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Procedure, Criteria and Nomination Form for appointing Curriculum Managers

Appointment process
This procedure applies to the following appointments:
· Course Director
· Co-Course Director
· Deputy Course Director
· Year Leader
· Rotations Director
· Electives Director
· Rotations Leader

· Electives Week Leader
· EMS Director

· Strand Leader
· Deputy Strand Leader
· Module Leader 
· Deputy Module Leader
· Pathway Leader
To appoint a new curriculum manager, the nominees head of department should complete the nomination form on page 2 in hard copy or electronically and return it to the Academic Quality team, AQOfficerSE@rvc.ac.uk. 
Approval will then be sought from the Chair of the relevant Course Management Committee and where appropriate the Chair of Learning, Teaching and Assessment Committee. 
Curriculum Managers are appointed for at least three years. Each Course Management Committee should receive details of curriculum managers at the first meeting of the academic year for information and note where replacements or, in exceptional cases, re-nominations are required. The relevant committee secretary should ensure that these processes are carried out.
Appointment criteria
Where a nominee does not satisfy the criteria in full, the nominees Head of Department must provide an explanation of why the nominee is nevertheless considered qualified must be provided.
Module Leaders / Deputy Module Leaders, Strand / Deputy Strand Leaders, Rotations and Electives Week Leaders – require HoD and CMC Chair authorisation: should normally
· have completed the PGCert in Veterinary Education or a similar induction course, and/or be Fellows of the HEA;

· have served as a Module Leader, shadow Module Leader, or Deputy Strand Leader;

· be a recognised authority in the subject area;

· be permanent members of RVC staff, or of a collaborating institution.

Year Leaders, Rotations Director, Electives Director & EMS Director – require HoD and CMC Chair authorisation: should normally
· have completed the PGCert in Veterinary Education or a similar induction course, and/or be Fellows of the HEA;

· have served as a Module Leader or Strand Leader, preferably for the course in question;

· be permanent members of RVC staff, or of a collaborating institution;

· have been confirmed in post following the completion of probation.

Pathway Leaders – require HoD and CMC Chair authorisation: should normally
· have completed the PGCert in Veterinary Education or a similar induction course, and/or be Fellows of the HEA;
· have served as a Module Leader or Strand Leader, preferably for the course in question;
· be a recognised authority in the subject area;
· be permanent members of RVC staff, or of a collaborating institution;
· have been confirmed in post following the completion of probation.
Course/Deputy/Co-Course Directors – require HoD, CMC and LTAc Chair authorisation: should normally
· have completed the PGCert in Veterinary Education or a similar induction course, and/or be Fellows of the HEA;

· have served as a Module Leader, Strand Leader or Year Leader for the course in question;

· be permanent members of RVC staff, or of a collaborating institution;

· have been confirmed in post following the completion of probation;

· be a recognised authority in the broad subject area;

· be actively engaged in HE pedagogy outside the College, e.g. as external examiners, validation panel members, or external reviewers, or through membership of the Education Committee, or similar, of a subject association
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Curriculum Managers Nomination Form

	Name of nominee
	

	Name of person to be replaced 
	

	Course
	

	Role

(please select only one):
	Course Director

Co-Course Director

Deputy Course Director

Year Leader

Rotations Director
Electives Director
Pathway Leader
	Rotations Leader

Electives Week Leader

Strand Leader

Deputy Strand Leader

Module Leader

Deputy Module Leader
EMS Director

EMS Deputy Director

	Module, Strand, Elective, Rotation or Year:
	
	Start date: (mm/yy) 
	


Appointment Criteria
If the nominee does not meet, in full, the appointment criteria please state why the nominee is nevertheless considered suitably qualified.
	


Confirmation
The following signatures are required before a curriculum manager can be confirmed in place.

1. Signature of nominee
Date:

____________________________________________________
________________
2. Print name and signature of the nominee’s Head of Department

Date:
____________________________________________________
           _________________
3. Print name and signature of Course Management Committee Chair

Date:


__________________________________________________________
__________________

4. For nominations of Course / Co-Course and Deputy Course Directors only:

Print name and signature of Chair of Learning, Teaching and Assessment Committee Date:
__________________________________________________________
__________________

Please send completed nomination forms or any queries to the Academic Quality team, AQOfficerSE@rvc.ac.uk 
Once approval process is completed, the Academic Quality team will update the relevant Curriculum Manager list on the RVC website and notify the newly nominated curriculum manager, Head of Department,  Academic Registrar, Programme Support Co-ordinator, Exam Office, HR, Course Management Committee Secretary.





























































































