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1.
INTRODUCTION
1.1
The Course Organiser has an essential role in the delivery of high-quality teaching in the School of Law.  The post of Course Organiser is not widely recognised in the university's formal regulations.  Nor are the responsibilities of Course Organisers defined in a standard job description or in individual contracts.  Formal responsibilities for the organisation of teaching are largely conferred on Heads of School but, as a practical matter, the University has for many years recognised that these responsibilities are best discharged on behalf of Heads of School (formerly Heads of Department) by the designated Course Organisers. Efficient course organisation cannot itself guarantee that all teaching, learning and assessment in the School is also of high quality but it is an essential pre-requisite if we are going to deliver a consistently good product across the board.  These notes are aimed at ALL Course Organisers in the School, including the organisers of LLM and MSc courses as well as undergraduate courses.  
1.2
The Teaching Office is the hub of the undergraduate teaching organisation in the School.  It handles nearly all aspects of undergraduate teaching, including the admission of Honours students to courses and the collection of Honours examination results sheets in preparation for the meeting of the Board of Honours Examiners.  The Postgraduate Office is responsible for the administration of LLM courses, including the preparation of all LLM/MSc documentation; the gathering in of assessed LLM/MSc essays; and communication with (postgraduate) external examiners.

1.3
Appended to this document (Appendices 1 and 2) is a Teaching Office/Postgraduate Office Timetable for 2011-2012 which indicates key dates during the year for the benefit of Course Organisers and others. Appendix 3 is a “structure of the year” table.
2.
THE COURSE ORGANISER - ROLES AND RESPONSIBILITIES
2.1
Course Organisers should be aware of the functions of Directors of Studies and of the Directors of Undergraduate and Postgraduate Studies and advice should be sought from them as appropriate.  Most other supporting agencies in the University (Student Health Services etc) should normally be accessed only indirectly via Directors of Studies, but Course Organisers should have a general understanding of the services offered.  At many points, guidance may be sought from the Teaching Office or Postgraduate Office, but if staff there cannot help, the Director of Teaching or Director of Postgraduate Studies should be contacted.
2.2
In addition to the responsibilities detailed in these notes, Course Organisers (along with other members of course teams) are expected keep the subject matter of their courses under review – how it relates to other courses in the School and how new courses might be developed.  Suggestions for change may be made to the Director of Teaching or to the Head of School at any time.
3
APPOINTMENT OF COURSE ORGANISERS
3.1
Course Organisers are designated by the Director of Teaching/Head of School.  Appointments are made in respect of a particular academic year, although the responsibilities will normally begin well in advance of teaching in September (e.g. prospectus entries, document preparation, appointment of tutors) and will extend until the conclusion of assessment and course audit procedures.

3.2
There should usually be only one Course Organiser per course per year.  The job is not easily shared or divided by segments of the year, although exceptional circumstances (e.g. a period of leave to be taken by the 'normal' Course Organiser for the course) may require that the responsibilities be split.  In that case, the basis of the division should be clear and it must be absolutely clear who is Course Organiser at any given time.

3.3
There is no requirement that the most senior teacher on a course should be Course Organiser.  It may normally be the case that the person expected to undertake most teaching on the course should be Course Organiser but circumstances (e.g. where most of the teaching is to be undertaken by a new or inexperienced member of staff) may demand otherwise.  Even if responsible for most or all of the teaching of a course, an “external” teacher or a person on short-term employment in the School (i.e. for one year or less) should not normally be a Course Organiser, although, once again, there are exceptions.

4.
SETTING UP
4.1
If they are so requested Course Organisers should supply advance information, about the course, e.g. to the Directors of Postgraduate/Undergraduate Studies for use in the Prospectuses (October for Postgraduate courses, February/March for Honours courses).
4.2
Course Organisers should make recommendations to the Law Library for book purchase well before the course begins. This is a general responsibility of staff members but Course Organisers have a special responsibility in relation to their own course, especially where the acquisition of multiple copies of textbooks is required. They should ensure that the books are placed on Reserve in the library and should supply information on recommended reading to local bookshops when requested.

4.3     
Course Organisers should organise the principal teaching responsibilities on     the course.  This means working out who will be conducting the teaching (whether lectures or seminars - for tutorials see below) throughout the duration of the course.  Standard practice in the School requires the following: 
•
Full year (40 credit) postgraduate courses run for 20 seminars of 2 hours: i.e. 10 seminars in each of semesters 1 and 2, with a reading week gap in week 6 of semester 1 (in 2011-12, w/b 24 October 2011) and “Innovative Learning Week” in week 19 (w/b 13 February).
•
One semester (20 credit) postgraduate courses run as follows: in semester 1, for 10 seminars, with a reading week in the sixth week of the semester (in 2011-12, w/b 24 October 2011); in semester 2, for 10 seminars, with “Innovative Learning Week” in week 20 (w/b 20 February).
•
Honours courses run for 19 seminars: i.e. 11 seminars in the first semester with a reading week in week 6 (i.e. w/b 24 October) and a study week in week 13 (w/b 12 December); and 9 seminars in the second semester with “Innovative Learning Week” in week 20 (w/b 20 February), and two reading weeks in weeks 25 and 26 (ws/b 26 March and 2 April).

•
Ordinary courses run for 11 teaching weeks in semester 1 (starting in 2011-12 on Monday 19 September 2011); and 11 weeks (weeks 15-26 of the year) in semester 2 with “Innovative Learning Week” in week 20 (w/b 20 February).

Weeks 13-14 and 27-31 are designated as exam weeks.  
A copy of the Law School’s schedule for 2011-12 is appended as Appendix 1.  There may be reasons for course-specific variations but it is important that, in general, the standard course durations should be observed.
4.4
The actual staff allocated to teaching on the course and the extent of the contribution of each will already have been determined by the Director of Teaching/Head of School following the annual process of consultation and taking into account the Workload Allocation Model.  The principal task of the Course Organiser is to preside over the course team's decision-making as to what is to be taught, when, and by whom.  If this may involve the use of non-School staff (e.g. as invited seminar leaders), including postgraduate students seeking teaching opportunities, which would incur expenditure by the School to meet fees or expenses, it is ESSENTIAL that this be cleared first by the Director of Teaching and School Administrator (before the start of the academic year if at all possible), even if the proposal is simply to continue a long-standing practice on the course.

4.5
In the case of ordinary courses involving tutorials, Course Organisers should nominate appropriate tutors to the Teaching Office, and they should arrange for an initial briefing before the tutorial programme begins.  
4.6
Course Organisers should prepare the Course Handbook and other course documentation. They should also ensure that copies of course documentation are posted to the Course Website.  
4.7
If applicants to an Honours course exceed the quota, selection be made, based on 'general academic merit'/points for courses previously taken, but also on any special criteria noted in the course entry in the Honours prospectus..
4.8
Course Organisers should consider and make recommendations as to the examiners on the course.  Under the University's Assessment Regulations issued annually, it is required that internal examiners be nominated early in each session.  Subject to a rule of declinature in circumstances of e.g. a close relationship with a candidate, they will normally be the teachers on the course.  If a new external examiner is required (because the course is new or the term of office of the former examiner has expired) the Course Organiser will be involved, along with Course Organisers of related subject areas, in proposing a name or names for submission by the Head of School to the School and College for approval.  University Regulations require that external examiners must, in addition to being proven of competence and experience, a) normally be resident in the United Kingdom; b) not be a former employee of the University unless a period of 3 years has elapsed; and c) not normally be appointed from a department in a University in which one of our staff is currently an external examiner.  This last prohibition does not apply if it imposes difficulties in obtaining the services of an external examiner. Colleagues should be aware that the appointment of an External Examiner from outside the European Union currently involves very considerable administrative problems and should be avoided if at all possible.  It is very important that, in advance of names of new examiners being proposed to the Head of School, absolutely no commitment to an appointment should be suggested. 
Once an appointment has been made, a letter of appointment is sent to the external examiner by the School Administrator.  This explains the general University rules relevant to their responsibilities.
Precise arrangements about the distribution of marking on the course do not need to be stipulated at the outset but Course Organisers must satisfy themselves that no problems (e.g. as a result of staff leave already granted) will arise (INCLUDING, in the case of ordinary courses, at the time of resit examinations).

4.9
Room Booking

The booking of rooms for lectures, seminars and tutorials is the administrative responsibility of the designated secretary (currently Susan Leask).  She needs information about the requirements of each course, by April, if possible) and the Course Organiser must be involved.  The Office starts from an assumption of 'no change' but Course Organisers must AT THE EARLIEST POSSIBLE OPPORTUNITY inform the Office of any anticipated alterations, including alterations produced by the introduction of new courses or by the recruitment of new tutors.

4.10
Audit

The Teaching Office and Postgraduate Office establish audit files for all courses.  Course Organisers have a very important role in the audit process.  They must ensure that meetings of class representatives take place and are documented; they must ensure the distribution, retrieval and processing of class questionnaires; and they must prepare their part of the final reports.  

In advance of the start of the course, the Course Organiser should integrate into the planning process the recommendations made as a result of the audit conducted in the previous year (including those deriving from external examiners).

4.11
Students enrolled on “assessment only” basis 

Students who fail an ordinary course but score 35-39% (or in exceptional cases, a lower score) in one year may apply to the Head of School to enrol for the same course in the following year on an “assessment only” basis i.e. with no obligation to attend classes but to complete all aspects of course assessment.  Course Organisers are not normally directly involved in the enrolment process but should be aware that such students may be members of the class and may present material for assessment.

5.
COURSE DOCUMENTATION

5.1 The Course Handbook

Students will be issued with generic course guides for Ordinary and Honours courses which will provide information on: the course websites; appointment of class representatives; Lawpals; attendance; tutorial signup; procedure for sickness/absence; online coursework submission and penalties; coursework extension requests; assessment feedback; progression; appeals; plagiarism; marking criteria. Course Handbooks need not include these topics, but they should include:

· A standard-form cover page (in colour appropriate to the course level i.e. Red for Honours, Green for LLM/MSc, Blue for Ordinary)

· A statement of the course Aims and Objectives.  This should be quite brief.  Course Organisers should refer to the “aims and objectives of the LL.B degree”. All course aims and objectives are derived from this document. It is available online under “School Documents”.
· Although audit and quality assurance procedures should be borne in mind when statements are drawn up, the primary purpose is to explain as clearly as possible what the students are expected to learn from the course and how.  Care should be taken to integrate the appropriate “programme” and “year” aims and objectives adopted by the School.  These are attached as Appendix 4.

· A list of staff teaching on the course, identifying the Course Organiser, and how they can be contacted.  Email addresses should be included.

· A statement of arrangements (including timetable) for lectures, seminars and tutorials (this is useful for the Teaching Office/Postgraduate Office as well as students).

· There should be a specific indication of ‘reading weeks’.

· A reminder about the course website including the “forum” facility.

· A statement about the distribution of the handouts (see paragraph 5.2 (h) below), emphasising that handouts which are missed or mislaid will be available on the course website for downloading.

· A statement that large print versions of the handouts are available from the Teaching Office/Postgraduate Office (required under the Disability Discrimination Act).
· The nature of the assessment in the course.

· The weighting of the components of assessment.

· An explanation of whether the components are formative or summative.

· The dates on which any coursework will be distributed to students.
· The dates on which any course work must be handed in by students.

· The time-frame within which feedback on in-course assessment will be provided and the mechanism by which it will be provided. This should be in accordance with the School’s Feedback Standards and Guiding Principles (available on the “School Documents” webpages).
· The criteria for assessment in the course. A reference to the marking criteria may be included (also available on the “School Documents” webpages).

· Clear details of the nature of the summative assessment on the course. The course guide and/or separate documentation must also include the instructions on page format of essays and the penalties for late submission (see paragraph 16 below).  

· For Ordinary courses, the arrangements for providing feedback on examinations, i.e. generic exam feedback, which is to be provided within 3 weeks after the marks are known, using the “feedback facility” on course webpages. 
· The statement that “where students perceive feedback to be neither useful nor appropriate, this matter should be raised in class representative meetings, with the LSC representatives, and in student-staff liaison committees”. 

· A statement that, in Ordinary course, those students who have failed the course may request to discuss their performance in a course with the course organiser; in Honours courses, this right to discuss performance applies to all students. Course Organisers are reminded that students on Ordinary courses now have the opportunity to review their exam scripts where they have passed the exam and to discuss this with the Course Organiser.  The process is set out more fully in the document at: http://www.law.ed.ac.uk/docs/1243_feedbackonordinaryexamsapril2011.pdf
· A clear statement as to which elements of assessment must be retaken (e.g. exam only, exam and coursework) in the event that the student fails the course overall after the first diet of examination. 

· Course reading material and general sources of information (including web addresses)
· The following statement:

“This Course Guide may be relevant to you in future, should you need, for example, to supply information on the course as you have taken it to a professional body.  Please note that course materials are revised on an annual basis, and that the School cannot commit to the provision of copies of archived course materials on demand.  Therefore you should retain your copy of this Course Guide in case of need before or after graduation.”
· A statement that students with a disability or special needs should approach the School Disability Officer.
ALL REVISED COURSE HANDBOOKS FOR COURSES STARTING IN SEPTEMBER MUST BE DELIVERED TO THE TEACHING OFFICE AS SOON AS POSSIBLE, AND AT THE LATEST (FOR FIRST SEMESTER MATERIAL) BY 15 AUGUST 2011 OR (FOR SECOND SEMESTER MATERIAL) IS 7 NOVEMBER 2011.  
FOR LLM AND MSc COURSES, FIRST SEMESTER AND FULL YEAR COURSE GUIDES SHOULD BE RETURNED TO THE POSTGRADUATE OFFICE BY 15 AUGUST; SECOND SEMESTER COURSE GUIDES BY 12 DECEMBER.

5.2
Other Course Handouts
The preparation, production and distribution of course handouts are part of the overall responsibilities of Course Organisers, although many aspects of these functions are discharged in co-operation with the Teaching Office/Postgraduate Office and some are appropriately delegated to other members of the course team. While the nature, purpose and number of handouts vary from course to course, there are some general guidelines which should be observed:

a) Handouts should observe high standards of accuracy; they should be up-to-date; they should be a model of good practice (e.g. in the citation of statutes and cases); they should be revised to delete obsolete or unnecessary material; they should be typographically sound.
b) Handouts should be consistently numbered through the course, enabling students to see immediately whether they have obtained a complete set.

c) Handouts should be organised by reference to a pattern of primary headings consistent with that indicated in the Course Handbook.  In particular, the heading to appear on the Course Website should be clearly indicated.  Handouts will normally be identified on the website by reference to the course name, subject heading and the handout number - not e.g. the week or seminar number which may be different.

d) Handouts may contain and, in appropriate sectors, should contain hypertext references to website addresses, for ease of use on the web version.

e) In general, the overall number of handouts per course, should be as low as is reasonably practicable, especially given the demands of George Square lecturing.  Distribution costs and levels of student confusion are greater if the frequency of handouts is high, especially on lecture-based courses.  On many courses, whether organised on a lecture or seminar basis, it is good practice to assemble handouts to cover a 'block' of teaching which might be several weeks or even the length of a semester.  Where this is possible, it has advantages in terms of convenience and practical benefits for teachers, students and the Teaching Office/Postgraduate Office.  Course Organisers have a primary responsibility for identifying opportunities for the consolidation of handouts in this way. 
f) All handouts on all courses must, at least in their final stages of production, be processed by the Teaching Office/Postgraduate Office.  This is essential for the purposes of distribution and course audit.  It is also essential that, as a first point of contact for students, the Office staff have full information on course documentation.

g) It is, therefore, the responsibility of Course Organisers to ensure that the text of all handouts (whether in need of typing, reformatting or simply copying and distribution) reaches the Teaching Office/Postgraduate Office in good time.  In the case of initial handouts, delivery to the Teaching Office/Postgraduate Office should be at the same time as the Course Handbook.  Later handouts must reach the relevant office AT LEAST TWO WEEKS in advance of distribution, where the Printing Office is to be involved i.e. all large classes.  Please be considerate and do not demand photocopying at the last minute.  Even if the preparation of much of the handout material is left to individual course teachers, final responsibility must lie with Course Organisers, and considerations of consistency and efficiency as well as timetabling of production point to the advantages of the block preparation of handout material well in advance and under the co-ordinating hand of the Course Organiser.  Teaching Office/Postgraduate Office staff cannot be expected to remind Course Organisers of the timetable required and they cannot be expected to achieve last-minute miracles.  Above all, they must not be left to field enquiries from students about handouts promised but not yet available.  If production problems are anticipated, please warn the office staff.

h) The distribution of handouts is a divided responsibility.  Distribution at class meetings is a matter for course teachers.  The Teaching Office/Postgraduate Office will ensure that (i) the handout is placed on the Course Website (see paragraph 6 below); (ii) a copy is sent to the Law Library; (iii) a copy is placed on the course audit files; (iv) a copy is sent to each teacher/tutor on the course, and (v) (in the case of large lecture handouts) a limited number of copies are placed on the shelves outside the Teaching Office.  Once distribution of paper copy handouts has been effected, students should be told that they will only then be available only from course websites, and NOT from the Teaching Office/Postgraduate Office. 
i) All standard handouts must be made available without charge to all students registered on all courses.  University policy is not to charge for materials which are “essential course materials” or part of the “core provision”.  There is, however, no problem with charging (on an “at cost” basis) for optional supplementary materials where this is beneficial to students.  Quite apart from this question of principle, charging for course materials raises significant practical difficulties and Course Organisers are requested to liaise closely with Teaching Office/Postgraduate Office staff to work out how to handle the processes of distribution of materials and collection of cheques with the greatest efficiency and least disruption to other work of the Office.

5.3
Course Packs

“Course Packs” involving the reproduction of a limited amount of copyright material may be created for distribution to classes.  The blanket licence which the University has in respect of each full-time student has an element covering this form of reproduction. Details of how to use the “E-Reserve” facility to make course readings available electronically to are in “Making reading materials available to students electronically in the School of Law”, available in the “School Documents” section of the website. This involves the scanning of materials by Library staff which can then be accessed by students in the “E-Reserve” section of the School website.

6.
COURSE WEBSITE
6.1
Course Organisers have responsibility for overseeing the development of the Course Website.  This should include: (a) basic introductory material on every course; (b) the Course Handbook and (c) all other course handouts/documentation issued to the class at large, including e.g. tutorial material, question papers for class/assessed essays.  Reading material may now also be scanned and put online (see paragraph 5.3 above for more details). Where lectures have been recorded, an archive of all of the current year’s recordings is also placed on the website. 
6.2
The Teaching Office/Postgraduate Office will ensure that the standard introductory material and Handbook are entered and will update with other documentation when this is distributed (see paragraph 5 above).  Course Organisers should make periodic checks on the availability of the material and should check that the students themselves are not experiencing any difficulties with access.  The website is an excellent means of communication for new developments, events and announcements, including examination dates and formats. It is possible also to upload media files, including podcasts, and to run course quizzes, for instance.
6.3
Course Organisers should be aware of the FORUM facility on course websites which enables streams of discussion to develop.  Whilst not every question posed by a student need be taken to demand a staff response, Course Organisers should monitor the use made of the FORUM periodically (alternatively, this responsibility may be delegated to one of the tutors).  Student users of FORUMS are warned that login data will be traceable – even though messages may appear anonymously on the site. 
7.
CLASS REPRESENTATIVES
7.1
Elected class representatives perform important functions in courses at all levels in the School.  They are an essential element in course monitoring as part of the audit process (see paragraph 35 below).  More informally, they can provide a useful means of communication between the Course Organiser (and other course teachers) and the class as a whole.

7.2
The Course Handbook should contain a reference to the role of class representatives, the need for them to be elected in the first two weeks, and encouragement to members of the class to use class representatives to communicate (with greater anonymity) with course teachers.

7.3
At least two representatives must be elected by the class within the first two weeks (third week for postgraduates) of the course.  The election process is a matter for the class itself (with an additional member nominated in the case of the large ordinary classes by members of the Law Students Council).  It is, however, for the Course Organiser to help by ensuring that the elections happen (working, if necessary, through the course teacher for the time being) and to report the names of the representatives to the Teaching Office/Postgraduate Office.  This is a process which, FOR ORDINARY CLASSES, is assisted by the participation of the LSC. They will contact Course Organisers to propose arrangements for elections to be conducted by them – probably at the end of lecture 3 or 4. The Teaching Office/Postgraduate Office will report the names of all class representatives in the School to the Law Students Council and will place a list of class representatives on the notice board.

7.4
Meetings with Class Representatives

Course Organisers (and other course teachers) should encourage ad hoc communication between class members and course teachers by way of the class representatives on matters of concern whether in relation to lecturing, access to course materials, in response to a new teaching initiative or whatever.

More formally, however, and as an essential element in the audit process, the Course Organiser must ensure that the minimum number of 'official' meetings with class representatives takes place. 'Full' courses at all levels require two such meetings: the first normally in the last week or two of semester 1 and the second in the last week or two of teaching on the course.  One semester  courses require only one meeting.  The meetings are to be arranged, chaired and minuted by the Course Organiser (or by a nominated course teacher).   On the student side, every effort should be made to ensure attendance by both class representatives and Course Organisers should offer sufficient timetabling flexibility to enable this to happen. (Minimum attendance at these formal meetings is, therefore, three.  It can, however, be useful to arrange at least one meeting especially in large lecture-based courses on a broader basis with more staff members and more students - e.g. tutorial representatives supplementing the basic two class representatives.)  

Course Organisers should ensure that, once the date of a meeting has been fixed, this is announced to the class as a whole with a reminder of the identity of the representatives.  This may help the representatives themselves to gather in class views.  The agenda for meetings is not fixed but should be designed to ensure that any student (and indeed staff) concerns are aired.  Any aspect of the teaching and learning process may be raised - the syllabus and course content, the conduct of classes, course documentation, access to materials in the library and elsewhere, assessment etc.  It is important to note that these will be checked by the QA officer. At second meetings on full courses, it is good practice for the Course Organiser to run through the note made of the first.

Course Organisers (or their deputes) should remind the meeting at an early stage that the formal outcome will be a brief note or minute recording deliberations and outcomes, to be agreed and signed (by the representatives and Course Organiser), placed on the course audit file (see paragraph 35 below) and posted on the Teaching Office notice-board.  This should assist with giving structure to the meeting.  It may also be a reminder that "off-the-record" remarks (which may be useful to the Course Organiser) should be separately noted. 

8.
ORDINARY COURSES - LECTURES
8.1
At the first lecture the Course Organiser must ensure that:

· The Course Handbook is distributed (and reading encouraged), along with the initial handout

· Procedures for appointment/election of class representatives are announced

· Tutorial arrangements are reconfirmed

· Students who may need special permission to join the class should identify themselves (at the end)

8.2
The degree regulations provide that no student should be admitted to a course more than 3 weeks after the start of classes, without the special permission of the Course Organiser.

8.3
Course Organisers must ensure the distribution and collection of course questionnaires.

8.4
To assist with arranging for students with disabilities, Course Organisers should consult the School Disability Officer (currently Ms Anna Souhami).  Course Organisers who have reason to suspect that a student may be experiencing “dyslexic difficulties” are asked by the University Disability Office to encourage him/her to take a “Quick Scan Screening Test”.  Again, reference to the Disability Officer is required.

8.5
Course Organisers must ensure the timely marking of and provision of feedback to students on course work. (See further the School Feedback Strategy, especially on formative work). These deadlines will be monitored by the Teaching Office.
8.6
Standard forms of audio-visual equipment are available in the lecture halls.  Any special requirements should be discussed in the first instance with the Teaching Office/Postgraduate Office.

8.7
Recording of lectures in the lecture theatres in and around George Square is now standard practice, and lectures are archived on the individual Ordinary course websites. Course Organisers should ensure that all those delivering lectures in the course are aware of this arrangement. 

9.
ORDINARY COURSES - TUTORS & TUTORIAL ARRANGEMENTS
9.1
Much of the undergraduate teaching in the school at the pre-Honours stage currently relies heavily upon the combination of lectures and tutorials.  Tutorials are a very important element in our pre-Honours teaching.  The University produces a Code of Practice on Tutoring and Demonstrating (available at http://www.docs.sasg.ed.ac.uk/AcademicServices/Codes/CoPTutoringDemonstrating.PDF) which lists the responsibilities of Schools and the rights and responsibilities of tutors.
9.2
Appointment of Tutors 

Course Organisers have a vital role in the selection and recruitment of tutors.  There are two main procedures.  The first is to establish the overall extent and pattern of tutorial provision on the course – a process which is administered  by Carole Moore in respect of year one (15 tutorials per 40-credit course) and year two (16).  An estimate (again usually based on past experience) of the numbers of students expected can then produce the total number of tutorial groups needed.  These have to be allocated (a) to School staff nominated (following the normal process of consultation on teaching allocation) by the Head of School, Director of Teaching; and (b) to "external" tutors.  The allocation of tutorial provision to external tutors does, of course, have funding consequences and Course Organisers must ensure that their proposed external provision will indeed be achievable within the sum permitted by the Head of School.

            While the "appointment" of internal tutors involves no formality, the appointment of external tutors requires more formality.  Those persons wishing to apply for the post of an external tutor in an Ordinary course will require to complete and submit a formal application form available from the Teaching Office, as well as an up-to-date copy of their curriculum vitae. Potential tutors should therefore be asked to contact Carole Moore at the Teaching Office, preferably by email, in order to obtain the application form. 
Following submission of tutor application forms, the selection of suitable individuals is primarily a matter for Course Organisers in consultation with course colleagues and will, in many cases, involve the renewal in post of existing tutors.  IT IS ESSENTIAL THAT THIS PROCESS STARTS IN GOOD TIME.  Course Organisers (especially new Course Organisers working in collaboration with their predecessors) should approach new and continuing tutors in April or May with a view to securing the team they need.  In the case of intended renewals, student questionnaire returns should first be inspected and any other evidence not only of competence but of reliability borne in mind.  In particular, the Teaching Office should be consulted.  That Office has a working knowledge of tutorial cancellations and postponements and other indications of tutor reliability.  The Teaching Office may also be a good source of names of tutors employed on other courses and who might wish to extend their offering.  Potential first-time tutors are informed on the application form of what may be expected of them in terms of preparation (whether or not including preparation of handouts), tutorial hours and assessment or written work.

External tutors selected by course organisers and who are to be employed by the School will receive a formal offer of employment to which they must respond.  This stage is the responsibility of the Head of School/Director of Teaching and is managed by the Teaching Office. The contract specifies the number of tutorial hours to be undertaken and the rate of pay.  Tutors are paid on receipt by the Head of School’s secretary of timesheets.

9.3
Tutor Training

The School organises seminars for (new) tutors.  Other opportunities for tutorial training are offered by the University’s Institute for Academic Development (see http://www.ed.ac.uk/schools-departments/institute-academic-development). In addition Katy Macfarlane will in 2011/12 act as academic mentor to Ordinary course tutors in the School. 
            It is recommended that, at the start of the semester in which the course is offered (or at the start of each semester in the case of session long courses), Course Organisers organise a group meeting for all tutors in their course. All tutors should be expected to attend any such  meeting. Such a meeting provides a useful opportunity to issue to tutors essay titles, guidance about answers and the common marking criteria, and guidance about how to deliver feedback to students. If no meeting of this type is held, Course Organisers must ensure that all such information is delivered to their course tutors by some other means.
9.4
Tutorial Organisation (1)

Tutorial teaching must be taken seriously.  For most students, especially in the first year, tutorials represent one of their most important teaching experiences.  Tutorials are their opportunity to meet staff and fellow students at close quarters and engage in structured discussion.  The success of tutorials very much depends on the ability and enthusiasm of individual tutors but a supportive environment is essential.  Tutors and tutees depend on organisation which is able to give some autonomy to individual groups but which is also efficient and fair.  Students are rightly sensitive to inequitable treatment.  The key is good organisation and efficient co-ordination by the Course Organiser.  Course Organisers must ensure that tutors are fully aware of the aims and objectives of their courses, and should consult with tutors regularly (say, once a semester) about the realisation of these aims and objectives.  Good communication with tutors, both internal and external, is essential.  Course Organisers must also keep the Teaching Office informed about the structure of tutorial provision on their course.

9.5
Tutorial Organisation (2)
In the beginning-of-year letter and subsequently (generally through meetings), tutors must:

· Be informed of the purpose and structure of tutorials on the course

· Receive guidance on what is expected of them in the conduct of tutorials and the setting, marking and punctual return of and provision of feedback on written work

· Receive guidelines on the extent to which they must produce their own handouts or use general tutorial handouts

· Receive clear guidance on the rules of assessment on the course (the Course Handbook should be sufficient)

· Receive clear guidance on the extent to which they may or may not assist students in the planning of assessed written work

· Receive all course documentation

· Be asked to monitor attendance at tutorials closely and report to the Teaching Office absences of two tutorials in succession or recurrent absences.   Such absences are reported by the Teaching Office to the Student Support Officer.

· Be prepared to provide a brief final report on each tutee if requested by the Course Organiser.

9.6
Tutorial Organisation (3)
Whilst some flexibility in tutorial approach is to be encouraged, tutors must be reminded that they are part of a team committed to the provision of a sound teaching product across the board; 

· Tutors must attend at the prescribed times and give advance notice to students (e.g. at the previous tutorial), the Course Organiser and the Teaching Office of the need to adjust the time of a particular meeting.  Tutors, (especially external tutors) need to be reminded of the very great disturbance caused by last-minute attempts to postpone a tutorial.  An entire group can rarely be expected to attend at an unfamiliar time.  Finding a new room and giving notice to affected students is a complicated task for the Teaching Office.  If a tutorial is to be brought forward to an earlier date/time, both the Course Organiser and the Teaching Office should take every possible step to bring this to the notice of students, including announcements in lectures.

· Tutors must be informed of the rules about student transfers between tutorials (see paragraph 9.8 below)

· Tutors (especially internal tutors) should avoid conferring benefits (e.g. “revision” or other additional tutorial meetings or privileged access to books or other materials) which are not being made generally available. 
Course Organisers must monitor tutors’ marking especially where it relates to summative marking in the course. In formative assessment, Course Organisers should cast an eye over tutors’ marking to ensure equality.

9.7
Formation of Tutorial Groups
One of the most demanding tasks imposed on the Teaching Office is the creation of the tutorial groups from the large lecture classes.  It is a process in which Course Organisers must assist.  The Course Organiser must help the Teaching Office to assemble the list of tutors and the hours at which their tutorials will be offered.  The mechanics of the allocation of students to tutorial groups are that students are assigned to groups in a process of online application. 
9.8
Tutorial Transfers

The transfer of students between tutorials must be kept to a minimum.  It must be made clear to tutors and students that transfers can be made ONLY in exceptional circumstances and with the permission of the Course Organiser.  The Teaching Office has a 'transfer form' which students may complete but transfers can take effect only if the Course Organiser agrees.

9.9
Teaching Office Tutor Support

The Teaching Office Tutor Cupboard has been established.  It contains individual pigeon-holes for all external tutors, facilitating communication between the Teaching Office/Course Organisers and tutors.  Access is by a number-coded lock.  External tutors are supplied with blank name cards (for tutors) and white-board pens.
9.10
Tutors and Course Team Meetings/Review

It is good practice to involve tutors in the review of the course for audit purposes.  Their views should be invited, whether at meetings or otherwise.


The holdings of such meetings should be recorded on the course audit file.

10.
HONOURS SEMINARS
10.1
Course Organisers must check the names of students attending the class against the list supplied by the Teaching Office.  Additional students must not be admitted to the course (even if the class is not up to the quota limit) without checking the position with Liz Mack in that Office.

10.2
The Course Handbook and other documentation should be prepared and distributed as in paragraph 5 above.

10.3
All essay titles in Honours courses must be distributed to members of the class in week 1 of semester 1. 

10.4
Class representatives must be appointed and meetings arranged.  See paragraph 7.
10.5
Attendance at seminars should be monitored. Course organisers should ensure that absences of two tutorials in succession or recurrent absences are reported to the Teaching Office, which will then inform the Student Support Officer.
10.6
Course Organisers must ensure the distribution and collection of course questionnaires (see paragraph 31.2).

10.7
As for paragraph 8.5 above (disability).

10.8
In all Honours courses offered by the Law School some sort of formative course work must be set, and feedback given on this. Course Organisers have discretion as to what form such formative work should take. This formative work should be issued (e.g. in the case of essays) or conducted (e.g. for class presentations) at some point during semester 1. This work is to be assessed by the relevant person and feedback on it returned to students by the end of week beginning 5th December. Formative course work in Honours courses is, from the point of view of the students, optional: they may choose to participate in it, or not.
11.
THE HONOURS, LLM & MSc DISSERTATION

11.1
Guidance on the LLB dissertation, including selection of titles, supervisors, and the holding of supervision meetings is published on the School Documents section of the Law School website. 
11.2 
LLM and MSc students are advised to choose both an appropriate dissertation topic and supervisor, with assistance, as necessary, from their Programme Director.  They are encouraged to agree a sensible timetable with their supervisor. Colleagues should consult the University’s Code of Practice for Taught Postgraduate Students for an outline of the responsibilities of both students and supervisors.

12.
LLM/MSc SEMINARS
12.1
As most LLM and MSc courses run over one semester only, Week 1 will in most cases be a ‘normal’ teaching week. Students are still free, however, to attend more than three classes if they wish, as final course selection decisions do not need to be made until the end of that Week. 

Students wishing to take an LLM class that is likely to be over-subscribed (these classes are normally easily identifiable by a combination of history and impressions from the first class meeting) must add their names to a sign-up sheet to be posted outside the Postgraduate Office and they must do this by the end of Week 1 – it is the responsibility of individual course organisers to request that a sign-up sheet be posted for his/her course in any given year. This sheet has two columns: one for students registered for an LLM ‘attached’ to that course, the second column for all other students. Course organisers retain discretion to limit class size to 25. The same rules apply both for limiting class size to 25 where course organisers wish to do so and where fewer than 25 students attached to the relevant LLM programme(s) wish to take the course but more than 25 students wish to take the class in total. In both of these situations, students should complete a class application form (which can be obtained from the Postgraduate Office and which Course Organisers may wish to distribute at the first meeting of the class). Priority should be given first to students registered for the nominate LLM to which the course is attached; then to students registered for the general LLM and also students from other Schools with which the Law School has reciprocal arrangements; only then to students registered for other nominate LLM programmes.

12.2
The Course Handbook and other documentation should be prepared and distributed as in paragraph 5 above.

12.3
Class representatives must be appointed and meetings arranged.  See paragraph 7.

12.4
Attendance at seminars should be monitored.

12.5
Course Organisers must ensure the distribution and collection of course questionnaires.
12.6
As for paragraph 8.5 above (disability).

12.7
As for paragraph 8.6 above (prompt marking and provision of feedback on course work).
13.
STUDENT ASSESSMENT - GENERAL
13.1

The notes which follow are intended to provide a Law School gloss on the University’s Taught Assessment Regulations (available at http://www.docs.sasg.ed.ac.uk/AcademicServices/Regulations/TaughtAssessmentRegulations.pdf); and Code of Practice for External Examiners of Undergraduate and Taught Postgraduate Programmes (at http://www.docs.sasg.ed.ac.uk/AcademicServices/Quality/QA/Ext%20examiners/CoPExternalExaminers.pdf).  The Regulations in particular provide rules binding upon all parts of the University and these notes apply those rules to the circumstances of the Law School.  If any ambiguity of interpretation arises, it is the University’s rules which prevail. These notes are selective in their coverage and are intended merely as a practical guide.
13.2

At some points, the operation of the assessment rules may be affected, in the case of individual students with a disability, by the implementation of special provision in accordance with their ‘learning profiles’.

13.3

It may be necessary to supplement these notes with notice of more detailed arrangements as the year proceeds and to take account of any revised instructions from the Registry. There will, in any event, be additional guidance issued by the School’s Director of Examinations nearer the time of the exam diets.
14.
PROMULGATION OF RULES ON STUDENT ASSESSMENT

14.1
A clear indication of the rules of assessment on the course must be given in the Course Handbook.  It is vital that the students know (or at least have access to, and therefore be deemed to know) the rules about what student work is assessed and how. For LLM and MSc students, programme handbooks must also outline the progression, degree and distinction regulations; to ensure consistency across the taught programmes, a common text will be provided by the Postgraduate Office.

14.2
The circulation of the Course Handbook should also ensure that the whole course teaching team (including tutors) are fully informed.  Teaching staff should be advised to refer any questions involving interpretation of the assessment rules to the Course Organiser.  Informal guidance on the probable structure of examination papers should be avoided.  Conflicting signals must not be given.

15.
BOARDS OF EXAMINERS AND THE APPOINTMENT OF EXAMINERS

15.1
In the School of Law there are constituted annually the Board of Ordinary Examiners, the Boards of Honours Examiners (including combined Boards) and the Board of LLM/MSc Examiners. Basic procedures for the nomination of examiners by Course Organisers are set out in paragraph 4 above.  In order to meet the mid-January deadline for the submission of the names of examiners to the College, all names should be approved by the November meeting of the Law School and will be requested by the Head of School in advance of that meeting.  It should be remembered that Boards of Examiners may also be required for subjects not taught in the current year (e.g. where permission to retake a degree examination has been extended in an Ordinary course which curriculum reorganisation has brought to an end or which is, for some other reason, not offered).

15.2

Course Organisers should make early contact with their external examiner.  External examiners receive from the School Office, in addition to their letter of appointment or of extension of appointment, a copy of the University’s Code of Practice (on External Examiners), a copy of the Examination Regulations and Guidelines, a copy of the School Programme and/or Postgraduate Programme, and information about payment.  (The letter also makes the examiner’s fee conditional on receipt of an annual/final report).  The Law School also supplies external examiners with a statement of relevant dates and informs them that they may expect to receive further information and guidance from Course Organisers 

16.
ASSESSED ESSAYS (ALL LEVELS)

16.1

The timetable for the publication to students of topics/instructions for assessed essays and for their submission should be set out in Course Handbooks.
16.2

Honours Course Organisers are reminded that the normal maximum credit for an essay is 33.3% of the total course credit and that the normal maximum length of an assessed Honours essay is 15 pages.  
16.3
ALL HONOURS ESSAY TITLES SHOULD BE APPROVED AND ISSUED TO STUDENTS IN THE SEMINAR HELD IN WEEK 1 OF SEMESTER 1. The date for submission to the Teaching Office will Monday, 9 January 2012, by 4 pm. 

LLM and MSc assessment topics must be submitted to the Postgraduate Office, which will send them for approval to External Examiners, no later than 3rd  October 2011 for semester one topics, and no later than 30th  January 2012 for semester two topics.
Dates for the submission of LL.M and MSc essays are prescribed as follows, recalling that all assessments must be submitted electronically:

First Essay – by 4pm on Wednesday 4th  January 2012.

Second Essay – by 4pm on Tuesday 24th April 2012.

Submission dates for any additional or atypical assessments must be clearly stated in all course handbooks.

16.4

The essay topics/instructions must be approved by the external examiner.  Course Organisers should, in advance of submitting the topics/instructions to the external examiner, seek to ensure the widest possible consultation with other internal examiners and a shared scrutiny of the final version of the text.

16.5

In respect of Honours essays a template containing model instructions has been pre-prepared and is available from the Teaching Office. It includes:

· The question(s)/problem(s) to be answered.

· Notice that the essay is to be anonymously marked and, therefore, to be identified by examination number only.

· Required page length and statement on formatting. The School (undergraduate) statements on “Length of essays” and “Page format of essays” must be distributed.  They are as follows:

“Length of essays

The essay/s
 will be of no more than [X] pages in length. This limit includes footnotes or endnotes. Footnotes should be used in preference to endnotes where possible. Bibliographies and lists of cases or other sources are not included within the page limit. 

(NB please see document circulated to LLM and MSc course organisers for wording re length of postgraduate essays. The relevant limits for postgraduate courses are expressed in terms of words and not pages).
The proper use of footnotes is for citation or referencing. They are not to be used to make substantive points. Such substantive points should appear in the body of the essay.

Page format of essays
Essay/s submitted as part of the required course work are to be in the following format:

Paper:


A4 size, Portrait form

Font:


Times New Roman

Font size:

12

Margins:
All 1 inch (2.54 cm).

Line spacing:

1.5

Footnotes/endnotes 

font size:

10

Page numbering:
All pages should be numbered in the following style: “Page x of y” where x represents the current page number, and y the total number of pages. Such numbering should appear either at the very top or very bottom of each page.

It is your responsibility to check that the above settings have been used when formatting your work, as these settings may not be the default settings for your computer.”

· A warning against plagiarism. 
· Time, date and place for submission of the essay - the Teaching Office for undergraduate courses (as well as electronically via Ease), electronically for LLM and MSc courses   (Please consult the Teaching Office before setting the time and date.  This Office often prefers, if possible, to stagger dates of submission to avoid confusion at busy periods.  It also, for the same reason, prefers submission within certain hours on a fixed date rather than on a “by not later than” basis).

· Notice of the penalties for late submission. The School rule, the text of which should be clearly reproduced in Course Guides, is as follows. The first version is for all undergraduate courses, the second for LLM and MSc courses:

UNDERGRADUATE COURSES RULE 

“Due date for submitted work and penalties for late submission

            The penalty for work submitted late shall be FIVE MARKS for work submitted after the prescribed deadline but before 5 pm on the next day, with a further 5 marks for EACH FURTHER DAY OR PART THEREOF LATE. After 5 pm on the fifth day following the day of the deadline, A MARK OF 0% WILL BE RECORDED. For example, assuming a deadline of Thursday at 4 pm, work handed in before Friday at 5 pm, and initially assessed at 60% will receive a mark of 55%. The fifth day after the day of the deadline is the following Tuesday, so work submitted after 5 pm on the following Tuesday will receive 0%. On weekends and public holidays, the time of electronic submission is the relevant time for penalty purposes, provided that the paper versions are handed in to the Teaching Office by 10 am on the next available working day.”
             LLM / MSc COURSES RULE 

“Due date for submitted work and penalties for late submission

            Course assessments submitted later than the specified deadline will receive a penalty. The penalty for work submitted late shall be FIVE MARKS for work submitted after the prescribed deadline but before 5 pm on the next day, with a further 5 marks for EACH FURTHER DAY OR PART THEREOF LATE. After 5 pm on the fifth day following the day of the deadline, A MARK OF 0% WILL BE RECORDED. For example, assuming a deadline of Thursday at 4 pm, work handed in before Friday at 5 pm, and initially assessed at 60% will receive a mark of 55%. The fifth day after the day of the deadline is the following Tuesday, so work submitted after 5 pm on the following Tuesday will receive 0%.”
            For both undergraduate and postgraduate courses, the following text should also then follow:

“Where a student is aware in advance of special circumstances which will prevent him/her from submitting assessed work timeously, he/she may request in writing an extension of the due date from the Director of Examinations [Director of Postgraduate Examinations for LLM/MSc courses]. Such an extension, and the length of any extension granted, shall be at the discretion of the Director of Examinations [Director of Postgraduate Examinations]. Where such an extension is granted, assessed work submitted within the extended period for submission will not attract a penalty. Where a student fails to submit a request for an extension to the Director of Examinations [Director of Postgraduate Examinations] in advance, the student may nonetheless inform the Director of Examinations [Director of Postgraduate Examinations] in writing of any special circumstances which prevented him/her from timeously submitting assessed work. In such a case, the Director of Examinations [LLM/MSc Board of Examiners] may at his/her/its discretion reduce any penalty which has been applied for late submission in whole or in part. In no circumstances will any special circumstances affecting late submission of assessed work be considered after marks have been finalised by the Board of Examiners. Students should take note that Course Organisers do not have authority to grant extensions to deadlines for submitted work and that requests for an extension should not be submitted to Course Organisers.”
- N.B. The above stated consequences for late hand-in of work are formally prescribed for all courses and must not be contradicted (e.g. by a threat that a late essay will not be marked.)   Adjudication on late submission (or a student application to submit late) is handled, in the School of Law, by the Director of Examinations (or Board of Examiners in conjunction with the Special Circumstances Committee for postgraduates). In the use of a mark reduction because of late submission, the original unreduced mark should be recorded by the School and the student informed of it.

            For postgraduate students, provisional grades only should be noted until after the interim Board in June (after which all students will receive their final numerical marks for each course).

· Reminder of % of total marks the essay carries.    



· Notice that the essay (as assessed material) will not be returned to the student, but students should be encouraged to keep copies of their own work; and, where appropriate, that a “feedback sheet” will be returned.   At the undergraduate level, this includes all non-final year essays.  In LLM/MSc courses, we have a commitment, in the case of assessed work submitted earlier in the academic year, to provide an opportunity for the student to discuss his/her performance with the Course Organiser or other course teacher.

16.6

In addition to adjudicating on the late submission of in-course essays, the Director of Examinations also adjudicates, in the case of Ordinary courses, on whether a student may be permitted not to undertake the assessment at all –and, if so, that the course should be assessed on the basis of the degree examination alone.



16.7
The standard mechanism for the submission of undergraduate essays in Ordinary courses by students is by delivery to a named box in the Teaching Office and signing a pre-prepared list of candidates.  In the case of Honours essays,  a paper copy is submitted in the relevant box outside the Teaching Office using a swipe-card submission system installed for that purpose; in addition, an electronic copy is uploaded to the School server for ‘Turnitin’ checking purposes. Any LATE submissions are stamped by the Office with the date and time.  Course Organisers should check essays received against the list and with reference to any permissions granted by the Director of Examinations to submit late. 

            Electronic submission of essays in LLM/MSc courses is required. LLM/MSc students should be provided by Course Organisers in the Essay Instructions with the URL through which their essays are to be submitted via EASE. 
16.8

It is for Course Organisers to arrange for the marking of essays.  In the case of LLM/MSc essays, rules on “double-marking” have been laid down:  Essays and Dissertations must be either (i) assessed by two separate internal examiners, with the external examiner playing only a monitoring role; or (ii) assessed by a single internal examiner and then by the external examiner (with internal marks and comments in a separate envelope).  At other levels, no rules are formally prescribed, though double marking is also strongly recommended for Honours essays too.  

17.
LLM/MSc DISSERTATIONS

LLM and MSc dissertations are marked by two internal examiners (one of whom is normally the supervisor) and an external examiner. All three examiners should complete a copy of the relevant University form which will be supplied by the Postgraduate Office when dissertations are distributed for marking.


18.
LLB DISSERTATIONS (See also paragraph 11 above.)
18.1 
Two internal examiners and an external examiner are appointed for each dissertation on the nomination of the Director of Teaching.

18.2

In 2011/12, dissertations (two copies) are to be submitted by 28 March 2012). The procedures are detailed in the document “Dissertation Guidance 11/12” available from the online School documents webpage.
18.3

They are then distributed (with cover sheet) to the first marker who passes the essay on to the second marker. 

18.4

Following a meeting of the internal examiners if necessary, the dissertations are returned to the Teaching Office and posted out to the external examiners. For feedback regarding the dissertation, see the document “Dissertation Guidance 11/12”.
19. 
SETTING DEGREE EXAMINATIONS

19.1

Course Organisers are responsible for setting examination papers in accordance with instructions (especially as to an operational timetable and security) from the Head of School.

19.2

It should be remembered that it will usually be necessary for Course Organisers of Ordinary courses withdrawn from the curriculum to make arrangements for setting and marking examinations in the following year.

19.3

Detailed rules governing the secure holding of examination papers (whether by Schools or by the Examination Office) are issued by the Registry later in the year. The following dates are prescribed in the Law School for the completion of the examination setting process up to the point at which the final version of the paper has been approved by the external examiner and delivered to the Teaching Office:

1. For December examinations (including resit papers) 14 October 2011.
2. For all Ordinary courses (BOTH April/May and resit papers) 19 March 2012.
3. For all Honours and LLM/MSc courses 19 March 2012.
20. 
EXAMINATION PAPER STYLE AND SCRUTINY

20.1

The cover sheet of question papers should run:

· University of Edinburgh

· College of Humanities and Social Science

· School of Law

· subject e.g. Legal Reasoning and Legal System

· date and hours of the examination

· name of the Convener of the Board of Examiners and the External Examiner

· any instructions to candidates thought necessary (including e.g. instructions about materials that may be brought into the examination room) 

· the statement “Candidates are permitted to make use of foreign language dictionaries”.

· the statement “This examination will be marked anonymously”

· the statement “All questions on the paper are of equal value” or other such statement

Within the paper, the instructions “TURN OVER” and “END OF QUESTIONS” should be inserted as appropriate.

The final version of the paper should be prepared/checked for appropriate style by the Teaching Office/Postgraduate Office.

20.2
Drafting/Scrutiny/Approval of Examination Papers
It is for the Course Organiser to organise the internal drafting and scrutiny of the examination paper and its submission to the external examiner for approval.  It is ESSENTIAL that Course Organisers involve all other internal examiners in assembling the paper and in the scrutiny of the paper as a whole.  Such scrutiny should be of the form and content of individual questions; of the balance and consistency of the paper as a whole; and of typographical matters.  It must not be left to external examiners to identify and expose errors.

It is good practice to establish the scrutiny of several papers (including papers at different levels) by their examiners across a cognate group of subjects.  In particular, Course Organisers who are sole internal examiners should ensure the scrutiny of their papers by colleagues responsible for related courses.
Great care should be taken with the construction of an examination paper involving a complex scheme of mark allocations and thus a complex spreadsheet for the marks.  Liaison with the Teaching Office is essential. 
20.3
Course Organisers may usually expect to use the Teaching Office/Postgraduate Office for assistance with communication with external examiners.  If Course Organisers choose to deal directly with external examiners, please ensure that the Teaching Office/Postgraduate Office is informed.  If letters are written and signed within the Teaching Office/Postgraduate Office, they should make clear to the external examiners that communications on matters of substance should be with a named internal examiner.

20.4

No drafts of examination papers (or comments on drafts) should be transmitted between internal examiners, the Teaching Office/Postgraduate Office or external examiners by e-mail  (except where “password protection” is used) or by fax.

General notices about examination dates, times and places are delivered via MyEd.  Subject specific notices (e.g. as to the scope of the exam) are not required but may be posted, at the discretion of Course Organiser.

21.
DELIVERY OF EXAMINATION PAPERS TO EXAMINATION HALL

The Head of School is required to nominate a member of staff to deliver question papers (and any other examination materials) to the invigilators at the examination hall 30 minutes prior to the commencement of the examination. In the Law School the nominated person is the Course Organiser.

22.
INVIGILATION AND AVAILABILITY OF STAFF DURING
EXAMINATIONS

Invigilators for degree examinations are provided from a central pool of temporary staff.  However, a member of the academic staff has to be nominated to be available by internal telephone within the School for the first 30 minutes of the examination “should questions be raised about the context or format of the paper”. A note of the name and number must be given to the invigilators.  Subject to any other arrangement agreed by the Course Organiser and a colleague, this responsibility falls to the Course Organiser.   
23.
COLLECTION OF EXAMINATION SCRIPTS

23.1

Subject to the special arrangements for the August diet (see below), it is for Course Organisers to arrange for script books to be collected from the invigilators at the finish of the examination. Staff should arrive punctually and should count the scripts.  They should then take the scripts to the Teaching Office where they (and the “yellow forms”) are checked against examination lists (and against the list of special needs students whose scripts follow later).  

At resit examinations in August, different arrangements apply. Addressed envelopes large enough to accommodate the scripts should be left by the Course Organiser with the invigilators at the start of the exam.   If the scripts are to be collected (FROM THE EXAMINATION OFFICE, NOT THE EXAMINATION ROOM and at least 20 minutes after the end of the exam) the envelope should be marked “TO BE COLLECTED”.   If they are not to be collected, the envelope will be forwarded to the Law School.
24.
MARKING OF SCRIPTS
24.1  
Course Organisers should make arrangements, in advance of the written examination, for the allocation of marking responsibilities, the extent of double-marking and cross-checking by examiners, and the marking time-table.  The time-table must take account of the final date for the delivery of results, as prescribed annually by the Chairman of the relevant Board of Examiners.   It is essential that these deadlines are met and it is the responsibility of Course Organisers to ensure that the highest priority is given to marking duties.

24.2 
Marking time-tables must, as appropriate, take account of (a) the need for the integration of marks for assessed essays; and (b) the involvement of external examiners. 

24.3 
Marking Schemes
The common University marking schemes must be used, supplemented by the marking descriptors adopted by the School. 

The marking scheme and grade descriptors for Ordinary and Honours examinations and the LLB dissertation can be found in the School Documents section of the Law School website. 
The marking scheme for taught postgraduate programmes can be found at para 8.1.1 of the University’s Code of Practice for Taught Postgraduate Programmes (at http://www.postgrad.ed.ac.uk/MASCODE/Default.pdf) and is reproduced below as follows: 

	Assessment of the postgraduate taught component

Mark %                Grade                Description

90-100                     A1    )              

80-89                       A2    )              An excellent performance, satisfactory for a distinction

70-79                       A3    )

60-69                       B                     A very good performance

50-59                       C                     A good performance, satisfactory for a masters degree

40-49                       D                     A satisfactory performance for the diploma, but inadequate for 

                                                        a masters degree

30-39                       E                      Marginal Fail

20-29                       F                      Clear Fail

10-19                       G   )                  Bad Fail

0-9                           H   )



	Assessment of the postgraduate dissertation component

Mark %                 Grade                Description

90-100                     A1                    

80-89                       A2                    An excellent performance, satisfactory for a distinction     

70-79                       A3 

60-69                       B                      A very good performance

 50-59                      C                      A good performance, satisfactory for a masters degree

 40-49*                    D                      A satisfactory performance for the diploma, but inadequate for 

                                                         a masters degree

30-39**                    E                      Marginal Fail*** 

20-29                        F                      Clear Fail***

10-19                       G                      Bad Fail*** 

0-9                           H 

* A mark of 47 – 49 may be used to denote the possibility that, in exceptional cases, by minor revision the work may be upgraded to Masters standard. Taught masters dissertations are not normally open to revisions as they are a summative examination medium. 

** A mark of 37 – 39 may be used to denote the possibility that by minor revision the work may be upgraded to diploma standard 

*** In those programmes where a diploma may be awarded for the taught component only, a failed dissertation may be put aside and the diploma awarded. The time allowed for revision is not more than ten working days. 


Colleagues are reminded that, in both undergraduate and postgraduate marking, use should be made of the full range of marks, as appropriate: very good scripts should receive very good marks, and very poor scripts should receive very poor marks. The deliberate bunching of marks within a narrow range should not occur.

25.
PLAGIARISM

25.1  
The University’s rules on ‘Plagiarism and Cheating’ are set out in the University’s Taught Assessment Regulations (at http://www.docs.sasg.ed.ac.uk/AcademicServices/Regulations/TaughtAssessmentRegulations.pdf) at para 24. Information on academic misconduct and plagiarism, and how such cases will be handled,

I
is provided on the Academic Services website (at http://www.docs.sasg.ed.ac.uk/AcademicServices/Discipline/StudentGuidanceUGPGT.pdf).
25.2   
Because of the importance of the consequences of plagiarism and cheating, it is vital that the University’s Taught Assessment Regulations be followed.  The University defines plagiarism as “the act of including in one’s work the work of another person without providing adequate acknowledgement of having done so, either deliberately or unintentionally.”  Plagiarism, at whatever stage of a student’s course, whether discovered before or after graduation, will be investigated and dealt with appropriately by the University. Where plagiarism is suspected, the Course Organiser should immediately inform the School Academic Misconduct Officer (currently Professor Cairns) and the Convener of the relevant Board of Examiners. More serious cases may then be referred for investigation to the College Academic Misconduct Officer.
. 
25.3
Students should be warned in Hons and LLM/MSc course guides, and by dissertation supervisors, that work previously submitted by them for assessment in another element of their degree programme may not be submitted again in the same, or substantially the same, form.

26.
SCRIPTS AND ESSAYS TO EXTERNAL EXAMINERS

26.1  
In conjunction with the Teaching/Postgraduate Office Course Organisers must arrange for scripts and essays, once marked internally, to be sent to the external examiner together with a copy of the question paper(s), the provisional mark sheet and an accompanying letter to include comments on the scripts/essays in general and/or selectively.  Especially if time is becoming short, a timetable for return of the material (or contact in advance of that) should be mentioned.

26.2

In the case of Honours and Masters level courses, ALL examinable material should be sent to the external. In the case of (large) Ordinary classes, an initial selection may be made but external examiners may request further scripts /essays at their discretion.

27.
ORAL COMPONENTS IN SUMMATIVE ASSESSMENT


Where spoken performance is included in summative assessment, (e.g. presentations, the Mooting Exercise conducted in Contract Ordinary tutorials, etc), recordings should be made where at all possible, e.g. using the facilities in the Moot Court Room. Where such assessment is carried out in tutorial groups, the Course Organiser should moderate all marks awarded to ensure consistency and fairness.
28.
EXAMINATION LISTS

The Registry sends examiners’ lists (for Ordinary courses) to Conveners of Boards prior to the degree examination concerned, and will continue to notify subsequent amendments to those lists.  Honours course lists and LLM/MSc lists are prepared by the Teaching Office and the Postgraduate Office respectively.
29.
MEETINGS OF BOARDS OF EXAMINERS

29.1 
Detailed provision is made for meetings of Boards of Examiners in the University’s Taught Assessment Regulations (at http://www.docs.sasg.ed.ac.uk/AcademicServices/Regulations/TaughtAssessmentRegulations.pdf).  

29.2  
Special Circumstances
Because illness and other special circumstances are matters for consideration by Special Circumstances Committees and the Examination Boards themselves, care must be taken not to break anonymity and “double-count” by considering illness etc. at a pre-Board stage. 

29.3  
Anonymity

Anonymity should be retained until, in the opinion of the Board of Examiners, the best interests of the candidates are no longer served.  Anonymity must be preserved throughout the pre-Board marking procedures.

30.
REPORTING RESULTS

30.1 
Marks must be notified to the Teaching/Postgraduate Office for transcription on to the examiners’ lists.

30.2

Provisional marks (for assessed coursework) may be released prior to confirmation by the Boards of Examiners but students must be advised that the marks are provisional and may be subsequently modified.

31.
COURSE AUDIT AND THE AUDIT FILE

31.1
Course Organisers have an important role in the audit process.  As the course proceeds, the Course Organiser must ensure that the relevant documentation is assembled - especially the minutes of meetings with class representatives. 
31.2
Course Organisers must ensure that arrangements are made for the completion and return of the class questionnaires.  These questionnaires should be collected by Course Organisers from individual staff pigeon holes, where they will be placed by the Teaching Office. Class time should be used for completion of the forms. Please return unused forms to the Teaching Office - do not leave them lying around, as they are expensive. Course Organisers should remind students of the need to complete these forms properly: it remains the case that too many forms are incorrectly completed.  The questionnaires should be returned (class representatives can assist) to the Teaching Office/Postgraduate Office for safe-keeping until the assessment  process is completed.

31.3
At that point, Course Organisers should write a report on the questionnaire returns (form available on the audit file).

31.4
Other audit requirements are listed in detail on the documents supplied with each audit file.  The point of these is to ensure that due account has been taken by Course Organisers of all items required for the audit process.

31.5
The general report on the course and “continuity sheet” should then be completed (taking account of material on the audit file and the views of teachers on the course - preferably involving a meeting for this purpose) and returned to the Teaching Office.  To give the Head of School/Director of Teaching sufficient time to complete the audit process, AUDIT FILES IN RESPECT OF 2010/11 MUST BE COMPLETED BY COURSE ORGANISERS IMMEDIATELY. Quality Assurance processes cannot be completed until all the audit files are returned.

31.6
It is the responsibility of the Course Organiser to ensure that, where there is a change of Course Organiser, a smooth transition occurs from the retiring to the new Course Organiser in terms of Quality Assurance matters. In particular, if a Course Organiser is aware that he/she will be going on sabbatical/ ceasing employment in the Law School at the end of a session, it is his/her  responsibility either to complete the course audit file before the sabbatical leave/departure from the Law School. 
32.
FEEDBACK TO STUDENTS

Course Organisers MUST ensure that feedback to students is provided in accordance with the University’s Feedback Standards and Guiding Principles (at http://www.docs.sasg.ed.ac.uk/AcademicServices/Policies/Feedback_Standards_Guiding_Principles.pdf).
            In Honours courses, such feedback takes the form of: a) comments on one item of formative assessment, to be returned to students by week 12 in semester 1; and b) the provision of the Feedback Sheets on summative essays/ coursework, to be returned by week 20 in semester 2. 

            In Ordinary courses, such feedback is provided by way of generalised comments by the Course Organiser on the examination performance of the class as a whole. Such feedback should be posted by the Course Organiser on the Course website as soon as is reasonably practicable following the meeting of the Board of Examiners at which marks are confirmed, and no later than three weeks following such meeting. Course Websites now have a separate Feedback Tab for such feedback, and comments by students.
Course Organisers are reminded that students on Ordinary courses now have the opportunity to review their exam scripts where they have passed the exam and to discuss this with the Course Organiser.  The process is set out more fully in the document at: 
http://www.law.ed.ac.uk/docs/1243_feedbackonordinaryexamsapril2011.pdf
For LLM and MSc courses Semester One marking should be completed by Wednesday 8th February 2012


Return of Semester One grades and feedback to students (NB by Postgraduate Office not individual course organisers/teachers – this will be done electronically but the gap between the date above and this one allows for resolution of queries) 
by Monday 13th February 2012

Semester Two marking should be completed by Wednesday 16th May 2012

Feedback will be returned after the work has been examined. Students wishing to discuss their performance in more detail should contact the course organiser to arrange an individual meeting.

33.
PROFESSIONAL DEVELOPMENT

The University’s Institute for Academic Development organises an annual forum for Course Organisers as well as other events publicised during the year. Details appear on its website: http://www.ed.ac.uk/schools-departments/institute-academic-development/learning-teaching

APPENDIX 1

TEACHING TIMETABLE 2011/2012 (UNDERGRADUATE)

September 
12-16 
Freshers’ Week/Induction Week
19 Start of Semester 1/Start of Teaching
October 

24
Reading week for Honours courses

December 
2
End of Teaching Ordinary courses 
December 
9
End of Teaching Honours courses

December
5-21 
Examinations



21
End of Semester 1

January

16
Start of Semester 2/Start of  Ordinary Teaching


23 
Start of Honours Teaching
March

23
End of  Honours Teaching
April 

6
End of Ordinary Teaching

April

30
Start of Exams

May

25 
End of Exams

	SEPTEMBER
	OCTOBER
	NOVEMBER
	DECEMBER
	JANUARY
	FEBRUARY

	COURSE ORGANISERS

	Ordinary resit SCC board

Ordinary resit exam board 

Semester 1 teaching begins

Honours essay titles to be issued
	Prepare papers for December diet degree exams 
	Prepare course handbooks for half courses starting in Semester 2


	Arrange meetings with class representatives

December diet degree and class exams


	Semester 2 

Teaching begins.
Mark Honours essays


	Set exam papers for April/May and August diets. 

Innovative Learning week. Return honours essays and feedback to TO.

	TEACHING OFFICE

	Send resit exam results to Registry 

Post course handbooks on the Website

Distribute course handbooks

Tutorial signup

Send out invitations for tutors’ seminar
	Copy exam papers for December diet degree exams


	Receive course handbooks for semester 2 courses and send to printers


	Prepare spreadsheets for December exams

Process exam marks
	Distribute course handbooks for Semester 2 courses

Process exam marks from Semester 1 half courses.

Online sign-up for Semester 2 half course tutorials 

Copy course questionnaires (first term half courses)  for distribution to students. Submission of  Hons essays
	Circulate information on exam arrangements to Course Organisers

Circulate provisional exam timetable

Send draft exam papers out

Prepare exam papers. Return honours essay feedback to students.


	MARCH
	APRIL
	MAY
	JUNE
	JULY
	AUGUST


COURSE ORGANISERS

	

	Arrange meetings with class representatives


	Exams

Mark exam scripts
	Exams

Mark exam scripts

Ord/Hons/ Boards of Examiners meetings
	Complete documentation for academic audit files

Provide Teaching Office with names of tutors for ordinary courses 


	Prepare course handbooks

Provide Teaching Office with updated course handbooks


	Mark exam scripts

	TEACHING OFFICE

	Distribute Hons essay feedback to students

Circulate final version of exam timetable. 

Copy exam papers

Arrange for distribution of course questionnaires to students 

Check room booking requirements for next academic year
	Collate exam marks

Send scripts and provisional marks to external examiners.
Submit room booking requirements to EBIS
	Collate exam marks

Send scripts and provisional marks to external examiners

Prepare documents for Special Circumstances Committees

Send results to Registry 
	Prepare academic audit files for completion by Course Organisers

Recruit part-time tutors

Prepare database of ordinary course tutors

Book tutorial rooms
	Arrange tutorial times 

Send out contracts to tutors 

Copy August diet exam papers

Send course handbooks to printers

Book tutorial rooms
	Distribute scripts to markers

Collate August exam diet results

Update course handbooks

Send course handbooks to printers

Organise tutorial signup


APPENDIX 2

TEACHING TIMETABLE 2011/2011 – LL.M/M.Sc

SEMESTER 1: 19 SEPTEMBER – 21 DECEMBER 2011
(MID SEMESTER BREAK   24 – 28 OCTOBER 2011)

SEMESTER 2:  16 JANUARY – 27 MAY 2012
	SEPTEMBER
	OCTOBER
	NOVEMBER
	DECEMBER
	JANUARY
	FEBRUARY

	COURSE ORGANISERS

	Semester 1 teaching begins.  Distribute class sheets.  Mark dissertations
	Prepare entry for School Postgraduate Prospectus – now going on web
	Board of Examiners Meeting.

Set essay topics for 1st diet
	Arrange meetings with class representatives
	Semester 2

Teaching begins.  Mark essays for 1st diet.  Submission deadline for 1st Essay 6th January
	Set essay topics for 2nd diet. Complete feedback forms

	POSTGRADUATE OFFICE

	Distribute Freshers information.  Prepare directors of studies lists
	Update School Postgraduate Prospectus. Collate dissertation results  Prepare final results table
	Board of Examiners Meeting.  Final results sent to Registry.  Notify students of final results 
	Prepare papers for second semester.  Collect minutes from class representatives meetings
	Receive first essays.  Distribute to course organisers. Send to external examiners
	Distribute feedback forms to students.  Prepare lists of results for 1st essays


	MARCH
	APRIL
	MAY
	JUNE
	JULY
	AUGUST

	COURSE ORGANISERS

	Arrange meetings with class representatives
	Submission deadline for 2nd Essay XXX April

	Mark essays for 2nd diet.  Complete first year and annual reports for research students
	Interim Board of Examiners

Meeting.  Complete documentation for academic audit files


	Prepare course handbooks. Provide Postgraduate Office with updated course handbook
	Mark Dissertations. Supervisors of dissertations complete form regarding meetings with students. Send to Postgraduate Office.  Submission deadline for dissertations 20th   August

	POSTGRADUATE OFFICE

	Distribute course questionnaires to students.  Distribute forms for dissertation topics
	Receive 2nd essays. Distribute to course organisers.  Send to external examiners
	Collate 1st and 2nd essay results.  Prepare results table.
	Prepare documents for Special Circumstances.

Distribute essay results to students. Prepare academic audit files for completion by course organisers
	Arrange timetable for seminars
	Update course handbooks.  Receive dissertations. Distribute to supervisors and external examiners


APPENDIX 3

	STRUCTURE OF LAW TEACHING 2011/12

	SEMESTER ONE

	M
	W/b
	Week
	Ordinary
	Honours 

	 Sep
	12
	0
	0
	Freshers’ Week
	Freshers’ Week

	 
	19
	1
	1.1
	Classes commence 
	Classes commence 

Distribution of Essay titles 

	 
	26
	2
	1.2
	Classes
	Classes

	Oct
	3
	3
	1.3
	Classes
	Classes

	 
	10
	4
	1.4
	Classes
	Classes

	 
	17
	5
	1.5
	Classes
	Classes

	 
	24
	6
	1.6
	Classes
	Reading Week

	
	31
	7
	1.7
	Classes
	Classes 

	Nov
	7
	8
	1.8
	Classes
	Classes

	 
	14
	9
	1.9
	Classes
	Classes

Issue formative assessments – in one of weeks 9, 10 or 11

	 
	21
	10
	1.10
	Classes
	Classes

	 
	28
	11
	1.11
	Classes
	Classes

	Dec
	5
	12
	1.12
	Revision
	Classes

Return formative assessments and feedback

	 
	12
	13
	1.13
	Exams
	Study Week

	 
	19
	 14
	 1.14
	Exams (until 21 Dec)
	Vacation

	 
	26
	 
	 
	Vacation
	Vacation

	Jan
	2
	 
	 
	Vacation
	Vacation

	SEMESTER TWO

	M
	W/b
	Week
	Ordinary
	Honours 

	Jan 
	9
	
	
	Vacation
	Study

Essay deadline 9 Jan

	 
	16
	15
	2.1
	Classes
	Reading week



	 
	23
	16
	2.2
	Classes
	Classes

	
	30
	17
	2.3
	Classes
	Classes

	Feb 
	     6
	18
	2.4
	Classes
	Classes



	 
	13
	19
	2.5
	Classes
	Classes

Essays and feedback to be returned to TO – Wed 15 

	 
	20
	20
	2.6
	Innovative Learning Week
	*Innovative Learning Week*

Essays to be returned to students Wed 22

	
	27
	21
	2.7
	Classes
	Classes

Dissertation drafting meetings

	  Mar
	5
	22
	2.8
	Classes
	Classes

Dissertation drafting meetings

	 
	12
	23
	2.9
	Classes
	Classes

	 
	19
	24
	2.10
	Classes
	Classes

	 
	26
	25
	2.11
	Classes
	Reading Week

Dissertation deadline 28 March

	Apr
	2
	26
	2.12
	Classes
	Reading Week

	 
	9
	
	
	Vacation
	Vacation

	 
	16
	
	
	Vacation
	Vacation

	 
	23
	27
	2.13
	Revision
	Revision

	
	30
	28
	2.14
	Exams
	Exams

	 May
	7
	29
	2.15
	Exams
	Exams

	 
	14
	30
	2.16
	Exams
	Exams

	 
	21
	31
	2.17
	Exams
	Exams

	
	28
	
	
	Summer Teaching Break Commences


� To be amended as appropriate for the course in question.
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