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PROGRAMME MANAGEMENT TEAM MEETING
INDICATIVE AGENDA

Programme:
Date, time and location:

This agenda provides an aide-mémoire in the planning of Programme Management Team meetings.  

Agenda items may not be appropriate for all meetings and additional items should be added by the Faculty under any section as appropriate.

Faculties may wish to group agenda items into sections such as ‘for discussion’, ‘for approval’, ‘for note’.  Any ‘for note’ items may be taken as read, unless any member wishes to make comments. It may also be helpful to add time slots to agenda items or sections of the agenda.


	Agenda item
	Suggested Meeting 
	Comments

	Apologies

	All
	

	Minutes of the last meeting
	All
	Full minutes.  Include minutes of Programme Team meetings where these exist

	Annual Monitoring and Enhancement Review (AMER) - Programme Action Plan
	All
	Review and update of current actions on the AMER Programme Action Plan

	Consideration of any outstanding supporting evidence not available at the time of submitting the programme action plan to FASEC
	Autumn
	Monitor outstanding annual monitoring  data until all has been received or agreement that it will not be obtained

	Consideration of supporting evidence as available.
	All
	Consideration of any data that may inform the AMER Programme Action Plan as it becomes available – note data considered under all agenda items below may be relevant.

	Programme Management arrangements

	Autumn
	Confirmation of how the provision will be managed for the year e.g. between Programme Leaders

	University Academic Regulations, Policies and Procedures (ARPP)

	Autumn
	Reminder of published changes to ARPP for new academic year (see section 1 of the ARPP) 

	Recruitment and Admissions

	
	

	Target numbers and applications 
	All
	Working with UK and International Admissions Teams

	Student enrolment data and profiles *
	Autumn

	Reports available through the student records system post enrolment e.g. age, gender, ethnic origin, highest qualification on entry

	Feeder/successor programmes (if appropriate)

	Typically Autumn
	Annual review to confirm that arrangements are in place and working satisfactorily.  Make referrals to FASEC as appropriate. Performance of students entering BU provision from Progression routes

	Progression arrangements
	
	

	Monitoring of Internal/External Progression arrangements/Articulation/Recognition
	All
	Ongoing monitoring of operational aspects for the purpose of annual monitoring reporting

	Reports

	
	

	Student representative reports *
	All
	 

	Reports from Programme Leaders or equivalent
	All
	

	Unit Leader reports 
	All
	Typically remitted to smaller Programme Team meetings where these occur

	Unit Monitoring Reports *
	As available
	Normally completed at the end of the unit

	Link Tutor report(s) *
	As available
	Termly report for all Partner provision

	Library and Learning Support report
	All
	

	Evaluation report *
	As available
	If recently approved or reviewed

	Student Engagement Report
	As available /on request

	Report from Student Engagement Co-ordinator

	Assessment

	
	

	External examiner arrangements/reallocations
	All
	Nominations, approvals, visits, assessment sample etc.

	External examiner report and response 
	As available
	Oral report – Summer; Written report – Autumn; Response – Autumn

	External examiner interim report (if provided)
	As available
	

	Assessment schedule and independent marking plans
	Autumn
	

	Arrangements for peer review of draft examination papers/assignment briefs 
	Autumn
	Confirmation of peer review of draft exam papers and assessment briefs for all units in the provision (6C – Assessment Design, Handling and Submission: Policy and Procedure (section 6) outlines the expectation)

	Actions from Assessment Board minutes *
	Autumn
	Recommendations for action by PMT (including those raised by the external examiner and/or Independent Member) 

	Student attainment, retention and progression data / 3 years of unit and programme-level data / Units with 20% or higher failure rates 
	Summer & Autumn
	Summer: Post Assessment Board data
Autumn: Post reassessment data

For units with 20% or more failure rates to remit actions for FASEC consideration. 

	Consideration of statistical data for each unit 
	As available
	Available from ABI after  unit marks have been entered prior to an Assessment Board

	Student Feedback

	
	

	Unit level feedback, anonymous MUSE, SUBU reports, SES, NSS, PTES etc.
	All
	

	Employability

	
	

	Report from Faculty Employability Office/Employability Co-ordinator and/or Faculty Careers Advisor
	As available/on request
	

	Graduate employment and destination data (Graduation Outcomes) *
	Summer
	

	Placement statistics, reports, feedback
	As available
	

	Contacts with employers and employer related activity

	As available
	

	Resourcing
	As required
	

	Industry advisory panel minutes *
	As available
	

	Modification proposals
	As required
	For recommendation to FASEC

	Professional Statutory and Regulatory Bodies (PSRB) (if appropriate) *
	As required
	Monitoring of PSRB activity to feed into Faculty annual monitoring at FASEC and annual report to ASC on PSRBs. Note: new or changing PSRB relationships to be reported to FASEC.

	Academic offences, appeals and complaints data *
	All
	This may be remitted to the ‘restricted agenda’ depending on the nature of the information

	Consideration of draft new Programme Action Plan (if available) 
	Summer
	For submission to FASEC in early Autumn. All actions from the previous Programme Action Plan should have been addressed within the year. 

	Confirmation that any additional monitoring data for AMER in electronic folder
	Summer
	[bookmark: _GoBack]To confirm that any monitoring data in addition to the AMER dashboard is available in the relevant AMER folder.

	Actions to remit to FASEC or FAB
	All
	Identification of issues to be reported to other committees 

	Restricted agenda
	As required
	Confidential items to be discussed in absence of student representatives



* The monitoring information for these items may be saved in the relevant Programme AMER folder as required. 
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