Template B4
Operational and Staff Development Plan 

Collaborative Partner:  [insert name]

Course titles: [insert course titles] 

Validation date: [insert date]

Period of first year of operation of new courses: [insert] 


This document describes how academic liaison, and administration will function in the delivery of the above course(s). It also provides a detailed operational plan and calendar for the first year of operation, in table 1. In subsequent years, academic liaison and administrative functions, as well as the operational plan will be revised and incorporated into the Liaison Document taking into account any adjustments required from the lessons learned. 

This document also provides details of staff development strategies, plans, activities and needs, in table 2.



Module Leader Liaison: The KU subject academic lead will facilitate module leaders’ communication with their counterparts at the Partner and ensure the timely exchange of teaching materials and delivery timetable, assessment issue dates and submission deadlines, etc. Students studying at the Partner will do the same formative assessments, at the same time, as their counterparts at Kingston University (adapt if different). However, to ensure comparability of standards with appropriate contextualisation to local practice or legal requirements partner staff will review and propose revisions / additions where applicable. Information will also be shared and discussed to decide collectively on the technical content of student’s projects.

The partner module leader will be responsible for the day-to-day academic and administrative management of the modules they are leading. These include delivery of agreed teaching material, as well as collection of student work, samples for external examiners, maintenance of Canvas (or partners equivalent VLE) module pages, and for checking and signing marks off for the assessment board. The moderation of assessed student work will align with current practice in the KU Faculty of xyz. The Operational plan (Table 1) has been devised to ensure the free flow of information and ongoing discussions between module leaders, as well as teaching teams on both sides.    

Full details on the key liaison roles, responsibilities, and the individuals responsible for managing and developing collaboration, staff development and assessment as well as the welfare of students are articulated within the Liaison Document.

Administrator(s) - The KU admissions lead tutor will communicate with their counter parts at the partner via subject academic leads, to brief them on general admission regulations and application process for the partner and other local diploma students, ensuring alignment with the approved admission cycle. Students coming after completing another Diploma curriculum will be required to pass an initial selection process at the partner that includes formal screening/ assessment of applications, and a personal interview that checks to ensure that applicants have covered the necessary content in the Diploma that potentially qualify for progression into the relevant KU programme (adapt this section as needed).  KU will have complete oversight of all admissions decisions. Full details on admission procedures and entry requirements are given in the Briefing Paper.

Note below the first-year operational plan activities, to ensure the smooth introduction and successful delivery of the programme(s).




Table 1 – Operational plan and calendar for the first year of operation:

The below content is an example – please adapt as required to cover the first year of operation.

	Date
	Event (Staff Responsible)
	Content

	Nov/Dec 24
	Pre-validation briefing
(Faculty Lead/ ULO & KU Academic Lead)
	Briefing session for the Partner senior management team, and subject academic lead on the validation event programme, documentary requirements, KU quality assurance processes and regulations, academic and administrative liaison roles/ arrangements, admission and enrolment process, induction requirements, course assessment (formative & summative) moderation, electronic submission policy, pastoral support, student opinion and feedback, etc. 

	Jan/ Feb. 25
	Academic Policies & Regulations 
(PLO and Partner Academic Lead)
	Session for all Partner staff on regulations and procedures for quality assurance and enhancement, including student complaints, student disciplinary matters, UG/PG regulations, mitigating circumstances and student assessment, academic misconduct, academic appeals, extensions to assessment submission deadlines, annual reports on quality assurance, etc. Also, to increase familiarisation with terminology.

	Feb - Mar 25
	Post validation Information Sharing Session - via MSTeams
(ULO & PLO)
	Post validation follow-up session to answer any questions, address any outstanding issues and information about the University’s academic framework, including Teaching Management. Provide Guidance on how Partner staff can register access to the Kingston University e-resources and other services as applicable. During this period. the LTEC staff development policy for collaborative partners will also be reiterated. Staff involved: Course leader, module leaders, and administration officers from both sides. 

	March 25
	Induction & Enrolment 
(Faculty Lead/ ULO & KU Academic Lead)
	Brief PLO / Partner subject academic lead and module leaders on programme delivery, the first induction programme agenda, and the programme-specific distribution of materials. Ensure academic and support staff are up-to-date with high needs support for students with learning difficulties/ disabilities and student wellbeing.

	Sept. 25 – Feb. 26
	Staff Development
(PLO)
	· Supporting students - share and further discuss information on KU policy on support to assist with student enquires and identify development needs. Ensure staff are up to date with high needs support for students with learning difficulties / disabilities.
· Staff development on production and marking of coursework, student feedback and any other areas identified since previous session.    
· Review student enrolment and induction processes and the operation of the course.
· An opportunity for Partner staff to ask any questions they may have regarding the operation of the course and QAE procedures – via video conferencing with KU staff.

	October and March
	Liaison Officers’ Forum
(KU QAE – Senior Assistant Registrar)
	Participate in the Liaison Officers’ forum, organised and delivered by the KU QAE at Kingston and other updates. Disseminate information to PLO for wider circulation to enhance good practice.

	Jan/Feb 
	Administrative Assistance Role
(Academic leads/ ULO/ PLO)
	Lessons learned from the application and admissions processes, and ensure support staff up to date with the exam dates/ mark submission deadlines, SVC, assessment boards schedule, Module Enhancement Plan (MEPs), etc.  

	Feb - Jun 26
	Information Sharing
(Academic leads/ PLO/ ULO)
	Web based video conferencing sessions (at least two) between Module leaders at Kingston University and the Partner- to share good practice & the outcome of continuing professional development undertaken by colleagues during the course of the year.






Table 2 – Staff development plan:

Please provide detail against each of the following headings:

	Details of partner institution's staff development strategies and plans:

	









	Detail of relevant staff development activities in place:

	










	Detail of staff development needs identified to support the delivery of the course(s), including how and when they will be addressed:
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