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Academic Office Holder Allowances Guidance

1. Heads of Department and Associate Deans

Role requirements

Heads of Departments and Associate Deans should receive an allowance on the basis that they have:

· a strategic leadership role directly related to meeting Faculty, pan Faculty and/or institutional level strategic priorities; 

· direct staff management responsibilities or have significant management responsibility for delivering outputs and performance; 

· a significant external liaison role; 

· significant budget management responsibilities,

Duration of appointment

An appointment will normally be for three years.  The Dean or their nominee may approve an extension(s) of an appointment; any extension(s) shall not exceed two years in duration. The total maximum duration of an appointment is therefore no more than 5 years.
Criteria 

The following conditions must be met in order to be eligible to receive the allowance.

· To receive the full allowance, the Associate Dean must be undertaking the duties as Associate Dean for more than 50% or more of a full-time role; this is equivalent to more than 2.5 days a week.  The allowance for a Head of Department will be varied according to the size of the department (see below)

· The allowance will be reduced on a proportionate basis if the time required to carry out the required duties of Associate Dean is less than 2.5 days a week. 

· The Heads of Department and Associate Deans must be appointed to the role by a formal selection process. This must incorporate an advertisement to all the Faculty and appointment by a Selection Panel against set criteria for the role. Candidates need to provide information in an application form. Successful candidates need to demonstrate they meet the requirements of the role.  

· The requirements of the roles must be those as defined in the document which outlines the performance standards for an effective Head of Department and an effective Associate Dean is attached as Appendix 1. 

Level of Allowance

Associate Dean

An Associate Dean will normally be paid an allowance of approximately £8,136 per annum. The Dean will assess whether the time required to undertake the role is 50% or more of a full-time role; this is equivalent to more than 2.5 days a week.

If less time is required the allowance will be reduced pro rata. However, given the breadth and importance of these roles, their contribution to faculty effectiveness and strategic and policy development it is assumed that Associate Deans will normally be working for at least 2.5 days a week.

Head of Department

The maximum level for a Head of Department will also be £8,136 per annum.  It is evident that medium and small departments will require less time to manage and the allowance is reduced accordingly. 

There will be 3 levels of allowance:

· Large department at £8,136, where a large department is 60 or more academic staff (defined as central, regional and research staff)

· Medium department at £4,882, where a medium department is 30 or more academic staff (defined as central, regional and research staff)

· Small department at £3,253, where a small department is less than 30 academic staff (defined as central, regional and research staff) (Note - The role of Centre Head in the Business School is considered to be equivalent responsibilities to a small department)

2. Programme Directors

Role requirements
Programme Directors are responsible for the strategic planning and development of a Programme and for providing academic leadership. Further details on the role are available below. 

Criteria and Level of Allowance
The requirements of the roles must be those as defined in the document which outlines the performance standards for an effective Programme Director (attached as Appendix 1).
The Programme Directors must be appointed to the role by a formal selection process.. This must incorporate an advertisement to all the Faculty and appointment by a Selection Panel against set criteria for the role. Candidates need to provide information in an application form or via CV and written supporting statement. Successful candidates need to demonstrate they meet the requirements of the role.  

The Programme Director role will be a significant element of the individual’s workload, normally 50%.

There are two bands:

· Those who work for 50% or more of their time in that role are paid an allowance of £4,882 to reflect the demands and complexity of their programme. 
· Those working for between 25% and 50% of their time are paid an allowance of £3,253.
Those working for less than 25% do not receive an allowance on the grounds that their work can be reasonably subsumed within normal workload planning and the complexity of these programmes is more aligned with those of Qualifications Directors.

3. Research Centre Director Allowances

Role requirements

Research Centre Directors are responsible for the strategic planning and development of a Research Centre and for providing academic leadership. Further details on the role are available below. 

Criteria and Level of Allowance

The requirements of the roles must be those as defined in the document which outlines the performance standards for an effective Research Centre Director (attached as Appendix 1). 

The Research Centre Directors must be appointed to the role by a formal selection process. This must incorporate an internal advertisement and appointment by a Selection Panel against set criteria for the role. Candidates need to provide information in an application form or via CV and written supporting statement. Successful candidates need to demonstrate they meet the requirements of the role.  

The Research Centre Director role will be a significant element of the individual’s workload, normally 50%.

Research Centre Directors are paid an allowance for their responsibilities in a manner which reflects the demands and complexity of the centre and the academic membership of the centre: Less than 25 Full time Equivalent (FTE) staff are categorised as small; More than 25 FTE staff are categorised as large.

The following tables detail the appropriate allowances for the existing Research Centres:

	
	Number of contributing units

(Allowance )

	Membership
	1
	2
	3
	4

	Large
	(£3,253)
	(£4,882)
	(£4,882)
	(£4,882)

	Small 
	(£3,253)
	(£3,253)
	(£3,253)
	(£4,882)


4. Processing Allowances

In order to set up an allowance, a form must be completed which is available on the HR website:

Multiple role holders are to be paid just one allowance and that this should be at the appropriate rate for the more senior role.

5. Useful References 

Academic Office Holder Allowances Policy

Academic Office Holder Allowance Approval Form
Requirements and Success Criteria for Deans, Heads of Department (HODs), Associate Deans, Senior Faculty Administrators (SFAs), Senior Curriculum Managers, Research Centre Directors and Programme Directors

This document was prepared initially as an outcome of work associated with the Restructuring and Reconfiguration work in Mathematics, Computing and Technology during the first part of 2007. It is used as a supplement to existing job descriptions and person specifications to detail requirements and success criteria for key roles in all academic units.

1. An Effective HoD

	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, criteria-based appointment process; 

HoD must have high personal standing (in core activity of teaching or research); must lead by example

HoD must be even-handed and “above the fray”
	Commands confidence of department, dean and wider University

	Key competencies
	Leadership skills: able to provide compelling vision and strategy 

Knowledge and understanding of faculty objectives and their fit with University plans; able to interpret these priorities to provide direction for department

Management of essential frameworks and processes (workload planning, performance management, academic career advice) 
	Clear priorities and plans set;  

Departmental output on time and to budget; 

Staff willingness and ability to be flexible and responsive (eg. speed of response to identified  opportunities); 

Effective delegation; 

	Internal relationships
	Team/consultative approach

Some type of sub-structure/ management team

Ability to develop others  
	Demonstrate effective ways to keep in touch/intervene when needed

Buy-in to vision and priorities across department

	External relationships
	Membership of faculty executive

Works with relevant associate deans, programme director/s and research centre director/s in development of curriculum and research

Links to other units eg. HR (not all via deanery) 

Ensures appropriate development/management of departmental relationships with external agencies, HE subject communities, professional bodies etc.
	Represents department’s interests but takes decisions in the interests of the faculty/university and stands by difficult decisions;

Teaching and research output that fits with operational and mid-tier plans and faculty strategic priorities

Department ability to influence external agendas, win contracts and gain professional kitemarks

	Support
	Relevant training and development

Administrative support 

Appropriate levels of financial, module development and marketing information
	Visible impact of training on performance

Departmental business conducted efficiently

More informed curriculum and staffing decisions 

	Workload


	60% or less; must remain connected to core activities of department
	Personal teaching /research output “not career cul-de-sac”

	Delegated authority


	Management of non-staff and other agreed budgets 

Managing delivery on agreed plans and priorities
	Managing within budget

Measurable output in key activity areas (eg. student nos.)

External markers of success (eg. grants)

	Accountability
	To faculty and dean as budget holder and director of studies

To departmental colleagues 

To University for effective stewardship of resources
	Effective staff and budget management

Staff survey evidence of morale

External measures of success (eg. contracts, partnerships)

Output measures in core activity areas


2. An Effective Department

	Area of Accountability
	Success Measures
	Information needed

	Departmental purpose
	A clear statement of the departmental ‘story’ or ‘theme/vision’ bought in to by relevant stakeholders
	

	Contribution to teaching   (curriculum planning and module/programme  development)
	Effectively manages agreed plans for curriculum development which:

· Reflect programme and faculty decisions about curriculum priorities 

· Have passed business appraisal and are fully specified and costed 

· Deploy and extend departmental staff expertise effectively and incorporate, where appropriate, cross-boundary working and inter-disciplinarity

· Creative and innovative use of pedagogic tools for enhancement of student learning

· Are delivered to time and on budget, with due attention to student workload and retention 
	

	Contribution to research planning
	Effectively manages agreed faculty priorities for research activity which:

· Reflect planned ongoing and new decisions about research activity

· Drive towards getting external funding 

· Deliver measurable outputs to time and within resources, incorporating full economic costing principles

· Represent sound use of research time and study leave to meet University goals

· Will demonstrably improve the RAE position of the research cluster as appropriate and enhance  external reputation 

· Is capable of ‘feeding’ curriculum innovation 
	

	Workload Planning
	Annual return that shows ‘who will be doing what’ to deliver the above which:

· Is demonstrably fair, equitable and sustainable

· Effectively uses staff resource

· Recognises and rewards interdisciplinary contributions 

· Builds on the skills, interests and career aspirations of departmental members 
	

	Capability development
	Has clear plans for enhancing the academic/professional knowledge within the department through a mix of internal development and desired external recruitment (when posts allow) which:

· Progressively build the expertise and reputation of the department within its field
	

	Departmental ‘morale’
	High levels of satisfaction within the department from all staff:

· About the work of the department and the way it manages its affairs

· Blurring of boundaries within the department/faculty
	

	Delivery
	Agreed plans, with agreed changes in line with unfolding events, delivered

· On time

· Within budget

· To agreed quality levels
	


3. An Effective Dean 

	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, transparent appointment process, with requirement for feedback from faculty staff.


	Commands confidence of faculty and wider University

	Key competencies
	Leadership, communication and negotiation skills: able to provide compelling vision and strategy for the healthy development of the faculty

Commitment to the mission and values of the OU

Strong analytical and evaluative skills, team leadership experience, ability to delegate, effective use of ICT 

Ability to lead the development of the faculty’s plans for curriculum, research and enterprise, learning and teaching, and quality assurance 

Lead the development of the faculty’s financial strategy, deploying staff and financial resources effectively to achieve objectives, ensuring long-term financial viability and an appropriate contribution to University costs

Ensure effective staff management and development within established frameworks for CDSA/workload planning/TRAC 

and equal opportunities 

Maintain and enhance the faculty’s management and governance structures

Knowledge and understanding of University priorities and strategies; able to interpret these priorities to provide direction for faculty

Management of essential frameworks and processes (workload planning, performance management, academic career advice)

Commitment to personal  and professional self-development
	Clear priorities and plans set

Faculty members able to participate in developing vision, strategic development and plans  

Senior team is well managed; time is used effectively and decision-making is clear

Faculty delivers output on time, to budget and to required quality standards; 

Faculty able to deliver balanced budget and meet requirement for contribution to University costs

Staff feel well managed, have clear goals and regular review of performance and career development

Staff are willing and able to be flexible and responsive; 

Effective senior team and delegation

	Internal relationships
	Play a senior role in the governance of the University

Contribute to University strategy, policy and decision-making, , working with all members of the Vice-Chancellor’s Executive 

Represent the interests of, and maintain a positive profile for, the faculty in the wider University

Play a full part in the deans and directors group

Build collaborative relationships with other units of the University, including the student body and associate lecturer community
	Faculty views and plans  are clearly and constructively signalled to other units and VCE through ongoing dialogue

Systematic engagement with institutional-level strategy and policy development, individually and through deans’ group

Takes decisions in the interests of the University and stands by difficult decisions;

Teaching and research output that fits with mid-tier plans and connects to University strategic priorities

Associate lecturer and student body is harnessed to support faculty goals

	External (to the University)

relationships
	Represent the interests of the faculty and play a senior role in appropriate external bodies

Sustain a range of partnerships with external organisations to support the faculty’s strategic objectives
	Faculty ability to influence external agendas, build effective partnerships, win contracts and gain relevant professional kitemarks

	Support
	Relevant training and development, mentorship and senior team development

Expert administrative and academic support from faculty senior team/executive

Appropriate levels of financial, module development and marketing information
	Visible impact of training on performance

Faculty business conducted efficiently

Well informed decisions about priorities, financial planning and staff strategy and deployment

	Delegated authority
	Chief academic officer of the University within a faculty

Head of a spending unit

Chief administrative officer of the University within a faculty

Management of senior staff, including HoDs, SFA, ADs, SCM
	Measurable and timely output in key activity areas 

Managing within budget

Staff survey evidence of high morale

External markers of success (eg. grants)

Evidence of culture of continuous improvement

	Accountability
	Reporting line to PVC CA in respect of the overall management of the faculty

Reporting line to PVC RS in relation to research
	Effective staff and budget management

External measures of success (eg. contracts, partnerships)

Meets output measures in core activity areas of module/programme development and research 


4. An Effective Programme Director

	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, transparent appointment process against set criteria
	Commands confidence of faculty - or faculties involved if it is cross-faculty programme - and of wider University

	Key responsibilities


	Drive and implement strategy to further development of programme within agreed parameters

Review effectiveness of qualifications from perspective of market, assessment strategies, learning outcomes, pathways and specifications

Advise on MR requirements
	Flourishing programme, with successful qualification pathways and buoyant student numbers 

	Internal relationships


	Work with marketing and IET to draw out prospective and existing student data; link via AD to CIG for MI/MR needs; work with faculty and departments to meet resource needs for programme’s development
	Adequate quality information and intelligence about students and market needs; constructive relationships with departments and at faculty level that enable timely and effective development

	External relationships


	Take due account of External Examiner and Advisor reports; draw on external research and professional body, relevant external advice; link to external partners
	Effective external influence exists to enhance programme; partnership delivers required outcomes

	Support


	From Marketing and IET; CAO; Deans, ADs and department heads; COBE


	Timely and accurate information, guidelines and advice; Clear objectives and direction for programme set

	Delegated authority


	Oversee the development and review of the programme within the framework of objectives set by the lead CAU; comply with University requirements for monitoring of academic standards and quality of qualifications
	Clear ongoing evidence of delivery of dynamic programme; its regular review and of quality enhancements

	Accountability
	Annual report on health of programme’s qualifications to University via Qualifications Committee; regular report to CAU committee of lead CAU to ensure that planning takes place within agreed CAU and University strategy
	Meets requirements for QA and agreed goals set for development of programme


5. An Effective Research Centre Director
	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, transparent appointment process against set criteria
	Commands confidence of faculty - or faculties involved if it is cross-faculty programme - and of wider University.

Appropriate academic authority within wider external research community(ies), policy bodies and funders.

	Key responsibilities


	Drive and implement strategy for research and enterprise across centre, within agreed parameters.

Review research and enterprise activities within the context of external policies, the strategy of the key agencies funding research and enterprise (e.g. RCUK, HEFCE, EU), and secure the responsive planning and delivery of a sustainable portfolio(s).

Development and enhancement of relevant research careers training.


	Research which is benchmarked as an exemplar(s) of excellence though an assessment of research outputs, PGR awards and external income per FTE.

A vibrant and diverse research community.

Compliance with relevant policies concerning the proper conduct of research. 

Strategic research alliances with key external partners.  

	Internal relationships


	Work with PVC R & E, the Dean(s) Associate Dean(s)-Research of faculties from which membership is drawn  and Research School to ensure that

(a) research strategy of centre links with workload planning and resource management of host faculty, contributing CAUs and university;

(b) cross disciplinary research is effectively managed and supported;

(c) the overall research and enterprise portfolio is managed in a sustainable manner. 

 
	Clear objectives and targets which are relevant to the assessment criteria of external bodies, e.g. HEFCE Research Excellence Framework. QAA. 

	External relationships


	Take due account external environment(s) which inform and influence research policy, affect funding and staff recruitment; relationships with key professional bodies relevant to centre identity, develop links and with external partners.
	Effective external influence exists to enhance success in securing external research funding, influence policy and inform future OU strategy; 

A portfolio of project and partnerships which deliver value as measured through agreed metrics and outputs. 

Strategic research alliances with key external partners.  

	Support


	Research School; Deans, ADs and department heads. 
	Informed dialogue which links with faculty and institutional strategic planning; Timely and accurate information, guidelines and advice; Clear objectives for research and enterprise established. 

Clear targets which are relevant to the assessment criteria of external bodies, e.g. HEFCE Research Excellence Framework. QAA.

	Delegated authority


	Oversee the development and review of the research strategy within the framework of objectives set by the institutional research strategy.

Compliance with University requirements for monitoring of academic standards and the conduct of research.
	Clear ongoing evidence of delivery of dynamic programme; its regular review and of quality enhancements.

Compliance with relevant policies concerning the proper conduct of research. 



	Accountability
	Annual report on progress against key targets and evidence of  benchmarking against external competitors to University via Research Committee; regular reports to Centre and faculty executive boards to ensure that planning takes place within agreed CAU and University strategy
	Meets requirements for QA. and progress against agreed targets and measures. 

Effective management of resources and development of sustainable infrastructure.


6. An Effective Associate Dean 
	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, transparent process against set criteria
	Commends confidence of dean, faculty and wider University 

	Key responsibilities
	Provides leadership and expert knowledge for the faculty in relation to area of responsibility

Oversees development of faculty policy in specialist area

Manages activities across area of responsibility

Ensures that developments within own area fit with other specialist policies and with overall strategic direction of faculty
	Senior team make sound decisions 

Faculty policy clear and rational

Delivers on priorities and completes tasks

Faculty policy is dovetailed and coherent

	Internal relationships
	Member of Faculty Senior Team, contributing to overall policy development and academic and business planning

Chairs relevant committees and groups

Ensures effective communication between deanery and faculty stakeholders,

Communicating University policy in area of responsibility to faculty staff

Supports and advises faculty staff on relevant processes and procedures 
	Views respected and acted on

Meetings deliver clear outcomes

Staff are well informed about faculty and University policy



	External relationships
	Represents the faculty in relation to portfolio in University committees and groups, advising the University on faculty matters

Maintains effective links with key units and individuals relevant to own portfolio

Uses wider University participation to build knowledge and understanding of specialist portfolio

Represents the faculty in external environment where specialist expertise is required
	University officers and committees understand faculty policies and concerns

Other units are well informed about faculty policies and priorities

Respected voice in wider University 

Good external networks that assist in understanding external drivers that will impact on faculty

	Support 
	From dean and senior team; relevant PVC; other units

Relevant associate dean cross-faculty group
	Builds expertise and seen as source of relevant specialist advice and knowledge

	Delegated authority
	For leadership and decision-making in area of own portfolio

For day-today management of support staff
	Respected leader in faculty

Sound decisions made

Respected and high achieving  team 

	Accountability
	To dean and senior team
	Delivers on agreed priorities and activities


7. An Effective Senior Faculty Administrator 
	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, transparent appointment process against published criteria
	Commands confidence of dean, faculty and wider University

	Key responsibilities
	Manage and coordinate  the faculty’s budgets and resources

Prepare unit financial plan

Enhance and oversee systems for business and unit planning, forecasting, horizon scanning and financial control

Contribute to policy development

Advise the Dean and senior team on resource issues and management information to assist academic and business planning for teaching and research

Key role in negotiations and relationships with support units*

Manage and coordinate the provision of academic support services

Oversee HR policy and processes for all categories of staff

Oversee, monitor and ensure the effectiveness of faculty governance and management structures and their fit with wider University regulations and with legislation 
	Accurate forecasts and out-turn

Sound financial plan which fully reflects faculty’s plans

Flexible systems delivering timely and relevant information

Provides advice which is heard and deployed to develop/improve unit plans and policies.

Academic and business planning is dovetailed effectively

IUPC outcomes are satisfactory and relationships with other units are constructive

Support staff deliver on unit priorities

Effective appointments, low level of grievance cases, high satisfaction levels in staff survey

Faculty compliance high; low level of legal problems



	Internal (to the faculty) relationships
	Member of the Faculty senior team/Executive, playing a full part in policy development and planning processes

Close working with associate deans, Research Centre directors and programme directors to advise on financial and support unit issues

Provide leadership and oversee management and professional development for academic support staff
	Contribution acknowledged; advice sought and taken

These colleagues feel well supported in their roles

Staff survey shows high level of satisfaction with work roles, support and opportunities

	External relationships
	Play a lead role in building sound formal and informal relationships with other units

Work with the SFAs and SCAU group on institutional issues 

Work with Finance Division and the unit’s accountant

Coordinate negotiations and relationships with support units*, managing and monitoring service level agreements
	Listened to and seen as making constructive contributions

Seen as helping to enhance professional competence and standing of group

Respected as strong, competent and fair negotiator

	Support 
	Professional development through membership of the SFA/SCAU group
	Takes up professional development and training opportunities

Seeks ways in which to develop own role

	Delegated authority
	For budgets and management of faculty resources

For management of academic support staff and administrative structures
	Financial management seen as effective

High satisfaction levels; attracts good staff

	Accountability
	To Dean as line manager

To SCAU for professional competence
	Dean effectively supported and advised

Evidence of professional growth and development


*in most SFA role descriptions this includes a key role in relation to marketing and OUW

8. An effective Director of Business development
	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, transparent appointment process against published criteria
	Commands confidence of dean, faculty and wider University

	Key responsibilities
	Develop a business conscious culture in the faculty

Identify and appraise opportunities for business development and knowledge transfer in the sectors covered by the faculty

Lead on management and liaison relating to UK and international partnership activities, working with the associate dean for external relations

Build and/or sustain strategic relationships with national bodies

Develop alumni and business network contacts

Lead on monitoring and analysis of external environments, working with Marketing and faculty staff

Represent the faculty in discussions on the development of the marketing and strategic product portfolio

Take the lead on development of the faculty’s fees policy and strategy
	Staff are comfortable discussing business benefits and making business-based judgements

More income is generated through knowledge transfer and external contracting activity

New partnerships are identified and accepted  as valuable by Partnerships Office and OUW

Faculty is better linked to national agendas

Alumni throughput onto faculty modules

Better knowledge of external environment delivers better decision-making

Faculty viewpoint and priorities are heard

Appropriate fees set

	Internal relationships
	Be an active member of the faculty senior team

Work with the associate dean/s for external relations and staff tutors to build a knowledge network to assist the development of the faculty’s business

Work closely with academics to gather and analyse academic intelligence about markets and contacts

Communicate agreed business development priorities to all stakeholders
	Views respected and influence policy

Greater capacity to deliver to regional agendas

More effective harvesting of academic knowledge of relevance to marketing

Faculty staff can explain business strategy 

	External relationships
	Work closely with Marketing to ensure programme/faculty priorities are delivered

Develop relationships with Regional centres in relation to regional development opportunities and partnerships 

Play a key role in the faculty’s relationships with accreditation bodies

Maintain relations with external organisations, professional bodies and other relevant agencies to further the faculty’s business
	Marketing responsive to these priorities

Regions’ capacity to deliver on regional partnerships and agendas is increased

Successful re/accreditation as required

Knowledge deployed to make better business decisions and create new opportunities

	Support 
	From Dean and senior team; Marketing, OUW, Strategy unit

Directors of Business Development group
	Able to deliver on priorities 

Evidence of professional growth and development

	Delegated authority
	For faculty marketing budget (shared with associate dean for external relations)

For day-to-day management of relevant group of support staff

Representing the faculty at designated events

For fee strategy?
	Budget deployed to best effect

Staff group works well and effectively

Faculty profile enhanced

Income and recruitment grows

	Accountability
	To dean and senior team
	Dean and senior team effectively supported and advised


9. An Effective Senior Curriculum Manager (from existing SCM job roles)
	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal transparent appointment process against set criteria
	Commands confidence of dean, faculty and wider University

	Key responsibilities
	Ensure that the faculty’s curriculum production and presentation is suitably supported 

Keep up to date with relevant University policies and procedures and lead the work of embedding curriculum-related change and new systems into the faculty

Make a significant contribution to the development of policy and curriculum decision-making within the faculty and provide expert advice on production and presentation issues

Provide leadership for the academic-related and secretarial staff group involved in curriculum production and presentation and, where necessary, remove barriers to flexible working to enhance effectiveness and career progression

In liaison with the deanery and LTS, ensure that resources and budgets approved for production and presentation activities are monitored effectively and variances and other concerns are dealt with effectively

Carry out some activity associated with a curriculum manager role
	Modules are kept on schedule and within budget

Faculty adopts changes quickly and can take advantage of curriculum-related opportunities

Faculty is well informed and makes sound decisions about its production and presentation work

Staff group is efficient and flexible

SCM’s leadership is well respected

Budgets and resources are deployed effectively and not exceeded

Own professional career trajectory is maintained

	Internal relationships
	Work closely with the Associate deans and administrators for curriculum, production and presentation on delivery and management of the curriculum

Be an active member of relevant faculty groups and committees

As a member of the faculty executive/senior team, play a part in the management of the faculty

Play a key role in developing the faculty’s staffing strategy and advising on the resources needed to deliver the faculty’s curriculum

Advise the dean on annual rewards for this staff group

Systematic communication and active dialogue with all curriculum staff 
	Team works well and delivers effectively

Expertise of SCM and curriculum manager group is deployed for benefit of faculty

Staff deployed effectively 

Appropriate rewards are given

Effective two way flow of information

	External relationships
	Represent the faculty’s C&A Office in negotiations and workshops with other parts of the University

Represent the curriculum managers’ group in University-level discussions
	Faculty voice heard and respected

	Support 
	From associate deans, curriculum administrators, dean, SFA and LTS

Through networking with other SCMs across the University
	Timely and accurate information and advice

Able to draw on best practice from elsewhere

	Delegated authority
	Line-management of the academic-related staff involved in module production and presentation, including management of their sick leave, CDSA, TRAC 

Responsibility, with the SFA, for the recruitment and selection of these staff

Responsibility for the professional development of academic-related curriculum staff, including induction, staff development and training

Chair the curriculum managers’ group and represent them within the faculty 
	Staff feel well supported and show loyalty

Good appointments made

Staff take up training opportunities and are able to progress in their careers

Curriculum manager group’s voice is heard

	Accountability
	To the dean for the standard of curriculum management service and support for production and presentation activity in the faculty
	Activities are well supported and efficient


Role of the Programme Director

1. Introduction

Every role of the Programme Director is to provide academic leadership for the programme, and for its strategic planning and development. The Programme Director is responsible for the maintenance of the academic content and standards of the constituent qualifications and the overall presentation policy of modules in accordance with current University requirements, subject benchmarking statements and any relevant professional requirements. The Programme Director reports to the Dean of the lead faculty.

2. The main duties are:

(1)
On behalf of the Programme Committee, to make recommendations about the future planning of the programme to the relevant Associate Dean of the lead Faculty and to committees within the host Faculty and other Faculties where appropriate.

(2) To coordinate the monitoring of the external environment as it affects the maintenance and planning of the constituent qualifications and through the Associate Dean request relevant market intelligence to inform the development and maintenance of the programme. 

(3)
To negotiate with the relevant Heads of Department over the availability of staff to support the development and maintenance of the programme, and to negotiate and manage such other budgets as are necessary for the programme

(4)
To allocate and organise the work of staff assigned to the programme.

(5)
To ensure that there is effective liaison between faculties in those cases where programmes involve cross-boundary working.

(6)
To recommend the appointment of suitable External Adviser/s to the Committee, and to liaise with the External Adviser/s on the academic content of the programme.

(7)
To represent (or appoint a representative of) the programme on Faculty Committees and to report to the relevant Faculties in line with current procedures. To liaise with the Associate Dean (Curriculum) of the lead Faculty on the place of the Programme within the overall curriculum.

(8)
To prepare an annual report for the Programme Committee for consideration, and once it has been agreed to be responsible for its subsequent submission to the Faculty Board of the lead Faculty and the Qualifications Committee.

(9)
Where appropriate, to negotiate with the relevant external bodies on the development of the Programme.

(10)
To ensure that student problems and complaints relating to the programme that fall outside those of an individual module team are dealt with in accordance with the University’s and the Faculty’s recognised procedures. 

(11)
To have authority, within designated areas, to take executive action on behalf of the Programme Committee.

Role of the Research Centre Director

1. Introduction

The role of the Research Centre Director is to provide academic leadership for the research centre, and for its strategic planning and development. The Research Centre Director is responsible for the maintenance of the research strategy of the centre and the external profile of the centre’s activity in a manner which ensures the reputation of the centre and the University are recognised through excellence in research and enterprise, appropriately benchmarked against recognised external verified metrics and any relevant professional requirements. The Research Centre Director reports to the Dean of the lead faculty.

2. The main duties are:

(1)
On behalf of the Centre, to make recommendations about the future planning of the research and enterprise strategy  to the relevant Associate Dean of the lead Faculty and to committees within the host Faculty, other Faculties where appropriate and the Research Committee.

(3) To coordinate the monitoring of the external environment as it affects the maintenance and planning of the research activities which the centre supports and through the Research School and faculty(ies) request relevant market intelligence to inform the development and maintenance of the agreed research activities.

(3)
To provide advice to, and discuss with the relevant Heads of Department the deployment of resources (e.g. study leave, research leave) and to negotiate and manage such other budgets assigned to the centre.

(4)
To ensure that the allocated resources are effectively deployed to secure the objectives and targets of the centre.

(5)
To ensure that there is effective liaison between faculties in those cases where centres involve cross-boundary working.

(6)
To ensure that there is effective liaison with the Research School.

(7)
To represent (or appoint a representative of) the centre on appropriate Faculty Committees and to report to the relevant Faculties in line with current procedures.

(8)
To liaise with the Dean and /or Associate Dean (Research) of the constituent faculties on the role of the centre within the overall faculty plans.

(9)
To prepare an annual report for the relevant faculty research committees for consideration, and once it has been agreed to be responsible for its subsequent submission to the Research Committee.

(10)
Where appropriate, to negotiate with the relevant external bodies on the development of the centre.

(11) To ensure that PGR problems and complaints are dealt with in accordance with the University’s and the Faculty’s recognised procedures.

(12) To ensure that all research activities are conducted in a manner which is consistent with good practice.

(13) To have authority, within designated areas, to take executive action on behalf of the centre steering committee, or the equivalent body.

3. An Effective University Research Centre Director

	Dimension
	Requirements and rationale
	Success criteria

	Selection process
	Formal, transparent appointment process against set criteria
	Commands confidence of faculty - or faculties involved if it is cross-faculty programme - and of wider University.

Appropriate academic authority within wider external research community(ies), policy bodies and funders.

	Key responsibilities


	Drive and implement strategy for research and enterprise across centre, within agreed parameters.

Review research and enterprise activities within the context of external policies, the strategy of the key agencies funding research and enterprise (e.g. RCUK, HEFCE, EU), and secure the responsive planning and delivery of a sustainable portfolio(s).

Development and enhancement of relevant research careers training.


	Research which is benchmarked as an exemplar(s) of excellence though an assessment of research outputs, PGR awards and external income per FTE.

A vibrant and diverse research community.

Compliance with relevant policies concerning the proper conduct of research. 

Strategic research alliances with key external partners.  

	Internal relationships


	Work with PVC R & E, the Dean(s) Associate Dean(s)-Research of faculties from which membership is drawn and Research School to ensure that

(d) research strategy of centre links with workload planning and resource management of host faculty, contributing CAUs and university;

(e) cross disciplinary research is effectively managed and supported;

(f) the overall research and enterprise portfolio is managed in a sustainable manner. 

 
	Clear objectives and targets which are relevant to the assessment criteria of external bodies, e.g. HEFCE Research Excellence Framework. QAA. 

	External relationships


	Take due account external environment(s) which inform and influence research policy, affect funding and staff recruitment; relationships with key professional bodies relevant to centre identity, develop links and with external partners.
	Effective external influence exists to enhance success in securing external research funding, influence policy and inform future OU strategy; 

A portfolio of project and partnerships which deliver value as measured through agreed metrics and outputs. 

Strategic research alliances with key external partners.  

	Support


	Research School; Deans, ADs and department heads. 
	Informed dialogue which links with faculty and institutional strategic planning; Timely and accurate information, guidelines and advice; Clear objectives for research and enterprise established. 

Clear targets which are relevant to the assessment criteria of external bodies, e.g. HEFCE Research Excellence Framework. QAA.

	Delegated authority


	Oversee the development and review of the research strategy within the framework of objectives set by the institutional research strategy.

Compliance with University requirements for monitoring of academic standards and the conduct of research.
	Clear ongoing evidence of delivery of dynamic programme; its regular review and of quality enhancements.

Compliance with relevant policies concerning the proper conduct of research. 



	Accountability
	Annual report on progress against key targets and evidence of  benchmarking against external competitors to University via Research Committee; regular reports to Centre and faculty executive boards to ensure that planning takes place within agreed CAU and University strategy
	Meets requirements for QA. and progress against agreed targets and measures. 

Effective management of resources and development of sustainable infrastructure.
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