
Appendix 34
MODERATOR APPOINTMENT AND DUTIES

Nomination and Approval of Appointments

1. Moderator appointments shall be made by the University, drawn from the University of Wales (UW) Faculty or as a result of nominations received by accredited institutions or sourced through its equivalence assurance procedures.

2. In all cases permission for the nominee to act as Moderator or Moderator Designate must be obtained from the relevant department/ school or institution head as agreed with the accredited institution.

3. All nominees will be required to submit a full CV and nomination form for consideration and approval by the Chair of the Taught Degrees Board. 

4. All Moderators would be expected to meet the following criteria:

· Significant experience and a high level of skill in the area of HE learning and teaching 

· An appropriate teaching qualification and/or full membership of HEA

· Broad expertise in the subject area/delivery method of the validated scheme(s) of study and to hold an academic qualification at an equivalent or higher level than the validated scheme(s) of study

· Excellent interpersonal and communication skills

· Experience of validation/collaborative arrangements

· Co-ordinating Moderators* would be expected to have previous Moderator experience 

5. Moderators shall normally be appointed for a period of five years, with the possibility of re-appointment for up to a further two years only in instances where the scheme is running down.

6. Senior Lecturers/Lecturers can be appointed as Moderator in up to seven collaborative centres, and UW Deans and Moderators drawn from accredited institutions can be appointed in up to three. 
7. Newly appointed Moderators will receive an induction and if necessary less experienced moderators will be assigned a Mentor. 

8. Where a Moderator is appointed for an existing scheme of study/institution, a hand over meeting will be arranged between the outgoing and incoming Moderator. 

9. The annual monitoring procedures and periodic review shall be an opportunity for an independent assessment of the effectiveness with which a Moderator is discharging his/her duties.

10. Moderators are responsible for availing themselves of appropriate induction and training opportunities and for attending the annual moderators conference and meeting, or one of the regional meetings (unless exceptional circumstances arise which prevent them from doing so)

11.
Should the Moderator be in a situation of possible or perceived conflict of interest in relation to his/her duties at a collaborative centre (e.g. acting as a paid advisor) then such circumstances shall be reported immediately to the Taught Degrees Board.

12. 
Moderators are responsible for bringing to the attention of the University any existing or changed circumstances which may cause a potential or actual conflict of interest.

Duties and Functions of the Moderator

13.
The Moderator (and Co-ordinating Moderator*) is charged with:
· A quality enhancement and programme development role for a collaborative centre and its scheme(s) of study;
· Responsibility to report to the Taught Degrees Board as to whether practices and procedures at the collaborative centre (for the validated scheme of study) equate to those pertaining to the University of Wales itself and that adequate resources are in place.
14.
The Moderator Designate has the following responsibilities during the validation process:

· Reviewing and commenting on the draft validation submission;

· Attending the validation event in an observer capacity;

· Working with the collaborative centre in order to address any conditions/recommendations set by the validation panel;

· Conduct a post-validation visit.

15.
The Moderator has the following responsibilities with regard to admission procedures for a validated scheme of study:

· To be a member of the collaborative centres admissions committee; to receive all correspondence relating to committee meetings and offer guidance where appropriate;

· To review (for approval) all credit transfer and study in lieu applications;

· To review (for approval) non-standard matriculation applications;

· To review (for approval) CVs of new teaching staff.

16.
The Moderator (and Co-ordinating Moderator*) has the following responsibilities with regard to the examination and assessment procedures for a validated scheme of study:

· Assisting with proposals and review of External Examiner nominations;

· Assisting with External Examiner induction;

· Where requested or required and, in direct liaison with the collaborative centre, assisting with the preparation of draft examination papers (in order to ensure that they are at the correct levels etc.) prior to their transmission to the Validation Unit for approval by the External Examiner(s);

· Attending annual Examination Board meetings (in an advisory capacity) in order to determine (in co-operation with the Validation Unit representative) at such meetings that:

· external examiners have the necessary information in order to perform their duties 

· relevant University procedures, Regulations and Academic Protocols are followed;

· aggregation of marks and classification of awards occurs in line with standard University of Wales practice and published criteria;

· UW conventions and procedures for examining boards are followed;

17.
The Moderator (and Co-ordinating Moderator*) has the following responsibilities during the periodic review (PR) process:

· Reviewing and commenting on the draft submission;

· Attending PR preparation meetings, where necessary;

· Being interviewed by the PR panel;

· Working with the collaborative centre in order to address any conditions/recommendations set by the PR panel (if within the 5 year appointment period).

18.
The Moderator (and Co-ordinating Moderator*) is expected to perform a key developmental and enhancement role in terms of:

· Liaising on a regular basis with key academic/administrative staff at the collaborative centre;

· Meeting with staff and conducting staff development sessions as appropriate;

· Meeting privately with students;

· Attending Joint Board of Studies meetings (and chairing where necessary);

· Review and implementation of External Examiners’ and Moderators’ comments and recommendations; 

· Commenting on and approving amendments to schemes of study (in line with the Universities procedures) which may also include changes to student intake numbers;

· Commenting on the Annual College and Course Review (ACCR);

· Helping to disseminate information opportunities and resources made available by the University (such as teaching fellowship awards, training programmes and the online library) to staff and students.
Moderators for FDL programmes will also be expected to:

· Review and comment on learning and teaching material available on the online platform
19. 
In order to fulfil these obligations the Moderator is required to pay particular attention to the following:

· Programme specification and module descriptors;

· Assessment practice and procedures; 

· Developments to the scheme of study;

· Learning and teaching strategies;

· Physical resources and their enhancement (and disabled access to the same);

· Staffing and staff development; 

· Student feedback; regular meetings with students should be held wherever possible;

· Management and operation of the validated scheme(s) of study;

· External Examiners’ and Moderators’ reports;

· Student handbook and other information provided to students. 

20.
The effective discharge of the Moderator (and Co-ordinating Moderator*)'s duties depends on close and regular contact with the collaborative centre and with the University of Wales.  The Moderator will be required to establish the minimum thresholds for such contact within the following parameters:

· It is the expectation that the Moderator will attend expected to attend all examining boards, the Joint Board of Studies and have the opportunity (either combined with one of these meetings or at a mid-way point) to meet with staff and students;

· Centres subject to particular requirements (e.g. in preparation for periodic review) will require special visits to deal specifically with those requirements;

· Attend the annual moderators’ conference (or minimally one of the regional moderator meetings).

21. 
In undertaking such visits to the collaborative centre the Moderator (and Co-ordinating Moderator*) will be required to:

· Provide and agree an action plan with the collaborative centre;

· Hold meetings with the Course Director and teaching team;

· Hold meetings with students;

· Review physical and online resources and facilities by completing the annual learning resources update;

· Provide example documents relating to good practice within the institutions of the University of Wales (e.g. student handbooks, assessment schemes, benchmark statements, feedback forms etc);

· Complete and return report forms within 4 weeks of each visit.

22.
Moderators will be guided and supported in their role by:

· UW Quality Handbook and Regulations;

· Staff in the Validation Unit/UW Faculty;

· Moderator Champions;

· Moderator web pages/ electronic handbook;

· Annual Moderators Conference and regional meetings;

· Regular eUpdates, Quality News and email circulars.

23. 

In the event of any specific difficulty arising which is a cause of concern for the Moderator (e.g.:  relating to the governance or management of a collaborative centre) then such concerns shall be reported to the Validation Unit for appropriate action.

24. 
Whilst it is hoped that such a situation will not arise, a Moderator who fails to complete their duties appropriately will be reported to TDB. Depending on the nature of the concern, TDB may issue a warning or terminate an appointment. 

*Duties and Functions of the Co-ordinating Moderator

25.
Where there are a significant number of schemes, across a range of subject areas, the University of Wales may decide to appoint a Co-ordinating Moderator from amongst the individual scheme moderators. In addition to the functions indicated in the paragraphs above, the Co-ordinating Moderator is expected to perform a key developmental and enhancement role in terms of:

· Co-ordinating staff development activities provided by Moderators

· Ensuring consistency in the advice given by Moderators for the various degree schemes

· Ensuring consistency in the procedures between the various degree schemes

· Identifying and sharing good practice between degree schemes

· Providing advice, guidance and support to the individual scheme moderators

