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1. POLICY STATEMENT
MCBU School of Foreign Languages (SFL) has a coherent, sequenced plan for curriculum delivery that ensures consistent teaching and learning expectations and a clear reference for monitoring learning across the levels. The plan has been developed with reference to the CEFR. It is shared with the school management and the instructors via “Weekly Curriculum Flows”.
SFL’s Curriculum Delivery Criteria are given as follows:
· the school has an explicit, coherent, sequenced plan for curriculum delivery across the levels which makes clear what and when instructors should teach and students should learn;
Proof: General Flows for each Module (sent to the instructors at the beginning of each Module)
· the plan for curriculum delivery is shared with the school management, academic units and the instructors and feedback is sought on ways to make the school curriculum responsive to the needs of the students;     
Proof: Weekly Curriculum Flows (send via e-mail to the instructors)
· staff of the school are familiar with and work within the school’s shared curriculum expectations; 
Proof: Curriculum Unit Presentations done at the beginning of each Academic year
· the curriculum is used as a basis for ongoing staff discussions about the best ways to maximise student learning and wellbeing; 
Proof: Weekly Curriculum Unit Meetings, Heads Meetings
· school leaders focus attention and energy on priority curriculum areas and on ensuring that all students are proficient in the appropriate key learning areas
Proof: Meeting with School Management
· the school curriculum includes a strong focus on the development of language skills as well as critical and creative thinking, personal and social capability, and intercultural understanding;
Proof: General Curriculum Objectives for each level
· a priority is given to constructing learning experiences that are accessible, engaging and challenging for all students;
Proof: General Curriculum Objectives for each level, performance tasks
·   assessment processes are aligned with the curriculum and are designed to clarify learning intentions, establish where individual students are in their learning, diagnose details of student learning, and to monitor learning progress across the levels; 
Proof: Exam Specifications
·  reporting processes are aligned with the curriculum and designed to provide instructors and students themselves with information about the achievement of curriculum intentions and progress over time; 
Proof: Students Satisfaction Survey, Instructor Satisfaction Survey, Needs Analysis, Exam Student Reports given to students after each exam
·  professional development is provided to build staff skills in curriculum planning and development.
Proof: Needs Analysis Survey for Instructors for In-service training













2. CURRICULUM DELIVERY STRATEGIES
Curriculum is the formal mechanism through which intended educational means are achieved. Application is an interaction between those who have created the programme and those who are in charge of its delivery. The coordination and involvement of different individuals is essential for the successful implementation of the curriculum programme. SFL has a clear, sequenced plan for curriculum delivery that ensures consistent teaching, learning and assessment procedures which has a clear reference for monitoring learning. Among the key players identified are instructors, students, SFL and the University, etc. To facilitate the implementation process, measures in the following areas are taken:
· Academic Planning
· Role of the Instructors
· Teaching Approaches
· Support Services
· Assessment
· Feedback from Stakeholders

2.1. ACADEMIC PLANNING
2.1.1. General Meetings
In general meetings the entire teaching staff comes together and discusses specific issues. This provides a precious opportunity for enhancing the instructional capacity of the students. The Management organizes these meetings at the commencement of every semester. The Director (or the Vice Directors) is the facilitator of the activities. He or she leads the meeting and promotes the participation of all instructors through discussions. In the meeting detailed discussions are held regarding the academic calendar, the changes in the curricula if any, as well as the measures to be taken for the effective implementation of the curricula. Through these meetings SFL gets a vivid idea about the changes in the curricula. 
2.1.2. Head Meetings
Unit Heads organize these meetings at the end of each Module. Regular discussions are held between Heads and the Management. In these discussions, common feedback from the instructors is discussed regarding curriculum.

2.1.3. Unit Meetings
The meetings are held on a regular basis.
2.1.4. Timetable
The timetable is a necessary instrument for the efficient working of a school. It reflects the entire educational programme of SFL. Timetable provides the framework within which the work of SFL proceeds. It is the tool through which the purpose of SFL is to function. Proper timetable helps in following:
1. Timetable helps to plan everything in advance. It ensures smooth and orderly working of curricular activities. Instructors and students know in advance their roles as well as the time they are to devote to each activity. The timetable places proper people at their proper places, at the given time and in the proper manner.
2. The timetable guides students and instructors about what is to be done at a particular time, which prevents wastage of time and energy. This enables both learners and the instructor to pay attention to one thing at a time. It ensures that the activity and energy of an individual is directed in a particular direction. It helps students and instructors to prevent confusion, duplication, overlapping and unnecessary repetition of the work.
3. The timetable helps to distribute the workload to each instructor according to guidelines. With the help of the timetable, the Management can keep track of the work of each instructor.
4. The timetable ensures equitable distribution of time to different subjects and activities.
5. The timetable directly aids discipline in SFL to a great extent.
Thus, a good timetable not only facilitates work, but also adds efficacy in various spheres. The objective of the management is smooth and efficient management of academic programme through the year:
1) To prepare the Academic Calendar and get it approved by the Director.
2) To prepare the following timetables at the beginning of each semester.
(a) Class timetable
(b) Individual Instructor's timetable
3) To assign classrooms according to the requirements of the school.
4) To make the class timetables available on the notice board and the website for students’ reference.
5) To ensure that the functioning of SFL is going according to the timetable. 

2.1.5. Induction Program
Every year SFL Management address students who are new entrants in their first year of study. In this address the Director or the Vice Directors give information of vision and mission of SFL, curriculum delivery policies and processes, facilities available in SFL.


2.2. ROLE OF THE INSTRUCTOR
Instructors are central figures who translate curriculum into specific learning experiences. The instructor introduces many aspects of variance into the instructional system. The level of intelligence, content knowledge, communication competence, and experience are important aspects of an instructor. SFL advises and encourages instructors on:
· improving teaching skills
· making lessons interactive and student-centered
· using technology in instructional transactions
· promoting group work among the students
· improving assessment methods
· making students aware of importance of feedback

2.3. TEACHING APPROACHES
The classroom is a dynamic environment, bringing together students from different socioeconomic and educational backgrounds. These students have various abilities and personalities. For effective learning by students, the implementation of creative and innovative teaching strategies is necessary to meet students’ individual needs.
Teaching learning approaches are based on following:
· Student learning
· Teaching
· Instructor’s thinking and acting
· Instructional media and methods
· Assessment Strategies
· Evaluation
2.3.1. Participative learning
Participatory learning is the approach which enables and empowers learners to share, analyze and enhance their knowledge of their life and conditions, and to plan, act, monitor, evaluate and reflect. This includes a range of activities enabling learners to play an active and influential part in decisions that affect their learning. SFL arranges following activities for participatory learning:
· Seminars are organized for the students (project unit and quality representative);
· Students are inspired to prepare PowerPoint presentations on diverse topics of courses.
2.3.2. Cooperative Learning
Cooperative learning is the approach in which classroom activities are organized into academic and social learning experience. This is a teaching method where students of mixed levels of ability are arranged into groups. Activities are provided to these groups and rewarded according to the group's success, rather than the success of an individual member. Following are cooperative learning experiences practiced in SFL:
· Classroom activity that makes students dependent on each other to succeed (i.e. speaking role-plays);
· Assignments that involve group problem-solving and decision making (i.e. pair & group works, role-plays)
2.3.3. Technology In the Classroom
In this present age, use of technology in the classroom makes learning student-centered. Computer and internet facilities for downloading learning materials, projectors for presentations, display of images and videos to visualize academic concepts, teaching/ learning software are made available to the students. Communication through email, SMS and MS Teams with students are used to send them online feedback, distribution of class notes, presentations etc.







2.4 SUPPORT SERVICES
2.4.1 Support to the Instructors
2.4.1.1 Procedural Support
· Instructors are directed through general school meetings. The concerns regarding the distribution of workload, organization of programmes, workshops, students’ activities are deliberated for the effective delivery of the curricula. 
· SFL purchases new textbooks, reference books and equipment according to the requirements of the syllabus.
·  SFL management prepares a master timetable with adequate number of classrooms and students.
· Instructor class files are provided to the instructors at the beginning of each module.
· SFL provides classrooms, computers, and internet facilities to the instructors.
· New instructors’ induction programme is provided by PDU.
2.4.1.2 Practical Support
· SFL also encourages instructors to participate in orientation/ refresher courses/ workshops/ seminars to update their knowledge and to improve the teaching practices.
· Internet facilities are provided in every classroom and in the central library for the instructors.
· SFL promotes the use of ICT facilities, smart boards, LCD projectors, etc.
· Instructors are also provided with e-library services via Padlet and Google Drive.
2.4.2 Support to the Students
2.4.2.1 Academic Support
· To develop competence among the students for self-learning, the students are encouraged to perform extra tasks, projects etc.
· The students are encouraged by the school to read the various types of texts on their own (Oxford e-bookshelf, school bookshelf in Students’ Affairs Office). 
· Class tests, students’ performance tasks are conducted in order to identify the students’ difficulties, problem areas and then the school tries to solve the students’ problems by
revising the topics.
· ICT teaching-learning tools are made available to the instructors and students.
· Library facilities are made available for the students.
2.4.2.2 Advisory System
SFL has an advisory system in which an appointed instructor monitors the overall performance of the students. The advisor records the profile of all the assigned students with regards to their academic performance and participation. Students can contact their advisor for any academic or non-academic support. Thus, the school strives to ensure that the stated objectives of the Curricula are accomplished during its implementation.
2.5 ASSESSMENT STRATEGIES
2.5.1.1   Assessment 
A well-structured curriculum is provided by SFL. This curriculum enables the school to follow a procedure of teaching intervention, incorporating assessment, programme planning and evaluation. Student assessment and evaluation are an integral part of curriculum development and delivery. It should not be something external or added on at the end of a learning sequence simply to satisfy administrative or reporting needs. SFL designed a strategy to assess students throughout the learning process through each Module. To this end, both formative and summative assessment practices are employed to evaluate students’ performance. Thus, assessment becomes an integral part of effective learning which helps to provide feedback to the students on their progress.
2.5.1.1 Purposes of Assessment
Variety of assessment strategies are used to:
· assess a student's learning and progress 
· facilitate the teaching/learning process
· identify areas of a student’s learning strengths and weaknesses
· make decisions about a student’s progress and check whether specific learning outcomes have or have not been achieved or not
· help instructors plan and/or revise educational activities for the students 
· identify interventions needed by the administration
2.5.1.2 Process In Assessment
The action plan for the effective implementation of the curricula in assessment is deployed by the instructors in the following way. The assessment is done through mid-course exams, performance tasks, end of module examinations, and observation of students engaging in classroom activities and participation. The exam results are screened and analyzed. A detailed report is prepared based on this evaluation, and grades are assigned to the students. The assessment results reflect the students’ strengths and weaknesses. These assessment methods help instructors to measure the student's specific skills and abilities. The students are given home assignments on the varied topics from the syllabi. Additionally students’ class presentations and role plays are arranged to judge their verbal abilities. Assessment is set according to course outcomes and programme outcomes.
2.6 FEEDBACK FROM STAKEHOLDERS
Feedback from different Schools, Faculties, Students, and Instructors is important to judge the effectiveness of curriculum. The school collects feedback from all these stakeholders through:
· SFL Symposium Report
· Workshop Report with the Faculties
· Advisory Board Report
· Curriculum Evaluation Survey Report
· Book Evaluation Survey Report
· Meeting Minutes with Student Representative 
· Student Satisfaction Survey Reports 
· Message to the Director
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