
    

    

 

 

IBC Learning & Teaching Strategy 

1.0 Purpose    

The purpose of this document is to set out the principles and practices that underpin the 

approach of International Business College Manchester (inclusive of Manchester and 

London campuses) to all aspects of learning and teaching and the overall development of 

all students that participate in our programmes.    

 IBCM is an institution of further and higher learning established in 2011. Since its 

founding, IBCM has been committed to the values and beliefs of excellence, 

honour and effort. Although the primary aim of the college is to assist students in 

achieving their chosen learning goals, we also believe that it is important to help 

them develop disciplined and creative minds by building an effective learning 

environment that prepares learners for achievement. This is done through the 

provision of effective teaching that reflects the latest developments in student 

centred learning based on solid principles and methods and also considers the 

individual learning styles of each one of our students.   

 IBCM believes therefore that it is vital that all classes study under skilled tutors, 

who are able and eager to provide each student with the challenges, stimulation, 

instruction and guidance needed to succeed.   

 Learning and teaching will take place via a variety of methods including face to 

face delivery, online and blended learning. All the principles in this policy document 

apply equally to all methods.   

 IBCM aims to provide an inclusive environment for learning that anticipates the 

varied needs of students and aims to ensure that all students have equal access to 

educational opportunities through inclusive design and by means of reasonable 

individual adjustments wherever necessary.   

This document will highlight all aspects of the organisation which encourage good 

learning and will provide both students and tutors with specific details to assist in 

providing good and outstanding learning opportunities.    

2.0 Scope    

 This policy document covers all aspects of curriculum, lesson planning and lesson 

delivery. 1    
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 The policy covers student engagement and the enhancement of student learning 

opportunities   

      
 The policy covers all students participating in programmes at IBCM including those 

on Further Education, Higher Education and professional programmes and those 

attending tailor made IBCM courses.    

    
 This policy covers students attending IBCM on a face-to-face basis as well as 

those studying online via blended or distance learning.    

    
 The policy covers all those involved in the delivery of teaching and learning, plus 

those involved with the administration, organisation and oversight of educational 

programmes at IBCM.    

    
3.0 Responsibilities    
    
Board of Governors    

    

Overall responsibility for all performance and management in meeting agreed goals and 

objectives, including those relating to academic standards and performance, rests with 

the Board of Governors.  Specific responsibility is delegated to the:    

    

Academic Board    

    

The Academic Board is the senior academic authority at IBCM and has responsibility for 

decision making in matters concerning academic strategy and policies, academic 

standards, curriculum design and development and the organization of teaching and 

assessment.   The Academic Board will also take responsibility for monitoring the overall 

quality of learning opportunities and of student welfare.     

.    

    
Principal    

    
The College Principal will take operational responsibility for coordination and 

administration of programmes offered at IBCM.    

 Assisting with recruitment of appropriately qualified/experienced teaching staff    

 Monitoring attendance registers and following up non-attendance    

 Acting as Welfare Manager to offer support to students as needed    

 Monitoring, directing and supporting all administrative activity at IBCM including 

registrations, attendance recording, data capture etc.    
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 Monitoring of online platforms    

Academic Manager 
    
The Academic Manager will take responsibility for ensuring that all programmes meet the 

requirement of Awarding and regulatory bodies as well as the standards set by IBCM via 

the Academic Board.      

     
    

 Monitoring of programmes (in conjunction with the Programme Leaders), in terms 

of observation of teaching & learning and documentation in terms of learner 

progress reviews and tutorials, as well as any other documentation required by 

IBCM and awarding bodies. This will take place for both face to face and online 

teaching.    

 Monitoring of tutorial support offered to students across all programmes and 

feeding back development needs to the Academic Board for the purposes of 

providing any appropriate training/support. This will take place for both face to face 

and online teaching.    

 Liaison with awarding bodies/external agencies with regard to required 

review/monitoring of assessment, learning & teaching and overall learner progress 

and development.    

    
Programme Leader    

    
 Responsible for day-to-day supervision and coordination of the programme. The 

Programme Leader may also be acting as tutor and/or assessor/internal verifier.    

 Responsible for ensuring that all awarding body requirements are adhered to in 

terms of both delivery and administration (Schemes of Work, Lesson Plans and 

appropriate assessment/IQA/examination records etc).    

 Responsible for ensuring that any online/blended delivery meets the requirements 

of the awarding body    

 Responsible for ensuring that all tutors on their programme(s) are made aware of 

awarding body requirements and of IBCM policies and procedures with respect to 

learning, teaching and assessment.    

 Responsible for ensuring all tutors on programme conduct regular tutorials for 

each topic area.    

 Responsible for providing programme leader reports at the end of each academic 

year, giving appropriate feedback on all aspects of teaching and learning.    

 Ensuring appropriate records of assessment and internal quality assurance are 

retained for sampling by the awarding bodies.      
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Lecturers/ Tutors    

    
 Ensuring that they understand all aspects of the programme that they are teaching 

including all requirements for teaching and assessment    

 Preparing Schemes of Work for their topic and preparing lesson plans for each 

specific lesson    

 Ensuring the delivery of high-quality teaching and learning at the appropriate level 

for the programme being studied    

 Ensuring that their lessons are differentiated to address the individual needs of 

Students    

 Ensuring efficient delivery of any online/blended learning in line with awarding 

body requirements    

 Ensuring the assessment methods selected are appropriate for the intended 

learning outcomes, type and level of work    

 Ensuring all assessment materials are designed to allow students to achieve 

higher grades where appropriate    

 Ensuring that regular tutorial/support sessions are provided for each individual 

student and that any requests/identified support needs are followed up/referred as 

appropriate    

 Recording lesson attendance and participation of each student and identifying 

areas where intervention is required    

    
4.0 Curriculum    

    

IBCM provides a curriculum, approved by the Academic Board, which:    

    
 Meets all statutory and Awarding Body requirements    

 Is prepared at the appropriate level for each programme, in line with the 

Framework for Higher Education Qualifications    

 Is both challenging and relevant    

 Meets the needs of all students and helps them develop to their full potential    

 Is delivered in a safe, positive learning environment; and    

 Prepares students to be responsible, active workers and citizens.    
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5.0 Preparation for Teaching    
    

5.1 Access to teaching    

    
All lessons are to be accessible for all students and reasonable adjustments will be made 

to ensure that no student is disadvantaged or unable to access either physical resources 

or the teaching itself (whether face to face lessons at IBCM or online lessons delivered 

remotely) see reasonable adjustments policy    

    
5.2 Schemes of Work    

    
 Schemes of Work are to be provided for each module prior to the start of delivery. 

Where a SOW is not provided by the Awarding Body, the Programme Leader will 

be responsible for developing these. All Schemes of Work will be stored within the 

appropriate course folder   

 Schemes of work will indicate the method of delivery and adapted as necessary for 

blended/online tuition    

 Schemes of Work must be reviewed regularly by tutors/ Programme Leader and 

always prior to the module being taught.  

      
5.3 Lesson Planning    

    
 The tutor will maintain a file that will contain a copy of the lesson plan for each 

session. Where not provided by the Awarding Body, each tutor will be responsible 

for preparation of their own lesson plans.  The plans will identify the aims and 

objectives/learning outcomes of each session together with reflections on the 

lesson which can be used to inform future delivery. Lesson plans are also to be 

stored on the relevant folder on the shared drive.      
 Lesson plans also to be reviewed prior to teaching the same module again and 

revised as appropriate to consider the nature of the group and the individual 

student’s learning styles/abilities.     
 Planning considers knowledge of students’ abilities, prior attainment and learning 

styles as well as subject requirements   
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 For online/blended learning, tutors will ensure they are familiar with all equipment 

to be used as well as the learning platforms and that equipment used is fit for 

purpose in advance of the lessons taking place    

    
 
 
 
    
6.0 Quality standards in Teaching and Learning    
    

6.1 Teaching Practice    

    
 All Teaching and Learning approaches adopted will be flexible, diverse and 

appropriate to the skills and needs of individual students, taking into account 

equality of opportunity.    

 Tutors appointed will have both occupational competence and current knowledge 

about the subject they are teaching.    

 A variety of teaching and learning methods will be incorporated into lessons    

Tutors will be actively engaged with students throughout lessons.    

 Tutors will use a range of skills including:    

    
- providing engaging starters;    

- explaining logically and clearly;    

- proceeding in small steps at an appropriate pace;    

- demonstrating or using interesting examples and encouraging active 

participation;    

- using a wide variety of types of questions;    

- providing opportunities for practising different learning styles;    

- providing supportive formative assessment and appropriate feedback 

which gives the student the opportunity to improve their work    

- setting out clear objectives and summing up at the end of lessons to 

indicate how objectives have been met.    

    
 Learning activities will be designed to enable students to secure the planned 

learning objectives.    
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 Learning objectives will be reviewed and summarised at the end of the lesson.    

    
 A range of teaching strategies, linked to learning objectives, will be used to 

improve student performance/learning    

    
 All required content as specified by the Awarding Body will be covered during the 

lessons, to enable students to meet the Learning Outcomes/Assessment Criteria 

of their chosen qualification (assignment based or examination).    

    
 Engagement of students, not control, will underpin the design of activities.   

 Lecturers will use a variety of teaching methods, individual and group work which 

meet the learning objectives, and address different learning styles.    

    
 Lecturers will participate in observation of their teaching practice and complete 

appropriate documentation accordingly    

    
 Lecturers will provide students with opportunities to work with others – including 

pair/group activities. For online learners this may include setting up group 

networking sessions and online activities.    

    
6.2 Assessment/Assignment/Work    

    
 In order to enable students to develop their independent learning and time 

management skills, assignments and/or examinations are set to ascertain whether 

students have achieved the planned learning (internally or externally set as 

required by the programme/Awarding Body). Lecturers provide students with the 

opportunity to develop these skills, across all modules. Students will be given an 

appropriate amount  of time to complete each assignment or prepare for their 

examination and will be issued with a timetable/Assessment Plan showing all 

appropriate dates.    

    
 Assignments will either be provided by the Awarding Body or produced by IBCM in 

line with relevant awarding body requirements/guidelines.    

    
    
6.3 Resources    

    
 The best resources support high quality teaching and learning. Resources at IBCM 

include a wide selection of paper, audio, visual or web-based resources. Each 
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Lecturer, in their subject area, has a responsibility for their teaching and learning 

resources. 

 

 Where comprehensive teaching resources are provided by the examining body, 

the Lecturer will remain responsible for ensuring that these resources are 

appropriate, and for adapting resources as required to best support teaching & 

learning and meet the needs of their students.     

    
 Lecturers and Tutors have the responsibility to develop high quality resources to 

support their teaching and learning. The care, maintenance and sharing of 

resources is a fundamental aspect of college work for all staff.    

    
 Resources should be reviewed on a regular basis to ensure they continue to be 

current and fit for purpose. This includes all resources used for online and blended 

delivery    

 

  

6.4 Marking /Assessment    
    
 All students will have their work assessed/marked in such a way that it is likely to 

improve their learning, develop their self-confidence, raise self-esteem and provide 

clear opportunities for improvement of their work and further progression.    

    
 Assessment/marking is to be undertaken in accordance with the Assessment Plan 

and formative assessment will be provided where required and matched against 

learning outcomes, thus enabling the learner to make the necessary progress.    

    
(See IBCM Assessment and Internal Quality Assurance Strategy)    
    
    

6.5 Teaching observations    

    

 The Observation of Teaching at IBCM underpins Continuous Professional    

Development (CPD) for Lecturers. It is used to review and further develop the 

quality of teaching at the College. All Lecturing staff will be observed at least once 

each year. The results from the observation will feed into the annual appraisals and 

to the planned IBCM CPD activity schedule. Subsequent observations/appraisals 

will then monitor development that has taken place. Observations will be undertaken 

for both face to face and online delivery.    
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 Student feedback and reports on student progress/achievement are also used to 

identify further training and review the overall quality of Teaching and Learning at 

IBCM.    

    

 In addition IBCM promotes voluntary peer observation, where all staff are able to 

observe each other in turn as a formative exercise for both parties.    

    
 Feedback from External Organisations is also used to inform future direction and 

identify improvements in the approach to Learning and Teaching at IBCM.    
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7.0 Student Engagement and the enhancement of the student learning 
experience    

    

The revised Quality Code states in its “Expectations for Quality” core practices that:    

    
“The provider actively engages students, individually and collectively, in the quality of their 

educational experience”    

“The provider supports all students to achieve successful academic and professional 

outcomes”    

    
   IBCM is committed to active engagement of its students to ensure that all aspects of 

their experience within the college is positive, both academically and personally. 

Although our primary aim is to assist students to achieve their chosen learning goals, 

we also believe it is important to help them develop disciplined and creative minds by 

building an effective and supportive learning environment to prepare them for 

achievement.   

   

7.1 Student support   
 

IBCM has a student support framework which details the actual and planned services 
that are provided for students before and during their time at the college.  This 
includes the help that is provided in administrative activities, welfare and career 
planning.     

    
Day to day pastoral support is provided by tutors and programme leaders and 
students are given opportunity to provide feedback on a regular basis both informally 
and at formal review sessions.  A designated member of staff is responsible for 
welfare.      

    
7.2 Policies and procedures    

    
   As well as policies which outline the quality standards expected in teaching, learning 

and assessment, there is a range of policies and procedures which outline specific 

support for students in relation to both academic and personal issues. These include 

(but are not limited to) the Student Welfare Policy, the Assessment and Verification 

Policy, the Appeals policy and procedures and the Feedback and complaints policy 

and procedures and the Student Handbook. The Initial Assessment process will 
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ensure that students individual needs are captured and an Individual Learning Plan 

provided for them tailored to their specific requirements and learning objectives. This 

is detailed in the Initial Assessment Policy.   

Students are also provided with a comprehensive induction at the start of their 

programme where they will be given information on all aspects of college life, health 

and safety information and information about the local area to help them to make the 

most of their student experience. (see student induction)   

    
    

7.3 Student Involvement    

    
 As detailed above, students will be advised at their induction on all the ways in 

which their involvement is actively encouraged at IBCM.   

    
 Students can discuss their aims and goals and ensure that IBCM is advised of any 

specific requirements that they may have at the beginning of their programme.   

    
 One to one support can be provided, as needed, to assist students with any specific 

issues that they may have. This can be face to face or online as required.   

    
 IBCM encourages regular, informal feedback through an “Open Door Policy” from 

Management and staff, enabling student concerns to be discussed at the earliest 

opportunity, confidentially if required.   

    
 IBCM also has a Welfare Office (shared with Berlitz Manchester) available to assist 

with any personal matters which students may need support with.   

    
 Formal feedback is sought through Tutorials which take place on a regular basis 

from each tutor for each subject taught. We recognise that:   

    
(i) Personal tutorial support and guidance is essential to success    

(ii) Tutorial support is essential to the management of learner 

performance    

(iii) Tutorial support is essential to managing learner attendance, 

retention, achievement and progression    

(iv) Tutorial support places the learner at the centre of the learning 

experience    
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 All tutors will therefore schedule tutorials into their timetable and keep accurate and 

timely records of these sessions. Any identified needs will be taken forward to the 

Academic Manager /Welfare Manager as appropriate.   

    
 Programme Leaders and/or the Academic or Quality manager will also undertake 

termly Learner Progress Reviews which involve a two-way conversation to provide 

feedback to the learner on their progress and gain their feedback from them in 

respect of their experience studying at IBCM. This feedback also informs the 

Annual Programme Leader review which is used to feed into Management 

decisions on programme changes and improvements. These Programme Reviews 

will also be scheduled into the calendar.   

When suitable numbers of student permit, the student forum will be set up and a 

student representative elected.   

    
 Focus groups may also be put together for specific projects and issues   

    
 All students are provided with student surveys to record their feedback on their 

programme. These student surveys also feed into the Annual Programme Leader 

Review.   

    
 The Feedback and Complaints procedure details informal and formal feedback 

mechanisms and the Appeals procedure outline the process to follow if learners 

have any issue with Assessment Decisions   

      
7.3 Quality assurance and enhancement    

    
 Quality assurance and enhancement relate to what is done within the day-to-day 

college life, such as good teaching and improvements to help students. Quality 
assurance and enhancement help the college know what is happening and where it 
needs to provide support to help staff make improvements or introduce innovations. 
It also helps the college show externally that what we do meets national and 
international expectations.  

 Course approval process ensures that all new programmes are subject to a full 

validation process   

 Regular staff meetings take place to discuss and review all aspects of programme 

delivery   

 Programmes of observation, support and CPD for all staff 

  Standardisation activities ensure quality in all assessment practice   
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 Range of support mechanisms in place as outlined above (Welfare Support, 

tutorials and reviews, one to one as needed) along with the “Open Door Policy” 

from management and staff.   

 A full range of policies and procedures exist which outline quality standards and 

how these must be maintained   

Small class sizes ensure a tailored approach to learning, with support needs 

identified quickly and responded to. 

 One to one support with students is provided as required   

    
    
7.4 Quality Control     
 

 The Managing Director has overall responsibility for ensuring that quality in the 

organisation, across all areas, is continuously reviewed and improved and that 

appropriate external validation is maintained year on year. The Quality manager will 

support this on a day-to-day basis.   

    
    
7.5 Staff Development    

    
 IBCM provides regular staff development for all staff, with the purpose of promoting 

excellence in teaching and learning as well as ensuring that they are fully trained in 

other relevant areas such as Health and Safety. This can only be achieved by 

providing lecturers with the required skills and knowledge and ensuring that they are 

equipped to provide dynamic learning experiences that engage the learner and 

promote independent learning and skills development.   

    
 IBCM is committed to ensuring that staff will complete the required CPD to retain 

their professional status and to ensure that their knowledge remains current and up 

to date. A CPD flowchart identifies the process for appraisals, observations and 

development opportunities.   

    
 A schedule for training and appraisals will be prepared at the start of each year by 

the Managing Director/Principal with assistance from the Academic/Quality 

Manager.   

    
 A staff CPD activity will take place annually, covering areas identified by staff during 

the observation/appraisal process   
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 All staff can approach their line manager in request of any specific development 

opportunities pertinent to their role   

    
 Lecturers will be expected to attend relevant professional meetings such as 

awarding body training activities or conferences and any relevant industry events, to 

remain aware of current practice and to enhance their ability to teach the current 

industrial trends and processes.   

   

   

7.6 External contribution to the enhancement of the student learning experience    

 IBCM seeks and welcomes external participation and contribution in their quality 

assurance and enhancement activities.   

 Awarding Body verification visits and academic management reviews take place as 

required; all feedback is cascaded through regular staff meetings   

 Membership of relevant professional bodies enables teaching staff to keep 

knowledge current and relevant for delivery to students   

 

8.0 Reference Points    

The following policy and procedure documents support the information in this policy:    

• IBCM Feedback and Complaints Policy and procedures   

• IBCM Assessment and Internal Quality Assurance Strategy   

• IBCM Initial Assessment Policy   

• IBCM Assessment Appeals policy and procedures   

• IBCM Disciplinary Policy   

• IBCM Student Welfare Policy   

• Student Handbook   

These policies & procedures can be found at IBCM Polices & Procedures.    
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