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Abbreviations
PN | Programme Board GAP | Prefect of a research
(Programndmnd) institution responsible for
first-cycle education
(Grundutbildningsansvarig
prefekt)
PNO | Chairperson of the EX | Examiner
Programme Board
(Programndmndsordforande)
GUN | Board of First and Second KA | Course Leader
Cycle Education (Kursansvarig)
(Grundutbildningsndimnd)
PD Programme Director SSK | Committee of Student
Welfare Issues
(Studiesociala kommittén)
KD | Course Director IK International Committee
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(Internationella kommittén)
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Rules of procedure, assignments and
management

The assignments of the Programme Board (PN) and the Chairpersion
of the Programme (PNO) are defined in the Rules of Procedure for the
Board of First and Second Cycle Education (GUN) and Programme
Boards.

The Programme Boards in turn establish their rules of procedure and
assignment details for the management of the programmes and
courses at the first and second cycle educational levels that they are

responsible for.

About the Programme Board for
Master’s Degrees (PNM)

PNM is responsible for a large number of courses, either free-standing

or within programmes with curricula decided upon by GUN.

The programmes currently offered are:

e The Bachelor’s Programme in Biomedicine
e The Master’s Programme in Biomedicine
e The Master’s Programme in Public Health

Many of the free-standing courses can be used as components in
Magister (1-year) and Master’s (2-year) degrees in Medical Science,
in accordance with the degree descriptions established by GUN
(instead of curricula). They can also be a part of lifelong learning and

continuing education initiatives for professionals.

PNM is also responsible for the Foundational Year in Health
Sciences, which includes both university-level courses and qualifying

courses at upper secondary level.

In the text below, the terms courses and programmes are used.
Courses include both those included in degree programmes as well as

free-standing courses. Programmes include degree programs, free-
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standing courses leading to a degree, and the Foundational Year in

Health Sciences.

Programmes are led by programme directors (PD), while the course
directors (KD), who have the same status, lead the foundational year,

the free-standing courses, and degrees based on free-standing courses.

Chairperson of the Programme Board

The PNO is responsible for the day-to-day management, planning,
monitoring and quality assurance of the board’s education. The PNO
appoints colleagues with overarching operational tasks of education
management. The PNO represents the board between meetings and
deals with the issues that cannot be postponed to the following

gathering of the programme board.

Programme Director / Course Director

The Programme Director (PD) or Course Director (KD) is a teacher,
normally with a PhD and training in university-level pedagogy of at
least 5 and normally 10 weeks. They are appointed by the PNO in
consultation with GUN.

The PD/KD has an overarching responsibility to, in the most effective
way possible, make use of the resources GUN has allocated for their
education programme and/or courses, and to account for them being
conducted with the highest possible quality and with the student’s

learning in focus.

The Programme Director / Course Director:
e represents the programme / course in official contexts.

e is part of PNM's preparatory committee and is participates in
PNM meetings.

e coordinates administrative support within the programs in
consultation with the Education Office.
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is responsible for the programme's cooperation and
communication within and outside the faculty.

is responsible for ensuring that students registered in the
programme or course are given equal opportunities to achieve
the learning outcomes.

is responsible, in consultation with the Faculty of Medicine's
Centre for Teaching and Learning (MedCUL), for the overall
pedagogical work within the programme or course.

is responsible for ensuring that regulations and board decisions
are implemented and that quality assurance work is conducted
in accordance with GUN's pedagogical plan.

is responsible for eligibility assessment and merit evaluation
for admission to programmes and free-standing courses that
are not handled by Lund University’s general admissions
department.

appoints — after consulting with the PNO and the
GAP/equivalent — course leaders (KA), and teachers
responsible for significant areas of education and quality
assurance.

decides, in consultation with the PNO, on admission numbers
to programmes and freestanding courses.

writes annual financial statements and quality assurance plans
in their area of responsibility in accordance with the prevailing
principles and guidelines.

ensures coordination between course syllabuses to allow
constructive alignment towards the overall degree objectives.

ensures, in consultation with the PNO and the course leader
(KA), that the courses are properly dimensioned and
publicised.

proposes examiners (EX), in consultation with the
Examination Committee and the PNO.

assists the PNO in budgeting and resource allocation, ensuring
the education can be conducted with a high level of quality,
and assists in following up on these outcomes.

assists, when necessary, the KA and GAP in recruiting
competent teachers for the courses.

assists the examiner and Examination Committee in the
development and quality assurance of examinations.
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The Course Leader

The course leader (kursansvarig, KA) normally holds a doctorate
degree, has undertaken at least 5 weeks of training in higher education
pedagogy, and possesses a relevant level of knowledge of the subject
in question. The KA is appointed by the PD/CD.

The KA is responsible for the effective management funds received
from the programme, to ensure the development of a high-quality

course that centers student learning.

The Course Leader is responsible for:

o ensuring that all students in the course are given equal

opportunities to achieve the learning outcomes.

o ensuring that the course in all aspects complies with the
Student Rights List.

e ensuring that ongoing contact is maintained with student

course/semester representatives.

o ensuring that the course schedule is created according to
guidelines and is accessible to students in accordance with the
Student Rights List.

e ensuring that teaching is conducted according to the
pedagogical principles stated in the course syllabus and
programme curriculum, or as otherwise decided upon by
PNM.

e working in collaboration with the examiner (EX) on

continuous quality development of the course.

e in the case of a new course, writing the course syllabus

together with the examiner.

o together with the examiner, identifying the need for syllabus

revisions and writing proposals for these changes.

 recruiting teachers for the course, when necessary, in
consultation with the PD/KD and GAP or equivalent.
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applying to the PD/KD for hiring an external teacher (through
an external legal entity) if teaching capacity is lacking within
LU or Region Skane.

providing a budget proposal for the course and following up
by reporting deviations from the budget, to the relevant
colleague (PD/KD/GAP/financial officer).

participating in information and work meetings convened by
the PNO or PD/KD.

ensuring that course evaluations are conducted after each
course is completed, and that the results, are analysed in
consultation with student representatives and compiled into a

course closing (kursbokslut) that is made available to students.

for freestanding courses, writing a quality plan that is reviewed

after each course is completed.

ensuring that course documents are archived according to

current guidelines.

ensuring that grades are reported into Ladok within the

timeframes described in the Student Rights List.

writing statements in connection with credit transfers, in

consultation with the examiner.
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Examiner

The examiner (EX) is a teacher, normally with a PhD and at least 5
weeks of training in university-level pedagogy and who possesses a
relevant level of knowledge of the subject in question. A teacher
employed by a Swedish university or college other than Lund may be
appointed examiner, but must then be provided a form of employment
by Lund University. The examiner is proposed by the PD/KD and
appointed by PNM.

The examiner has the overall responsibility for ensuring that all
learning outcomes are assessed at the correct level and in a legal and

fair manner.

The Examiner:

e is responsible for ensuring that examinations are planned in

conjunction with the course schedule.

e is responsible for ensuring that examinations are conducted as
described in the syllabus and in accordance with relevant

overarching principles and guidelines.

e is responsible for ensuring that examination assignments

comply with general guidelines for legal and fair examination.

e is responsible for ensuring that teachers involved in
assessments conduct them in a consistent and fair manner and

are familiar with the applicable criteria.

e is responsible for defining, together with the Course Leader
(kursansvarig, KA), which assessments should be conducted,

based on the course syllabus.

e is responsible for evaluation and quality-control of the validity

of the instruments of assessment.

e is responsible for documenting and analysing achievement of
the learning outcomes, based on the examination results, and
reporting this back to the Course Leader (KA).
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keeps up to date with developments in knowledge regarding
examination methods and their quality assurance.

provides statements regarding the recognition of prior learning

for credit transfers.

participates in the work of the Examination Committee and in
information and work meetings convened by the PNO or
PD/KD.

certifies study results in Ladok, within the timeframes
specified in the Student Rights List.
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Syllabus Preparatory Meetings

The Preparatory Meetings for course syllabuses involve two to three
teacher representatives (one being the PNO), at least one

representative of MedCUL, and at least one student representative.

The PNO appoints the teacher representatives. The Student Union

appoints the student representative and their deputy.

The mission of the Syllabus Preparatory Meeting includes reviewing
syllabuses and providing feedback to teachers in the development of
new or revised syllabuses for PNM's programmes, courses and

commissioned education.
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The Examination Committee

The Examination Committee consists of at least one teacher
representative from each programme within PNM (at least six in total,
one of whom is the chair), one representative of MedCUL and at least
one student representative from each programme. The PD/KD has the
right to attend and speak. Deviations from this composition are

possible.

The Examination Committee is led by a chairperson who must be a
teacher, normally with a doctorate degree and at least 10 weeks of

training in university-level pedagogy.
The committee's teacher members and chair are appointed by PNM.

The Examination Committee has an overall responsibility for
developing examinations and supporting the programmes so that all
learning outcomes are examined at the correct level and in a legal

and fair manner.

The committee:

e conducts external monitoring and development work in

accordance with current research and knowledge on education.

e is responsible for ensuring that the examiners receive
continuous information about the work of the Examination
Committee and initiates further training activities when

necessary.

e provides examples of legal and fair forms of examination and

assessment criteria, and frameworks for these.

e identifies areas in need of development and ensures that this

development takes place where needed.
e assists the PD/KD in matters relating to examinations.

e assists the KA/EX with the development of examination forms

and assessment and/or grading criteria.
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e assists PNM in supervising that courses are examined in
accordance with what is specified in their syllabus and with

overall guidelines.

e can prepare proposals to PNM on general principles for

implementing examinations in a legal and fair manner.

e can prepare proposals to PNM on general principles for
compiling examination results and evaluating examinations, at

course and programme level.

The committee’s chairperson represents the committee between
meetings and manages urgent committee matters that cannot wait until

the next meeting.
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The Student Welfare Committee

The Student Social Committee (Studiesociala kommittén, SSK)
consists of five to six teachers, of which one is the chair and two to
three are vice-chairs, as well as four student representatives. The
chairmanship and vice-chairmanship are evenly distributed among all
PNM’s programmes. Study advisers and PNM’s secretary are also
normally co-opted to the meetings. The committee's teacher members,

chair and vice-chair are appointed by PNM.

The committee:

e decides on deferment to a later start of their studies.

e decides on study breaks and re-entry into a programme.

e decides on admission to a later part of a programme.

e decides on the allocation of course places to eligible students.

e decides when a student does not meet the eligibility
requirements and thus cannot transfer to the next course of a

programme.

e decides on exemptions from the eligibility requirements for

transfer to the next course of a programme.
e decides on individual courses of study / individual study plans.
e decides on the credit transfers from previous education.
e prepares proposals of regulations to PNM.
The chair of the committee represents the committee between

meetings and manages committee matters that cannot wait for the next

meeting.
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The International Committee

The International Committee (/nternationella kommittén, 1K) is
composed of four teachers, one of whom is the chair, and three

student representatives. The International Coordinator and the Head of
the International Department have the right to attend and speak. The
International Coordinator takes the minutes. A study adviser is usually
also co-opted to the meetings. Deviations can be made from this

composition.

The IK's teacher members are appointed by PNM, while the chairman

is appointed internally at the committee's first meeting.

The IK supports the international work of the faculty. The chairperson
acts as a bridge between the committee's work and the Programme
Board (PNM). The committee works on issues related to the
internationalisation of the courses and programmes, and is tasked
with promoting the implementation of the Faculty of Medicine's action
plan for the internationalisation of education at undergraduate and
advanced level, in consultation with the faculty’s International Office

and with programme management.

The committee:

e identifies activities and measures within the respective
education programmes required to achieve the goals of the

action plan.

e evaluates existing cooperation agreements and requests for
agreements on exchange studies as well as taking initiatives

for new agreements.

e decides on selection criteria for incoming and outgoing

students!

e contributes with its expertise to ensure that the international

elements of the education programmes continue to develop.
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e identifies and creates conditions for students for
internationalisation at home.

¢ identifies universities of particular interest in terms of student

and faculty mobility and cooperation.

e identifies and brings up for discussion barriers to
internationalisation that may exist within education

programmes.

e advises on international grant applications that affect the

education programmes.

e maintains good communication channels with teachers and
students, in consultation with the faculty’s International
Office.

The chairperson of the committee represents the IK between meetings
and manages urgent committee matters that cannot wait for the next
meeting. The committee’s chairperson is invited to attend PNM

meetings when necessary.

!If the composition of the committee precludes its decision-making
mandate, it instead prepares proposals on selection criteria for
incoming and outgoing students, for further decision by the

Programme Board.
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