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Faculty and Campus Student and Academic Services

Programmes Offices
Service Delivery Document
Introduction

This document provides a summary of the service provision delivered by the Programmes Offices across Faculty and Campus Student and Academic Services (FCSAS).

Links to staff directories for each FCSAS area are provided at the end of the document to assist in identifying key staff and teams within the Programmes Offices.

	Service
	Activity
	All 
Saints North
	All Saints South
	All Saints Central
	MMU Cheshire
	Disbury/Gaskell
	NOTES
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FACULTY
	SE
	H
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	MMUC/

IOE
	IOE/
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	Academic Appeals
	· Assist  with student academic appeals documentation and update logs as appropriate
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	Assessment  & Reassessment Processes
	· Pre-Board/Post-Board marks liaison, update and maintenance of assessment decisions
· Produce Board reports, results letters and re-assessment information, including where appropriate results to Professional Bodies
· Request reassessment information from Unit Leaders at Pre-Board stage
· Produce and send out results letters/reassessment documentation
· Provide results/conferment lists to Central Registry Teams 
· Provide SLO/Placements with information regarding resubmissions/repeating students
· Update student records system
	(
(
(
(
(
(
(
	(
(
(
(
(
(
(
	(
(
(
(
(
(
(
	(
(
(
(
(
(
(
	(
(
(
(
(
(
(
	(
(
(
(
(
(
(
	(
(
(
(
(
(
(
	

	Board of Examiners’ meetings
	· Arrange & confirm dates, book rooms and arrange hospitality

· Produce, prepare and circulate Agenda, Minutes and  Mark Profiles

· Liaison with External Examiners
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	Enrolment
	· Provide pre-entry programme related information

· Update and maintain unconfirmed fee file
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	FACULTY
	SE
	H
	A & D
	HLSS
	MMUBS
	MMUC/

IOE
	IOE/

HPSC
	

	External Examiners (General)
	· Provide support and documentation for External Examiners relating to assessment 
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	Professional, Statutory & Regulatory Bodies
	· Process student-related requirements
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	Programme Approval, Review and Modification
	· Assisting Programme leaders in collating documentation for PARM events
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	Programme Committees
	· Arrange & confirm dates, book rooms and hospitality
· Produce, prepare and circulate Agenda and Minutes

· Chase up actions following meetings
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	Programme Logs
	· Create Programme Log folders and maintain as appropriate (AME)

· Send confirmed QAP/QIP to External Examiners
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	Student Attendance
	· Maintain and update including notification to Professional Bodies where appropriate
· Production of letters about non-engagement 
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	Student General
	· Advise/answer queries from students where appropriate 
· Inform students of cancelled or rearranged lectures/seminar sessions

· Co-ordinating and preparing a generic handbook for postgraduate and undergraduate students

· Provide GTC/GSCC documentation to students
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	Student Options/Electives
	· Co-ordinate, update and maintain Options/Elective records and events 
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	FACULTY
	SE
	H
	A & D
	HLSS
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	MMUC/

IOE
	IOE/
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	Student Record Maintenance
	· Maintain electronic & manual student records including amendments to addresses, transfers, withdrawals, suspensions, unit changes, auditing of student data, filing of PLPs etc 
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	Student Reference Requests
	· Co-ordinate, maintain and circulate reference requests from academic staff
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	Student Representatives
	· Collect and circulate information on behalf of the SU relating to Student Representatives 
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	Timetables
	· Collate programme details for timetables at the start of each term and place on WebCT
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	PG – postgraduate programme only


	Transcripts/Syllabus Requests
	· Produce transcripts/syllabus requests as required
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Appendix: contact information for Programme Office Teams
All Saints Central Campus – http://www.business.mmu.ac.uk/admindirectory/
All Saints North Campus 
– Faculty of Science & Engineering: http://www.sci-eng.mmu.ac.uk/staff_directory/default.asp

– Hollings Faculty:  http://www.hollings.mmu.ac.uk/sass
All Saints South Campus – 
Faculties of Art & Design and Humanities, Law and Social Science: http://www.assc.mmu.ac.uk/
Didsbury/Gaskell Campus – Faculties of Health, Psychology  & Social Care and the Institute of Education:  http://www.ioe.mmu.ac.uk/staff/staff_directory/
MMU Cheshire – http://www.cheshire.mmu.ac.uk/directory/index.php
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