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Appendix C: Role of the Curriculum Records Team
C1.
Overview
C1.1
A key element in all validation events is the role of the Curriculum Records Team, which forms part of Student and Academic Services (SAS). Programme Teams undergoing validation will liaise closely with their nominated Curriculum Records Team representative throughout the validation process. Details of the allocations to subject areas of the Curriculum Records Team members can be obtained from the Quality Unit.  

C1.2
It is important that Programme Teams abide by the timescales negotiated with the Curriculum Records Team, which will normally be identified by the Initial Information Meeting (IIM). There will almost certainly be other validation and Periodic Subject Review (PSR) events taking place simultaneously, and at busy times workloads for the Curriculum Records Team will be substantial. 

C1.3
The Curriculum Records Team is responsible for processing and providing the following items of curriculum documentation for all validation events, including the Internal Faculty Meetings (IFMs):

· Programme Specifications including standard appendices 
· Award Maps  

· Module Specifications for all modules identified on the Award Maps under consideration (both new and existing modules) 
C1.4
The Curriculum Records Team is not responsible for any other documentation and should not be asked to prepare any non-curriculum documentation for the validation.  
C1.5
The Curriculum Records Team representative be invited to attend the IIM to discuss the deadlines and requirements for producing the documentation for the forthcoming validation. If they are unable to attend they will receive the outcomes of the IIM via email.  

C1.6
During the production stage of the documentation the Curriculum Records Team will be in regular contact to ensure deadlines are being met and that everything runs smoothly. Documentation can be passed to the Curriculum Records Team in stages and the documentation can be built up over time. Programme Teams can see the draft paperwork at any point during the process. 
C1.7
During this stage Programme Teams are asked to work with their allocated Quality Officer to ensure that all curriculum documentation is University Modular Framework (UMF) and Academic and Supplementary Regulations compliant from a quality assurance perspective. The Programme Team will consult with their Critical Friend in relation to the academic appropriateness and compliance of the documentation. 
C1.8
The Curriculum Records Team will provide the documentation for approval at the IFM via uploading onto the allocated TUNDRA site, which will be done in liaison with the allocated Quality Officer. If there are any changes to be made to the documentation post-IFM, then the Programme Team will liaise with the Curriculum Records Team over these prior to the final event documentation being produced. The Curriculum Records Team representative will be invited to attend the IFM but will not normally be expected to attend unless there are particular outstanding curriculum-related issues to address.  

C1.9
The Curriculum Records Team in liaison with the allocated Quality Officer will provide the final event documentation via upload onto the allocated TUNDRA area by the date agreed at the IFM. The Curriculum Records Team representative will liaise with the allocated Quality Officer to ensure that the curriculum documentation is complete. 

C1.10
After the validation there may be conditions to address. If the conditions relate to the curriculum documentation, then the Programme Team will liaise with the Curriculum Records Team regarding addressing these.
C1.11
The Quality Unit cannot accept any conditions curriculum documentation that has not been processed via the Curriculum Records Team. 
C1.12
Where amendments are being made to existing curriculum documents (e.g. as part of a response to conditions) it is important that Programme Teams use the track changes facility to assist the Curriculum Records Team in efficiently identifying where changes need to be made. Failure to do this could lead to delays in producing the documentation. 
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