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Procedure for the Approval, Evaluation and Review of Graduate School Professional Development 
Courses1 

1. Introduction 
 
1.1 The Graduate School’s Course Quality and Strategic Development Committee (CQSD) has 

strategic oversight of and responsibility for the quality assurance of new and existing Graduate 
School professional development courses for both doctoral and Master’s students.  The CQSD 
reports to the Postgraduate Professional Development Committee (PPDC) which comprises 
members of Faculty and Support Services staff with experience, knowledge and 
understanding of the UK’s professional skills agenda.  The PPDC reports to the College’s 
Postgraduate Research Quality Committee (PRQC) which takes overall responsibility for the 
quality of research degree programmes provided by the College and reports to the College 
Senate.   
 

1.2 The Graduate School’s Professional Skills External Advisory Board also provides input into the 
development of the programme from an external perspective.  The External Advisory Board 
meets once every 3 years and generally has a specific focus or theme for its discussion and 
review.   

 
2. Procedure for establishing new Graduate School professional development courses  
 
2.1 Students, academic staff, departmental staff and staff within the Graduate School are free to 

make suggestions for new Graduate School courses.  Students in particular are encouraged to 
do so by contacting the Graduate School’s Head of Pedagogy, by raising suggestions at PG 
Staff Student Committees or in liaison with Student Programme Partners (see 2.3). 

 
2.2 The Graduate School’s programme of professional development courses is overseen by the 

Head of Pedagogy who has overall responsibility for the quality of teaching.    However, the 
suite of courses is also divided up into different programmes, each led by a Graduate School 
Programme Leader.  Annually, each Graduate School Programme Leader appoints a Student 
Programme Partner to assist them in developing their Programme.  The Programme areas are 
as follows: 

 
 Doctoral Programme 
 
 Research Communication -   Elena Forasacco (e.forasacco@imperial.ac.uk) 
 Research Impact and Societal Engagement – Laura Lane (o.lane@imperial.ac.uk) 
 Professional Effectiveness – Paul Seldon (p.seldon@imperial.ac.uk) 
 Professional Progression – Caroline Hargreaves (caroline.hargreaves@imperial.ac.uk) 
 Professional Business Skills – Laura Lane (l.lane@imperial.ac.uk) 
 Industry and Enterprise – Jane-Lisa Coughlan (j.coughlan@imperial.ac.uk) 
 GTA Training Programme – Magdalena Jara (m.jara@imperial.ac.uk) 
 Research Integrity – Jorge Freire (j.freire@imperial.ac.uk) 
 Research Computing and Data Science Skills – Katerina Michalickova 

(k.michalickova@imperial.ac.uk)  
  

Master’s Programme - Helal Ahmed (h.ahmed@imperial.ac.uk)  
 

 
1 This includes doctoral professional development courses or Master’s professional development courses known 
as “MasterClasses”.  

http://www3.imperial.ac.uk/registry/proceduresandregulations/committees/postgraduateresearchqualitycommittee
http://www3.imperial.ac.uk/registry/proceduresandregulations/committees/senate
mailto:k.michalickova@imperial.ac.uk
mailto:h.ahmed@imperial.ac.uk
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2.3 A proposer wishing to establish a new professional development course should first contact 
the Graduate School’s Head of Pedagogy to discuss the initial concept and how the proposed 
new course fits within the existing programme.  Student Programme Leaders should raise 
requests through their Graduate School Programme Leader.  

 
2.4  If the course is proposed for distance or blended learning delivery, then the Head of Pedagogy 

will also discuss the proposal, including the course description, learning outcomes and learner 
characterisation with the School’s Senior Learning Designer. 

 
2.5 Should the Head of Pedagogy support the proposal, the proposer, in consultation with the 

Graduate School Programme Leader, will be asked to prepare a business case which explains 
how the new course fits within the existing programme and includes a workshop 
description.  A template for the Business case is attached as Appendix 1.   

 
2.6 It is recommended that draft business cases for new courses be considered at the Graduate 

School’s Learning and Teaching Committee to provide further opportunity for consultation 
with the Postgraduate Development Unit. 

 
2.7 The final business case should then be passed to the Head of Pedagogy for review.     
 
2.8 Once the Head of Pedagogy is content, the Graduate School Programme Leader will present 

the business case to the Graduate School’s Course Quality and Strategic Development (CQSD) 
Committee.  The CQSD will review the following in its deliberations, as detailed in the business 
case: 

   
• The case for establishing the new course and how it fits within the existing programme 

of professional skills, how the new course maps against the Imperial College Graduate 
Attributes and professional body attributes.    There may also be further consideration 
as to how the course compares with industrial graduate training programmes.   

• Workshop description 
 
2.9 Should the CQSD be content, the tutor will develop the full course material in consultation 

with the Programme Leader.  As part of the development of full course material, the Graduate 
School’s Course Design Checklist must also be completed.  Once the course materials are 
ready, the Programme Leader sends the materials to the Head of Pedagogy for approval.  The 
pilot can then be organised.    

 
2.10 Once the course material is ready, a pilot course will be organised by the Postgraduate 

Development Coordinator.   
 
2.11 Once the pilot course has been delivered, the tutor responsible for the delivery of the new 

course will be asked to review student feedback on the course and, in consultation with the 
Graduate School Programme Leader, make a response to this.    

 
2.12 The Postgraduate Development Coordinator will then ensure the pilot course approval cover 

sheet (Appendix 2) is completed and collate the following material, which will be presented 
to the CQSD by either the Programme Leader or Head of Pedagogy, depending on availability.   

• Workshop description  
• Course material  
• Student feedback on the new course 
• Tutor response to student feedback and any action taken in response to this. 
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2.13 The CQSD will review this material and will decide whether to recommend that the PPDC 
formally approves the new course for inclusion in the professional development programme.  
The CQSD may decide that further work is needed on the course before it is submitted to the 
PPDC and if that is the case, the tutor will be provided with feedback and the course will need 
to be re-submitted to the CQSD.  The Graduate School Programme Leader should work with 
the course tutor to provide a response to the feedback provided by CQSD before it is re-
submitted to the Head of Pedagogy for sign-off.    

 
 
3. Amendments to existing courses 
 
3.1 When considering changes to courses, tutors and Graduate School Programme Leaders should 

review table 1 which explains the level of approval and notification required (minor and 
major). Major changes to courses require CQSD approval and the form for submitting major 
changes to CQSD is attached as Appendix 3. 

 
 
4. Annual Review of Student Feedback on Existing Graduate School Professional Development 

Courses 
 
4.1 In July or August each year, each Graduate School Programme Leader will be asked to review 

their programme in partnership with the Student Programme Partner, ensuring that individual 
course tutors have addressed student feedback. Opportunities for developing the programme 
should be outlined in Graduate School Programme Leaders’ reports and the appropriate 
supporting documentation for making major changes to existing courses supplied to CQSD 
(Appendix 3). Programme Leader reports must be submitted to Head of Pedagogy for review. 
 

4.2 The Head of Postgraduate Professional Development will also take an overview of all 
programmes and review the student percentage ratings for individual courses.  If courses fall 
below 70% for any question, the Head of Pedagogy will meet with the Graduate School 
Programme Leader to decide a course of action.  The Head of Pedagogy will report to the 
CQSD on the outcome of these discussions. 
 

4.3 At the first meeting of the PPDC in the autumn term, a summary report of student evaluation 
of courses, responses to feedback and any changes made as a result of this feedback will be 
presented to the CQSD either by the Programme Leader or Head of Pedagogy, depending on 
availability.   
 
 

5. Review of Graduate School Courses by the External Advisory Board 
 

5.1 Once every 3 years,  the Professional Skills External Advisory Board reviews the Graduate 
School’s programme of professional development for both Master’s and Doctoral students.  
This is to ensure the programme remains current and up to date, that external input, primarily 
from employers of Imperial graduates is sought and that students and the academic 
community have a regular opportunity to comment on the overall provision, not just on 
individual courses.   
 

5.2 The  review is also an opportunity for the Graduate School to compare its professional 
development provision with that of other Russell Group institutions, to consider external 
influences which may impact on future provision and to ensure that the Graduate School is 
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proactive in seeking out new and innovative training courses.  The recommendations of the 
External Advisory Board will be presented to the CQSD and the PPDC in time to inform the 
Graduate School’s Planning Round and to allow time in which to implement any actions before 
the start of the following academic session. 
 

5.3 The External Advisory Board will normally comprise an internal independent Chair who has 
knowledge of the role of the Graduate School and the purpose of professional development 
training, one member of academic staff from each Faculty who maybe members of the PPDC, 
a student representative, Head of Pedagogy and the Head of Strategy and Operations, as 
Secretary.  There will also be external members who may be employers of the College’s 
graduates, representatives from industry, alumni or members of other Russell Group 
Graduate Schools.   
 

5.4 In order for the External Advisory Board to effectively review the professional development 
programmes, the Head of Strategy and Operations, in partnership with the Head of Pedagogy, 
will put together the material for the review which will usually have a specific focus. 

 
5.5 Three weeks prior to the Board meeting, the material will be circulated to members.  

 
5.6 Members of the External Advisory Board will be invited to formulate their findings and make 

any recommendations.  These will be presented to the CQSD and to the PPDC.   The PPDC will 
consider the report and agree any recommendations or changes to the programme of 
professional skills training.   
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minor Change of content e.g. Slides1 A A N      
minor Change of course description 2 A A N N     
minor Change of 1 learning outcome 2 A A N N  A   
minor Change delivery mode (e.g. workshop to webinar) 4 A A N   A   
minor Addition of online component for a blended approach 4 N A N   A   
minor Change of tutor N A N   A   
          
major Change of title 3 A A N N N A A N 
major Change of more than one learning outcome 2 A A N N N A A  
major Withdrawal of course from a programme N A N N N A A A 
major Change of programme name N A N N N A A N 

A= approval required, N = must be notified 

Note: GRADMIN should be notified of all changes,  

1. For new slides these should be added to the course material directory and GRADMIN notified. 
2. For new learning outcomes and/or course description, the course description document should be updated and GRADMIN notified to update the 

website  
3. For new titles, this has an impact on the website, course documentation and the course registration in the database. New titles should only occur 

during the summer to minimise the impact on student attendance records during the year. 
4. For change in delivery mode and/or the addition of online components it is advisable to consult with the Graduate School Digital Learning Designer. 


