Faculty of Business and Law (FBL), School of Strategy and Leadership - Module Leader Checklist (Shared example- Sept 2022)
Note from Academic Development: 
· This document provides an indicative example of the activities and tasks carried out by the Module Leader. 
· It is intended as a guideline to assist those who are new to Module Leadership; however, Module Leaders should always liaise with their Course Director and Registry colleagues to check local requirements and expectations. 
· We are grateful to colleagues in FBL for sharing this resource. 
	Action
	Deadline
	Communication required
	Completed

	Pre-Teaching

	Access Kuali to check the MID, module details, learning outcomes and assessment weighting/type. Kuali can be accessed on the Staff homepage as one of the ‘tiles’.
	Prior to moderation
	
	

	Design the assessment using the Coursework/Exam Template on BASIL. 
All assessments, including all resit assessments, for the next semester must be designed prior to the semester commencing. The moderation deadlines will be communicated to you.
All assessments must include clear marking criteria and model answers must be provided.
N.B. The assessment MUST match the details on the MID.
Please have a look at the Assessment Design Toolkit (Academic Development).

Definitions for Rework, Resit, and Deferred work:
‘The student is in a ‘Rework’ position, only if the student has made a valid submission and has received feedback that can be used to improve upon their work.
 
Students who have submitted late (0), did not submit (AB), or have been penalized via ACO process (0), those students did not receive feedback and need a new assessment brief and are in a resit position.
 
Students who have deferred their assessment, always need a new assessment brief, (only exception is if they are following a project/dissertation module).
 
The new assessment brief that is due at the same time for resit and deferral can be the same assessment brief.

	Prior to moderation
	Submit assessments on time as will be requested via e-mail
	

	Upload the assessments as per the instructions you will receive
	Prior to the semester the module is taught on dates to be confirmed 
	
	

	Establish all deadline dates and ensure they are shared with the Course Director or AHoS QA. 
N.B. Deadline dates must be agreed with the Course Director. This is for all assessments across all semesters.
	Pre-semester
	CD and/or AHoS QA
	

	Using the internal moderation comments, create the final assignment brief.
N.B. This is for all assessments across all semesters. 
	Pre-semester
	
	

	Add the FINAL assignment briefs and moderation documents to the Emodule box on Aula for your module
N.B. This is for all assessments across all semesters.
	Pre-semester
	
	

	Upload the final EXAM briefs to SharePoint for external moderation. (SharePoint links are shared by Registry to MLs.) 
N.B. This is for all assessments across all semesters.
	Pre-semester
	
	

	Arrange to meet the module teaching team prior to the semester to discuss the teaching plan.
	Pre-semester
	Teaching team
	

	Ensure that all of those responsible for marking assignments have blocked out the appropriate amount of time in their calendar. (Please also make your internal moderator (IM) aware of your dates)
N.B. Feedback to be released to students within 15 working days for level 4 and 5 students, 10 working days for level 6 and level 7.
	Pre-semester
	Teaching team
	

	Ensure you Aula page is populated utilising the Aula support, if required.
	Pre-semester
	
	

	Set up all submission links on Aula (either TurnitIn or HandIn), this includes the resits and uploading the assessment briefs.
For additional support, please contact the Learning Enhancement Unit (leu.fbl@coventry.ac.uk) or Aula Help.
	Pre-semester
	
	

	Ensure the online reading list is completed, added to the learning space, and up to date.
N.B. Becky Collins our Subject Librarian will support (ab8476@coventry.ac.uk).
	Pre-semester
	
	

	Design all teaching materials and supporting resources – and make sure they are uploaded to Aula, and where required shared with the wider teaching team.  Seminar materials should include sample answers for seminar activities where applicable.
	Pre-semester
	
		




	During Teaching

	Ensure that teaching materials are uploaded to Aula and released to students at least one week in advance of the teaching session.
N.B. Do not provide printed lecture slides to the students.
	Throughout semester
	
	

	Ensure that all teaching team members are provided with teaching materials and guidance notes at least one week in advance of the session.
	Throughout semester
	Teaching team
	

	Where required, ensure that late enrollers have an action plan to update them on any missed sessions. Consult with your Course Director for more information.
	Throughout semester
	CD if required
	

	Ensure that the MEQ is booked for the Module (see here).
N.B. Module Leaders will receive an email inviting them to select a date/time.
	At beginning of semester
	
	

	Once completed, ensure the ‘you said, we did’ document is uploaded to Aula.
	Once the MEQ is completed
	Share ‘you said, we did’ with students
	

	Consider any changes you wish to propose to the MID by December and share them with the CD.
Teaching materials and assessments can be updated for the following academic year in collaboration with the CD. 
Please Inform the CD of any changes you are proposing. The CD will contact the AHoS QA.
	All changes to be proposed by December
	CD and/or AHoS QA
	



	Assessment Marking
	
	
	

	Discuss the marking criteria, requirements, and timescales with module team.
	Prior to assessment deadline
	Teaching team
	

	Alert the internal moderator to the deadline and likely timescales for moderation well ahead of time.
	Prior to assessment deadline
	Internal moderator
	

	Module team to each mark a small number of assignments and share the marked assignments for calibration and mark/feedback consistency.

Marking Allocation:
Marking needs to be distributed across the teaching team based on the seminar teaching hours allocation. For example, if we have 150 students in a module delivered by three members of team - say A, B and C:
A: 75 scripts [3 x2-hr seminar = 50% of marking allocation (6 hours out of total 12 teaching hours)]
B: 50 scripts [2 x2-hr seminar = 33% of marking allocation (4 hours out of total 12 teaching hours)]
C: 25 scripts [1 x2-hr seminar = 17% of marking allocation (2 hours out of total 12 teaching hours)]

	After assignment submission
	
	

	Once marking is complete, module leader to complete a final check to ensure marks are completed and any deferrals are noted.

Grade Status Codes:
	AD
	awaiting decision, student that have been referred to the ACO team for misconduct.
No grades to be awarded till the ACO panel arrives at a decision.

	AB
	for students who are absent, and no submission has been made.

	0    
	only to be given to student who have genuinely scored that low or it is a late submission.

	WD
	for withdrawn students, but Registry would input these when applying withdrawals on student records.

	DF
	for deferrals, but Registry would add this once approval has been given.



	After marking is complete
	
	

	Module leader to collate and refer any academic misconduct concerns to the coordinator. The reporting form is available on BASIL.
N.B. Any suspected cases should not be marked, and a note added to say that the coursework has been referred for investigation. On larger modules, please confirm between marker and Module Leader if the case is indeed an ACO case. Only the Module Leader should submit ACO cases, not everyone on the marking team.
	After marking is complete
	
	

	Refer to the internal moderator and complete the internal moderation forms. Upload moderation forms to the E-Module box. These should include links to the relevant sections on Aula where the submissions are located
	After marking is complete
	Internal moderator
	

	Provisional marks released to students within agreed timescales.
N.B. Marks cannot be released until internal moderation is completed.
	After marking is complete
	Students
	

	Arrange an additional drop-in session for students to obtain additional feedback. Please collaborate with the Course Director to avoid clashes in timing.


In addition, arrange an additional drop-in session for students a few weeks before the resit submission point for Q&A.
	Within one week of marks release

Few weeks before resit submission point
	CD and students
	



	Online Time-constraint Assessments (Exams) - in addition to the process above

	Ensure that a member of the module team is available to ensure the exam paper and template answer sheet is available for download on time, on the day of the scheduled exam.
	On exam date
	
	

	Be available for questions to students via email in the 1st hour of the exam time, as well as the final hour of the exam time.
	On exam date
	
	

	Please Note: The 24hr grace period for normal assessment submission does NOT apply to online Exams!
	
	
	

	Divide papers to the module team for marking.
	After exam date
	Teaching team
	

	Once marking/moderation is complete and checks have taken place, grades can be released and students notified.
	After marking is complete
	Internal moderator / Students
	

	Arrange a timeslot and room (if applicable) for an exam feedback drop-in session, advertise this session to students on Aula. Please collaborate with the Course Director to avoid clashes in timing.
	After marks have been released
	CD and Students
	






	Post-Teaching

	Module leader to check all final marks and upload them to Universe.
	Pre- MAP
	
	

	Ensure E-Module box is populated with all moderation documents. (Samples not required, please ensure samples are ‘hot-linked’ within the moderation document.) 
Complete the Module Report and include in the E-Module Box.
	Pre MAP
	
	

	Check and sign-off all final marks with Registry BEFORE the posted deadline.
The process is:
1 – for the ML to upload the marks to UNIVERSE; 
2 – E-mail Registry that marks have been uploaded;
3 – Registry will share marks sheet with the ML via email, the ML needs to check the marks sheet in detail, and
4 – Confirm with Registry that the marks are correct.
	Pre MAP
	
	

	Module leader to attend the MAP (if required) and present marks.
	MAP
	
	




	Resit Details

	Ensure that the resit assignment brief/s are released to students.
N.B. Resit deadline dates are pre-set by Registry, module leaders must adhere to these dates.
	Once final marks are released.
	Students
	

	Make visible all resit Turnitin submission links on Aula (these should have already been set up before teaching). For additional support, contact the Learning Enhancement Unit (leu.fbl@coventry.ac.uk) or Aula Help.
	Post MAP
	
	

	Arrange and advertise resit revision or drop-in sessions to all students who have resits. Please collaborate with the Course Director to avoid clashes in timing.
N.B. This must be actioned to ensure all resit students have adequate support available.
	Pre-resit submission
	Students / CD
	

	Ensure that all of those responsible for marking resit assignments (this is everyone who was part of the original teaching team) have blocked out the appropriate amount of time in their calendar.
	Pre-resit submission
	Teaching Team
	

	Alert the internal moderator to the resit deadline and likely timescales for moderation.
	Pre-resit submission
	Internal Moderator
	

	Once marking is complete, module leader to complete a final check to ensure resit marks are completed and any deferrals are noted.
	After resit assignment submission
	
	

	Module leader to refer any academic misconduct concerns to the coordinator.
N.B. Any suspected cases should not be marked, and a note added to say that the coursework has been referred for investigation.
	After resit assignment submission
	
	

	Refer to the internal moderator and complete the internal moderation forms. Upload the resit coursework moderation forms to the E-Module box. (Please hot-link samples into the moderation form.)
	After resit marking is complete
	Internal Moderator
	

	Resit marks released to students within agreed timescales.
N.B. Marks cannot be released until internal moderation is completed.
	After marking is complete
	Students
	

	Check and sign-off all final resit marks with Registry (see process above).
	Pre-Resit MAP
	
	

	Module leader to attend the MAP (if required) and present marks.
	Resit MAP
	
	




Key Reminders
· Staff should not deal with extension requests directly. Refer students here. Students requesting deferrals or extensions should email their applications to facultyregistry.fbl@coventry.ac.uk for processing.
· Work received late should be awarded a mark of zero. There is a 24hr grace period, and work is late if submitted after 18:00:00, 24hrs after the deadline. The grace period is only applicable to normal assessment submissions and excludes exams, phase tests and live presentations.
· Moderators may not increase or decrease individual student’s mark, only raise, or lower the marks across a cohort.
· Students may not request a remark of their work, however, are entitled to additional feedback on request – this is usually provided in Office and Feedback hours.
· Details of the Conciliation and Appeal’s process can be found here. 
· Staff and students must use their CU email addresses for all correspondence. Requests from student’s personal email addresses should be responded to with instructions for the student to resend the email via their CU address.
· Staff should familiarise themselves with the A-Z of Policies, Guidelines and Procedures here.
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