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Objective

•To share the learning points from the recent 
inquiry into course committees

•To confirm the purpose of a course committee

•To identify the barriers to participating and propose 
possible improvements

•To introduce meetings tools and evaluate their 
usefulness for your context



Survey results
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Yes
No

Training 
received

Developmental and innovative

Issue-oriented, not 
developmental and innovative

View on course committee

Perceived functions of CC Rank

Student issue resolution 1

Course development and enhancement 2

Course management 3

Quality assurance 4

Discussion 5

Most important Least important

Presenter
Presentation Notes
So, from our survey done at the beginning of the year, we found some themes in the current practice of course committee.

Firstly, the majority perceived course committee to be the place to solve student’s issues, make it more important than course development or management. The second theme is that, there’s a lack of training, for both students and staff. 

There’s also a distinction between students and staff on how they view their course committee, whether it’s developmental or issue-oriented.
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Comments: 

• “Much of the time is spent dealing with 
[students’ issues], rather than looking at other 
items (e.g. EE reports, assessment plans, etc.)”

• “The really useful course changes tend to be 
made as a result of informal discussion and 
formal discussion with stakeholders outside the 
meeting structures.”

• “…in its current format, the meetings are a huge 
waste of time and resources but could, if 
redeveloped, have the potential to deliver so 
much more.”

• “It is mostly a box ticking exercise.”

Presenter
Presentation Notes
Next up, only less than 50% of the participants says that staff and students work together as a team in course committee. The rest stated that either there’s some tensions in the meeting, or members are not engaged to contribute.

Also, about the information discussed, only one-third says that it’s relevant and important. The rest stated that there’s unnecesary information, or that the information discussed are limited and insufficient.

Over all, only less than 50% says that course committee is effective. The majority says that it’s able to make some difference, but that would not be what they considered effective for a meeting.

Here’s some comments that we have.
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Lois Graessle, 
George Gawlinski
and Martin Farrell



40:Preparation
“They work as well as the preparation you are willing to put into them 

before hand.”

20:Participation
40:Follow Through
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Preparation

•What needs to happen before the meeting?
– Set dates and times
– Book the room for the meeting
– Communicate meeting dates and times with members
– Collate items for the agenda

–AGENDA set
– Documents to be circulated to all members
– Members to read and consider agenda items and documents
– Student reps to collect feedback from the cohort

11 April 2018 7



What goes on the agenda and why?

• Standard course committee agenda from one School:
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 Meeting No. 
Agenda Items 1 2 3 
1. Introductions    
2. Apologies    
3. Minutes of the Previous Meeting    
4. Feedback from Students    
5. Feedback from Staff     
6. Professional/Support Services Reports: 

• LIS    
• Placement Service (as required) 
• Employment Service (as required) 

7. Course Leader Report 
• Interim Course Report (includes External Examiner Feedback)    
• Issues arising from Module Leader Reports    
• Assurance of Learning: Closing the Gap Actions    
• Course Development Plan: Update and Progress    
• Consideration of Module Changes/Curriculum Enhancements    
• Feedback from Course Evaluation (NSS/PTES, Evasys)    
• Feedback from Module Evaluation (Evasys)    
• Update on issues arising for School or University Attention (from 

CSQR)    

8. Admissions Report  (as required) 
9. AOB    
10. Date of Next Meeting    

 

Presenter
Presentation Notes
Hand out the agenda template and example.

Benefits of using the template: 
 
People know what to do before the meeting. 
People know what to expect and what’s expected of them (especially students who don’t have as much experience and knowledge about some quality aspect of the course) 
Gives a clear steer as to what should be recorded for the minutes 
Supports planning for the meeting, you can review timing and order and see whether any of the items need a approach 
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What goes on the agenda and why

• What will happen for the following items?
– Minutes of the previous meeting
– LIS Report
– Student Feedback

• How could we do it better?

11 April 2018 9



The AGENDA
Mission:Action:Outcome
Mission: Review the Feedback from the EvaSys
evaluation

Actions:
–Highlight high scores and get feedback from 
students on why these areas score well

–Highlight areas for improvement.  Everyone to 
suggest an idea to improve.

–Agree what the key messages to feedback to 
students are and how – Student reps to lead.

Outcome: Agree a plan to feedback to students,  
and Identify actions to improve the course.
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Your Turn -

In Groups
The Module Changes are on your agenda

Decide
Mission: Actions: Outcome
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40:Preparation

20:Participation

40:Follow Through
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Presenter
Presentation Notes
Normally, in course committee meeting as well as in other meetings, the common practice would be that the majority of effort put into the meeting would happen in the participation phase. That should not be the case, as according to the 40-20-40 suggestion, more effort should be put into the preparation and follow through, and participation accounts for around 20% of the effort put. Still, it surely doesn’t mean that it’s not important, as this is where discussion happens and decisions are made. In order for the meeting to be successful, it’s important that every members make effort to join and contribute to it. 

We have developed a top tip guide, which we are giving to you right now. It includes some useful information and some suggestions, and based on the nature of your course committee, you can choose to adapt whichever suggestion that would be the best fit for you. Still, there would be some general top tips that would be helpful in any kind of meeting.



Begin Well

•Arrive in good time

•Everyone Welcomed

•Remind of purpose and plan for the meeting

•Remind of Mission: Action: Outcome for each 
agenda item
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Presenter
Presentation Notes
Firstly, it should begin well, everyone arrives in good time, maybe using a few minutes before the meeting starts for informal and ice-breaking conversations. That’d be really helpful to lower the barriers between students and staff. 

It’d also be beneficial if we’re all reminded of the purpose and plan for the meeting, why we’re here, and what we need to achieve from this.



Keep it flowing

•Time and timing

•Work through the agenda

•Encourage contributions

•Take a break if you need one

•Contribute as individuals/pairs/groups

•Decide on action and record decisions
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Presenter
Presentation Notes
And then, keep it flowing, timing is important, make sure that every item you set out for the meeting is covered. If one discussion goes longer than expected, you can always briefly wrap it up, mention important points that have been reached, move on to the other items and come back to it if you still have time.

Everyone should be encouraged to contribute to the meeting, both students and staff.

Also, sometimes the meeting can be pretty long, and sometimes you feel that people might need a quick break. If so, do not hesitate to have one. Sometimes that’s what everyone wants, but nobody actually wants to say it. 





End Well

Did you achieve your mission and reach your 
outcomes?
• don’t leave until you have    OR
• agree what you’re going to do about it

Before you go
• Is everyone clear of what was agreed
(agree the minutes together as you go)
• Show appreciation to one another
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Presenter
Presentation Notes
Next thing, very important, make sure that you reach the agreement and achieve the outcome that you set for the meeting. 

All the actions, all the decision made in the meeting should be well recorded in the minute.

And before you leave, make sure everyone is clear what is agreed in the meetings, in other words, everyone agrees on the minute together.

And that’s the participation phase.
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40:Preparation

20:Participation

40:Follow Through





Next Steps

What ever you agree in the meeting is just the 
start.

Call Out –

One thing you might have to do after a meeting?

•Who needs to know what happened?

•What specifically do they NEED to know?

•How will you tell them? 

11 April 2018 18

Presenter
Presentation Notes
Hand out minute template (with integrated action plan)

Question to attendee’s 

Who needs to know? Absentees, people with actions associated against their name, Students need to know the developments on their course

Be specific about what it is that they need to know  - Do they need to complete an action?  

- Reps collecting specific student feedback – what is it you want to know ? and how you could you help support them with this? Time before or after a lecture, help them book a space and promote it verbally ? 

And how are you going to communicate this to them?

 Via concise minutes stating actions, or if it is that students need to know something in regards to their feedback in the meeting this could be supporting reps to draft something that could then be uploaded by a course leaders on to the Course Learning room in NOW through the news feed . 





Meeting minute with an integrated action 
plan
Feedback from Confetti:

• “Initially it was quite a change…, but I really think it’s worth it once 
you get the hang of them.”

• “Doing the minutes in this format, bullet pointing everything, means 
that you tend to see everything that is written and discussed.”

• “It’s easier to write the minutes, taking less time trying to work out 
‘how to word’ something, and getting right to the point.”

• “The action and who should be doing them are clear and concise, 
with space to record the outcome. Making the minutes a very clear 
record.”
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Presenter
Presentation Notes
Alison’s full feedback:

Initially it was quite a change to do the minutes in this format, but I really think it’s worth it once you get the hang of them. I think going forward it will be much simpler.
There is less discussion doing it in this format, making the minutes easier to read for everyone. 
We all have so many minutes/documents to read through that it is quite easy to miss things as you begin to ‘skim’ read. Doing the minutes in this format, bullet pointing everything, means that you tend to see everything that is written and discussed.
It’s easier to write the minutes, taking less time trying to work out ‘how to word’ something, and getting right to the point.
Everyone who attended can read them quickly and see immediately if there is anything missing that they feel should have been minuted. It is also so much easier for the Reps and other students, as well as staff, to understand as there is less ‘jargon’.
The action and who should be doing them are clear and concise, with space to record the outcome. Making the minutes a  very clear record.
Going forward it will be much easier in the next meeting to discuss the minutes and actions, completed and outstanding, and then to write the new minutes. 





Review

Review the process of the meeting

• How did the different activities work?

• Did everyone contribute – why/why not?

Challenge yourself

• Was my preparation effective?

• Did I contribute?

• What would have helped me be a better participant?

Change into new habits

• What will I do differently for the next meeting?

11 April 2018 20

Presenter
Presentation Notes
Review how the meeting went 

Reflective learning community.

How did activities work ? 
Did you contribute did everyone feel able to ? Yes / no , why?
 



Resources

• Example Agenda (using mission:action:outcome)

• Blank Agenda

• Example minutes (using the example agenda)

• Good practice guide

• Personal, one-to-one support with running your course committee

• Your ideas
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