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UNIVERSITY OF EAST LONDON
Academic Link - Role Description

At UEL our collaborative activity is managed through the role of an Academic Link, in addition to providing a main point of academic contact for the collaborative partner, the Academic Link tutor’s role is central to the overall management and development of a collaborative link.
The Academic Link (supported by [or in liaison with] UEL module and Field Leaders, as appropriate) is responsible for:

Ensuring that the collaborative programme is academically stimulating, in touch with current thinking in the subject area, using and disseminating best practice in the field;

Ensuring appropriate support is available to the partner organisation for the effective and efficient functioning of the collaborative link;

Ensuring that there is a common understanding between staff of the partner organisation of expected standards of delivery, programme management, assessment and operation of our regulations;
Providing the primary point of contact between UEL and the partner organisation in respect of the programme.
To fulfil this responsibility the Academic Link, in liaison with the School Collaborative Administrator, as appropriate:

· Should provide advice, guidance and support in preparing the validation documentation,

· Should have oversight of the admissions process, to ensure that students are admitted with the required entry qualifications and the partner is supported in relation to decisions about non standard qualifications;

· Should ensure that a Programme Committee is established and that meetings take place, as required;

· Should agree with the partner organisation a system for approval of coursework, draft examination papers, moderation of assessment, sampling methods for examination scripts, coursework etc. and a process for liaison with external examiner;

· Should ensure Field Board (or equivalent) dates are agreed in line with published Award Board dates for the School;
· Should maintain regular communication with the local programme tutor (a minimum of two visits a year is recommended), reporting back to the UEL School as required via use of agreed reporting mechanisms;
· Should ensure that systems are in place for student feedback at module and programme level;

· Should provide support to the local course tutor in the preparation of the REP report and any follow up actions emerging from the process;

· Should assist in identifying staff development needs in relation to the delivery of the programme and, where appropriate, participate in staff development activities organised, be involved in induction programmes and receive CV’s of new members of staff;
· Should keep partner organisation up to date in relation to our regulations, policies and procedures as affecting the collaborative programme and, where relevant, agree a process and programme of implementation of new procedures or regulations
· Should ensure an appropriate response is made to external examiner reports and provide support in relation to follow up actions;

· Should ensure information made available to students is appropriate, up to date and relevant, for example through review of student handbooks, module guides;
· Should ensure that changes made to the programme or modules are in accordance with UEL modifications procedures;

· Coordinate the production of examination papers to be used across partners, where appropriate.
Summary of Link Tutor Role 

Support and Guidance to (partner) Programme Leader


Assist with preparations for validations, modifications, reviews


Oversight of Admissions


Assist with implementation of changes to UEL regulations and policies


Assist with Review and Enhancement Process (data, reports etc)











Management of Assessment 


Agree arrangements for external examiner access to assessment


Ensure appropriate moderation arrangements for scripts and coursework


Assist with response to EE reports and follow through of resulting actions, as required 








Student feedback systems


Ensure programme committee with student representation is established 


Feedback Systems to capture module and programme level feedback


Effective systems for responding to feedback 








Programme Information – Students and Public


Ensure programme information to students is appropriate, relevant and timely


Ensure public information is not misleading


Participate in student induction
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