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Course Leader Indicative Responsibilities

The activities outlined below are intended to give academic staff who have course leadership as part of their role an indication as to the type and level of associated responsibilities.  It is recognised that being a course leader is not a post in itself – staff undertaking the role remain in their substantive post as Senior Lecturer or Lecturer etc. 

The indicative responsibilities outlined are not a role descriptor but an outline of the responsibilities that are expected of a Course leader and therefore will not detail all the activities that may be carried out. These key responsibilities will be operationalised within the Faculties according to the specific course needs. 
The Course Leader working with the course team will develop the course to its full potential so that it provides a professional, employment-focused learning experience for students. The Course Leader oversees academic standards, quality assurance and enhancement.
1. To provide course leadership and co-ordination of the course delivery team including convening course team meetings.
2. To liaise with the Academic Manager and highlight course related issues.
3. To work with module leaders to ensure that the academic delivery is effective and provides for a positive student experience, to include course content, use of the most appropriate learning, teaching and assessment methodologies. 

4. The course leader has a critical role in ensuring the quality of the student experience. As such they are to be the key point of contact for students, providing first line arrangements for pastoral care and referrals to other support services as appropriate.
5. To be responsible for effective engagement with and feedback from students which will include chairing course representative consultative meetings and undertaking course evaluation. 

6. To encourage and support course cohort participation in the NSS, preparing and implementing action plans as required in response to outcomes.

7. To be responsible for monitoring and reporting requirements for the course in relation to recruitment, progression, retention and National Student Survey criteria. For example, monitoring against performance indicators and preparing annual reports.

8. To liaise with the Award External Examiner; including responding to Award External Examiners report.

9. To monitor and raise any issues with the organisation of modules to include timetabling arrangements, the course annual assessment schedule, and attendance.
10. To plan and implement an effective induction programme for students. 

11. To be responsible for maintaining and providing accurate course related information which will inform effective marketing and promotion of the course. 
12. To monitor course design and implementation, proposing incremental change if required, and leading course validation, revalidation process including writing and collating course documentation.

13. To provide course leadership and co-ordination of course related activities in relation to recruitment, retention, progression, achievement and student experience.

14. To provide input to the planning process for student numbers.

15. To liaise with partner colleges and professional bodies, where required, ensuring any requirements for the course, including work placements and experience, are in place. 

16. To liaise with external stakeholders to ensure the course meets the needs of employers and other stakeholders.

17. To liaise with others as required, within the Faculty and with corporate departments to ensure the course meets University requirements, including in relation to quality assurance and enhancement. 

18. To undertake general administrative duties as required to support the course, including the organisation of course boards.

19. To ensure risk assessments are undertaken for relevant course-wide activities, such as student trips.
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