Appendix 8
Operational Calendar
Schedule of required communications with collaborative partners

The link person/collaborative administrator should expect, in addition to routine correspondence and communication with the partner, to initiate a range of tasks and communications as detailed below, and receive documentation and information. It is recommended that a file is maintained for each partner to include copies of communications and notes relating to discussions and communications.

Partner:

Programme:

UEL Link person
Collaborative Administrator
Academic year:
	Task


	Timeline
	Date due or date agreed for activity
	Date received/ activity completed

	Receipt of documentation:

Approval panel report

Response to approval panel conditions

Memorandum of cooperation

Student handbook
	At beginning of partnership

Annually 
	
	

	Documentation to be provided to partner:

(insert as appropriate) 
	
	
	

	Approval of curricula vitae of new staff teaching on the programme


	At start of academic year

Ongoing


	
	

	Arrangements for peer enhancement in partner – receipt of schedule


	
	
	

	Approval of publicity and marketing material


	Prior to start of academic year

Ongoing


	
	

	Send School academic calendar with relevant dates


	At start of academic year


	
	

	Student details for registration of students and issue of ID cards if appropriate
	Prior to the start of academic year
	
	

	Nomination of student representatives


	At start of academic year


	
	

	Copies of programme committee minutes


	Termly/every semester
	
	

	Student feedback questionnaires


	
	
	

	Receipt of assessment tasks, draft examination papers for initial approval and onward transmission to external examiners


	At least four weeks prior to first use
	
	

	Moderation of assessment and sampling methods for assessment scripts


	January

June

August


	
	

	Dates of assessment board meetings


	
	
	

	Dates of visits to partner institution


	
	
	

	Input of student assessment results and provision of transcripts


	February

June

September 


	
	

	Provision of updates to University regulations and policies


	As required
	
	

	REP report – forward proforma to partner, identify requirements of partner and method for completing report


	July 
	
	

	External examiner reports – copies of reports and responses
	July/August 
	
	

	Data validation reports from Registry Services sent to partner for checking
	November/April
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