
Appendix 5 – Academic Link Tutor Role 

This aims to give general guidance to Link Tutors at CCCU and at partner institutions. 

 

Procedures and practices may differ slightly depending on the nature of the 

arrangement, type of partner and institution.  There may therefore be some slight 

variations to the role.  Generally there is however one of the following scenarios: 

 

 CCCU based Programme Director and Academic Link Tutor at the partner. 

 Partner based Programme Director and CCCU Academic Link Tutor. 

 

The CCCU Programme Director / Academic Link Tutor is responsible for:  

 

 Providing the primary point of contact between CCCU and the partner institution 

for all academic issues and day to day operations in the management of a 

collaborative programme;  

 Ensuring that there is a common understanding within the collaborative partner 

institution of expected standards of delivery, programme management, 

assessment and operation of the CCCU regulations and processes; 

 Ensuring that the collaborative programme is academically stimulating, in touch 

with current thinking in the subject area, ensuring good practice is shared 

between the two institutions. 

 

The CCCU Programme Director / Academic Link Tutor is expected to: 

 

 Work with collaborative partner staff to prepare the documentation for the 

Partner Approval / Programme Validation Event; 

 Deliver relevant staff training, as appropriate; 

 Oversee the admissions process, to ensure that students are admitted with the 

required entry qualifications and the partner is supported in relation to decisions 

about non-standard qualifications and the Recognition of Prior Learning (RPL);  

 Ensure that any partner-produced handbooks are consistent with Programme 

Handbook and validation requirements; 

 Liaise with partner staff to ensure students are effectively inducted onto the 

programme; 

 Support collaborative partner staff with regard to programme delivery; 

 Ensure that a Programme Management Committee is established and that 

meetings take place as required; 

 Attend all Programme Team and Partnership meetings at the partner 

organisation and receive minutes as appropriate; 

 Ensure that systems are in place for student feedback at module and programme 

level and appropriate action in response to all student feedback is taken and 

reported back to students; 

 Ensure an external examiner is appointed to cover the programme (in 

conjunction with the Head of School); 

 Participate fully as appropriate in the setting, marking and moderation of all 

assessed work falling under his/her remit; 



 Ensure Board of Examiner dates are established for collaborative programmes  

and an approved university chair and minute taker are appointed in accordance 

with the Assessment Procedures Manual; 

 Oversee the progression of students studying at the partner; 

 Ensure an appropriate response is made to external examiner reports and provide 

support in relation to follow up actions; 

 Maintain regular communication with the partner staff; 

 Advise or refer on quality related matters such as the annual review of 

programmes; the periodic review process, and programme modification and 

development; 

 Liaise, as appropriate, over the reporting for the Annual Programme Report and 

the ongoing progress against improvement planning; 

 Convene the Annual Partner Programme Review meeting at the partner’s 

premises ensuring an appropriate university chair and minute taker is in place; 

 Support the Programme Director at the Faculty meeting to receive the Annual 

Review, where relevant; 

 Act as a conduit for the spread of good practice between partner institution and 

the University; 

 Keep partner colleagues abreast of developments at the University relating to 

their academic area of study, to the enhancement of learning, teaching and 

assessment strategies and to staff development opportunities; 

 Report venue issues to the University; 

 Monitor the effectiveness of support and guidance and deal with grievances 

which cannot be resolved by the collaborative partner. 


