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The Responsibilities of the Module Leader 
 
As the Module Leader it is essential to set the tone for module, to set out the expectations for the students 
and staff involved. The Module Leader should stimulate curiosity and enthusiasm for the module with the 
intention of providing an excellent learning experience for the students and the module team.  
 
Much of the Module Leader’s role is about academic leadership, organisation and management. The 
module leader is also the advocate for the module and stimulates interest for all.  
 
As a leader of staff teaching on the module, the Module Leader should support and guide the team in 
providing an inclusive and friendly learning environment that respects individual learners and diverse 
learning communities.  
 
The Module Leader has a key role in ensuring equality of opportunity, assuring the academic standards and 
leading the quality enhancement of the module. 
 
Acknowledging the wider context in which the module operates, the Module Leader should work closely 
with the Programme Leader and liaise with other internal ( e.g. Library and Computing Services) and 
external contributors (e.g. alumni and local employers). 
 
The Module Leader may introduce themselves as the key contact for students on the module and will share 
the principles of partnership working with students; ensuring staff and students understand each other’s 
roles, responsibilities and expectations. 
 
The most important aspect of module leadership is effective communication with students and staff.  
 
Within the responsibilities below we have mapped the activities (where appropriate) to the Dimensions of 
the UK Professional Standards Framework (UKPSF). 
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Responsibilities of the Module Leader 
 
 

Before the start of the module UKPSF1 

1.  Establish module teaching team and negotiate hours for all, in 
consultation with line manager.  Keep the Programme Leader informed 
of module team teaching allocations (Ensure staff hours are 
appropriate). 

 

2.  Ensure own, and teaching teams’, full awareness of the content of the 
approved DMD especially in relation to module learning outcomes, 
assessment requirements, modes of delivery and teaching hours.  

A1 

3.  Ensure all teaching team are registered correctly on StudyNet for the 
module and set up the general structures for the module within 
Studynet including a friendly welcome message to students and contact 
information (ideally including photos) for all module team members (See 
Guided Learner Journey (GLJ) documents for level 4 modules) 

K4 

4.  Check if any of the teaching team (including visiting lecturers) need 
specific training for the module e.g. Studynet/Canvas/Talis/Classroom 
technologies. 

A6, K4 

5.  Establish module team meetings throughout the academic year to 
discuss issues of concern and disseminate items of good practice 

A5 

6.  Advise on practical resources required to support the delivery of the 
module e.g. art resources/laboratory materials (Liaise with technical 
colleagues if necessary). 

A4 

7.  Consider changes to the modules by looking at feedback from the 
previous year e.g. module evaluation forms, Module feedback 
questionnaires, NSS/PTES and External Examiner feedback (Continuous 
Enhancement Process (CEP)/External Examiner reports). Add module 
changes resulting from previous student feedback to the StudyNet site. 

A1, A4, K5 

8.  Communicate expectations to the module team with regard to teaching, 
marking and providing feedback etc.   

A4 A2, A3, 
A4, K1, K2, 
K3, K4 

9.  Provide the required module information within Module Information on 
the Studynet suite (levels 5, 6, and 7) or within the Canvas module site 
(level 4) as part of the Guided Learner Journey. (See guidance on Centre 
for Academic Quality Assurance site) 

A1, A2, A4 

10.  Ensure the module team provide opportunities for formative feedback 
within the module. (e.g. using Studynet/Canvas quizzes, in class 
technologies such as Mentimetre, Kahoot, feedback on text-matching 
using Turnitin etc.). 

A3, A4, K2, 
K4,  

11.  Ensure, where relevant, health and safety risk assessments are carried 
out for laboratory or offsite activities and that this is discussed with 
appropriate senior technical staff.  Ensure students are provided with 
the necessary briefing to enable them to participate safely. 

A4, V2 

12.  Design/update assessment to ensure alignment with learning outcomes 
in the DMD and ensure mapping of assessment elements to learning 
outcomes is communicated to students  

A1, A3, K6 

 
1 UK Professional Standards Framework 

http://www.heacademy.ac.uk/UKPSF
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Before the start of the module UKPSF1 

13.  Schedule the submission of assignments on StudyNet or as stated in the 
school policy. (Agreeing assessment details with programme leader, to 
create an assessment overview for the programme). 

A1, A3 

 
 

During the module 
 

UKPSF 

14.  Manage StudyNet – agree how the module site will be used (e.g 
identifying pre-class activity, and post class activity as well as directed 
reading) 

A4 

15.  Check if any students have study needs agreement and inform all staff 
teaching on the module of their requirements. 

A2, A3, 
K2,V1, V2 

16.  Promote inclusive approaches within teaching to all members of the 
module team (e.g. consideration of management of group work, 
helping staff to access student names and photographs from class list, 
reviewing reading lists and lecture content to ensure it is representative 
of the student body). 

A4, V1, V2 

17.  Communicate regularly with module team and programme leader. K5, K6 

18.  Advise students how they can contact you or the team and agree with 
the team expected response times e.g. office hours and email 
communication. 

A4, V1,  

19.  Agree a process for monitoring student attendance and ensure registers 
of student attendance are kept for all required sessions. (This may be 
automated through the ‘Check-In’ reports if used by the School). 
Report ‘at risk’ students or any concerns about individual students to 
the year/programme leader as required by the School.  

A2, V4 

20.  In the event of staff absence, and in conjunction with line manager 
and/or programme leader, ensure the module delivery plan is adhered 
to as far as possible.  If necessary inform students of changes to the 
delivery plan. 

A2 

21.  Advise module team and students on the policy for assessment 
extensions and the process of Serious Advance Circumstances and 
Academic Appeals. 

A3, A4, V2 

22.  Attend and contribute to Programme Committee meetings. A1, K6 

23.  Work with the marking team and internal moderator to ensure the 
consistency of marking and quality of feedback and to identify/report 
any issues of academic misconduct  

A3, K6 

24.  Help engage students in informal and formal feedback mechanisms 
such as NSS at level 6, PTES at level 7 and Student Voice Questionnaires 
(SVQ). SVQs to be administered in sessions if possible.  

A5, K6, V4 

25.  Manage process of staff evaluation; communication of module 
feedback from MFQs and discussion with module team to develop the 
module evaluation form (MEF) and any follow up actions. 
Give copy of MEF to Programme Leader and be prepared to contribute 
to the Continuous Enhancement Process (CEP) 

K6, V3 

 
 

In course assessment UKPSF 

26.  Ensure all assignments are approved by internal moderator and, where 
required, by the External Examiner before being issued to students. 

A3, K6, V4 
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In course assessment UKPSF 

27.  Set up all assessments on Canvas including the weightings and groupings 
as appropriate 

A3 

28.  Put the assignment information together with the grading criteria, and 
marking schemes where used, on StudyNet as required by the School.  

A3 

29.  Ensure grading criteria and marking schemes are shared with students 
and staff in a timely manner. 

A3 

30.  Ensure timely and good quality feedback (as well as feedforward 
guidance) for summative assignments (within 4 weeks of submission). 

A3 

31.  Ensure students know where, when and how to collect their feedback. A3 
 
 

Examination papers UKPSF 
32.  Manage the process of examination papers ensuring they are produced 

to meet the school guidelines and are fully moderated before submission 
to the programme administrator by the published deadline. 

A1, A3 

33.  Respond to the internal moderator and external examiner comments on 
draft examination papers, as required by the school policy. 

K6 

34.  Be on campus for your exam and be available to attend the exam 
room(s) if contacted by the Exams & Awards Office.  Please do not visit 
rooms during the exam unless requested.   

K6 

 
 

Marking and Moderation of Assessments and Exam papers UKPSF 
35.  Ideally, arrange a pre-marking meeting with the team to group mark a 

few assignments and agree standards and expectations. Organise and 
distribute marking to relevant staff.   

K6 

36.  Ensure the examination scripts are marked, moderated and checked in 
accordance with University and School policies. 

A3, K6 

37.  Obtain, complete and return mark sheet according to agreed assessment 
schedule and School guidelines. 

K6 

38.  Provide list of any student issues (absence etc.) to Programme Leader. A3, K6 

39.  Provide appropriate sample scripts and assignment briefs, mark sheets 
and MEF for External Examiner (via Studynet if appropriate). 

K6 

40.  Ensure a member of the module team is available to meet with the 
external examiner during the moderation process if required. Attend and 
contribute actively to relevant Module Board(s) of Examiner meetings 
including ref/def board and Programme Board(s). 

K6 

41.  Make suitable arrangements to return all assignments to students, 
according to School policy. 

A3, K6 

42.  Provide referral/deferral assignment and guidance on StudyNet. A2, A3 

 
 
 
 
 
 
 


