EASS PROGRAM DIRECTOR YEARLY PLANNER
	Due
	TASK

	Provided By
	Submitted To

	January


	· Pre enrolment sessions

· Individual advising re SATAC preferences

· Change of Preferences Meetings

· Set SATAC parameters

· Offers/admissions process

· Include dates for January SATAC offer rounds
	Program Director

	Div Academic Services Unit

	February


	· Grade Distribution Report

· Offers/admissions process

· Individual student advising

· Enrolment and First Connection (consider organising a program-based social event for commencing students)
· Finalise finishers
	Head of School
	Division Board

	
	
	Program Director
	

	
	Review Student Appeals for advice to Appeals Committee
	Program Director
	Coordinator Student Administration (Debbie Tromp)

	March

 
	School Review
	Head of School
	Division PVC

	
	Check Internal Transfer arrangements
	
	

	
	School Review Report
	Head of School
	Planning & Assurance Services

	
	Annual Program Report (due 5pm 18 March) 
	Program Director
	Division Student and Academic Services Manager (Colin Smyth) for forwarding to PVC & Dean T&L. 

	
	Process credit/RPL applications


	Program Director
	

	
	International student welcome/advising
	Program Director
	

	
	HECS Census
	Program Director
	

	
	Arrange student forums?
	
	

	
	Check draft SATAC Guides?
	
	

	
	GCEQ Appendix (nominated programs)
	Program Director
	Div Executive, PVC & Dean T&L

	April


	Category 1B, 2 and 3 program amendments (to take effect in next calendar year)
	Program Director (through School Board)
	Div Academic Services Unit

	
	Graduation ceremonies
	Program Director
	

	
	Check Program brochures
	Program Directors
	

	
	CEI summary (S2 data)

Course assessment moderation meetings?
	Program Director
	Dean T&L

	May
	Last date for withdrawal without fail (June 16)
	Program Director
	

	June


	School budget submission
	Head of School
	Division Finance Officer

	
	Last date for WF (June 13)
	
	

	
	Mid-year entry?
	
	


	July


	Last day to enter grades
	Course Coordinators
	Medici

	
	International Student Advising and Orientation

(Semester 2 arrivals)
	
	

	
	CEI Summary (S1 data)

Course assessment moderation meetings?
	Program Director
	Dean T&L

	
	New program feasibility statements
	Head of School
	Div Academic Services Unit

	
	Category 1A amendments to be entered on Medici for next calendar year
	Program Director or Course Coordinator
	School Administrator

	
	Report on progress in terms of GCEQ Appendix
	Program Director
	Dean T&L

	
	Individual advising re S2 enrolments
	Program Director
	

	
	Check mid-year finishers
	Program Director
	

	
	Academic Review (students at-risk)
	
	

	August
	University Open Day. Public Lectures?
	
	

	
	Counselling ‘at risk’ students.
	
	

	
	HECS Census
	
	

	
	Review Student Appeals for advice to Appeals Committee
	Program Director
	Coordinator Student Administration (Debbie Tromp)

	September


	School Planning Document
	Head of School
	Division PVC

	
	Program Evaluation Report (nominated programs only)
	Program Director and Head of School through School Board
	Div Academic Services Unit

	October
	Full documentation for new programs and Category 3 amendments affecting next SATAC guide
	Program Director (through School Board)
	Div Academic Services Unit

	December


	Last day to enter grades
	Course Coordinators
	Medici

	
	Nominations for prizes, awards?
	
	

	
	Graduation (International students?)
	
	

	
	Academic Review of students
	
	

	
	Begin checking finishers
	
	

	
	Semester 2 Course Reports (nominated Programs)
	Course Coordinators
	Dean T&L

	Additional 


	Recommend that teaching team meetings be convened at least twice a year.

Remind course coordinators to summarise CEI results at the end of each semester.


	Program Director

Course Coordinator
	Program Director


