the position will be an ex officio member of the Faculty Teaching and Learning committee. 

A Bachelor of Economics coordinator. The person occupying the position will be an ex officio member of the Faculty Teaching and Learning committee. 

A Bachelor of Information Systems coordinator. The person occupying the position will be an ex officio member of the Faculty Teaching and Learning committee.

An Honours Course Coordinator for each of the Honours programs within the Faculty of Commerce. The HOS will be the Honours Course Coordinators, or may delegate that role to a member of academic staff within the School. Each Honours Course Coordinator will be a member of the Faculty of Commerce Research and Consulting committee, chaired by the Associate Dean (Research and Consulting).

The Associate Dean (Research and Consulting), will be the Master of Commerce Course Coordinator. The Associate Dean (Research and Consulting) will chair the Faculty Research and Consulting committee’s RHD subcommittee.

The Dean will consult with the HOS in appointing the course coordinators.

2) Major Coordinators

There will be a major coordinator for each of the designated majors within any degree program offered by the Faculty of Commerce. A person may be the major coordinator for more than one major.

3) Unit Coordinators

There will be a unit coordinator for each of the designated units within any degree program offered by the Faculty of Commerce as and when the units are to be taught in any period.

The Annual Unit, Major and Course Reports

The University requires an annual course report, three-yearly, detailed, unit reviews and five-yearly, detailed course reviews. In order to prepare an annual course report it is necessary to ensure that we undertake an end of semster review of all of the units and and end of year review of the majors that constitute a course, although not in as much detail as is required for the three-yearly unit reviews or five-yearly course reviews. 

Hence, our aim is to build up an integrated system of reports that build upon each other, in similar template form. The end of semester unit reports will provide the bulk of the input for the end of year major reports and also a record of unit performance that will be used for the more detailed, three yearly unit reviews. In turn, the major reports will provide much of the detail needed for the annual course reports. The annual course reports will provide a record of course performance that will be used to develop the brief, summary, annual course report that has to be submitted to University Teaching and Learning committee and for the more detailed, five yearly course reviews. 

The Unit Review Process
Shortly after the assessment committee meetings at the end of each semester the unit coordinator will undertake a review of the unit(s) for which they were unit coordinators. All persons involved in teaching the unit should be involved in the unit review, primarily in a discussion of the unit.

Discussions during unit reviews should focus on: 

The role of the unit within the course or courses in which it is offered and its relationship to other units in that course/s 

The success of the unit in achieving its aims and objectives 

SETL results and other student feedback 

Enrolment, retention, progression and assessment data related to the unit 

The extent to which the unit complies with relevant School, Faculty and University policies 

The extent to which the unit contributes to the Policy on Generic Attributes of Graduates of the University of Tasmania 
Staffing and resource issues associated with the unit 

Perceived strengths and weaknesses of the unit in regard to content and teaching methods.

Improvements made to the unit since the previous review, and the outcomes of these improvements 

Recommended improvements to be made to the unit following the review 

Any other issues of concern.

A summary of the outcomes of the discussion should be recorded on the template as at Appendix A, in the form of a brief unit report.

The Major Review Process
This will be a two or three stage process. Shortly after the submission of the unit reports at the end of each semester (and Summer School), the Major Coordinator will undertake a brief review of the major(s). All persons involved in teaching the units that constitute the major should be involved in the review.

Discussions during the review should focus on: 

The role of the major within the course in which it is offered and its relationship to the first year units and to other majors in that course

The success of the major in achieving its aims and objectives 

The annual unit reports for the units constituting the major and the unit reports for the first year units that provide a foundation for the major

Enrolment, retention, progression and assessment data related to the units 

The extent to which the major contributes to the Policy on Generic Attributes of Graduates of the University of Tasmania 
Staffing and resource issues associated with the major

Perceived strengths and weaknesses of the major in regard to content and teaching methods.

Improvements made to the major since the previous review, and the outcomes of these improvements 

Recommended improvements to be made to the major following the review 

Any other issues of concern.

A summary of the outcomes of the discussions should be recorded on the template as at Appendix B, to form an annual report on the major.

Annual Course Review and report process
The basic requirements of the annual course reporting process are described in the QA Manual at http://www.utas.edu.au/tlqam/qam_2003/annual.pdf and it includes the template to be used. 

Within the Faculty the preparation of the annual course reports will involve a two-stage process. Stage one, will take place in early February each year, with the Course Coordinators and Associate Dean (Teaching and Learning), meeting with the major coordinators to discuss the unit reports and major reports submitted during the previous year for the course in question. As required by the University and specified in the QA Manual, the discussion should focus on the following:

· Staffing and resource issues associated with the course

· Perceived strengths and weaknesses of the course, focusing upon individual units, the first year units that provide the foundation for the majors and the majors with the course

· Improvements made to the course since the previous course report, and the outcomes of these improvements 

· Recommended improvements to be made to the course in the following year 

· Other issues considered relevant by the Associate Dean or Course Co-ordinator 

In addition, performance indicators for courses will include: 

· Number of units evaluated through SETL, and their response rates 
· SETL scores on each dimension and overall SETL scores 
· Student and staff feedback 
· Course Experience Questionnaire and Graduate Destination Survey data 
· Retention/progression rates 
· Enrolment trends and entry scores of students 
· Assessment outcomes 
· Student/staff ratios 
· Innovative teaching
Following these meetings each Course Coordinator will develop an annual course report for submission to the Associate Dean (Teaching and Learning). 

Stage two of the annual course report process will involve the Associate Dean (Teaching and Learning) developing a brief summary of each of the course reports provided by the course coordinators, using the template specified in the QA Manual, that focuses upon: 

· The strengths and weaknesses of the course identified through the analysis 
· Plans for improvement in the following year or at some time in the future 
The course reports will be submitted to the first meeting of the Faculty Teaching and Learning committee each year, followed by their submission to the Faculty Executive, then to the first University Teaching and Learning Committee each year. The Annual course reports will be used as input to the five-yearly course reviews and other quality audits.
APPENDIX A

Unit Report Form

1) The role of the unit within the course or courses in which it is offered and its relationship to other units in that course/s 

2) The success of the unit in achieving its aims and objectives, including generic attributes, making reference, where appropriate, to SETL data, enrolment, retention, progression and assessment data for the unit. 

3) Any staffing and resource issues associated with the unit 

4) Perceived strengths and weaknesses of the unit in regard to content and teaching methods. 

5) Improvements made to the unit since the previous review, and the outcomes of these improvements 

6) Recommended improvements to be made to the unit following the review 

7) Any other issues of concern.

APPENDIX B

Annual Major Report Form

The report should contain the following sections:

1) The role of the major within the course or courses in which it is offered and its relationship to other majors in that course.

2) The adequacy of the first year units as a foundation for the major(s)

3) The success of the major in achieving its aims and objectives, including generic attributes, making reference, where appropriate, to SETL data, enrolment, retention, progression and assessment data for the unit. 

4) Any staffing and resource issues associated with the major

5) Perceived strengths and weaknesses of the major in regard to content and teaching methods. 

6) Improvements made to the major since the previous review, and the outcomes of these improvements 
7) Recommended improvements to be made to the major following the review 
8) Any other issues of concern.
APPENDIX C
Faculty Annual Course Report Form

The Faculty Annual course reports should address the following:

1) The role of the course within School, Faculty and University plans

2) The relationship of the course to other courses in the Faculty and University. 
3) The success of the course in achieving its aims and objectives 

4) Student demand for the course and the entry scores of students in the course 

5) SETL results and other student feedback 

6) Course Experience and Graduate Destination Survey data 

7) Enrolment, retention, progression and assessment data related to the course 

8) The extent to which the course complies with relevant Faculty and University policies 
9) How the course develops the Generic Attributes of Graduates of the University of Tasmania 
10) Staffing and resource issues associated with the course 

11) Perceived strengths and weaknesses of the course, focusing upon the first year units as a foundation for the majors, the majors and any other relevant matters

12) Improvements made to the course since the previous course report, and the outcomes of these improvements 

13) Recommended improvements to be made to the course in the following year 

14) Other issues considered relevant 

The performance indicators for courses will include the material contained in the unit and major reports and:

Number of units evaluated through SETL, and their response rates 

SETL scores on each dimension and overall SETL scores 

Student and staff feedback 

Course Experience Questionnaire and Graduate Destination Survey data 

Retention/progression rates 

Enrolment trends and entry scores of students 

Assessment outcomes 

Student/staff ratios 

Innovative teaching
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