UNIVERSITY OF EAST LONDON

GUIDANCE ON DISTANCE LEARNING PROGRAMME SPECIFICATIONS

1. Introduction

1.1. These guidelines are designed to help those producing specifications for distance learning programmes. There is a template for distance learning programme specifications provided by the University. All UEL distance learning programme specifications have to follow the template. These guidelines explain what a programme specification is, why we have introduced a template, and how to use the template.
1.2. These guidelines are in addition to UEL’s guidance on programme specifications (available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm). You should ensure that you are familiar with those guidelines before continuing to read this document.
2. How do I produce a UEL programme specification?
2.1. In order to ensure that the core information needed across UEL is always provided, a template has been produced that all programmes must follow. There are two templates available for distance learning programme specifications, one for undergraduate programmes, and the second for postgraduate programmes.

2.2. You will need an electronic version of the template to complete. This can be accessed on http://www.uel.ac.uk/qa/qualityass-latdevelop.htm. You will be able to access both versions of the programme specification as Word documents. It is important that you check that you have downloaded the right version for your programme.
2.3. You must work with a member of the School of Distance and E-Learning to produce the programme specification.
2.4. When you open the template you will see that some parts of the document are printed in red and italics. The red text is guidance about what you should put into the template. It also provides you with suggested text where appropriate. As the red text is guidance, it must ultimately be deleted from your programme specification. Do not leave any red text in the final version.

2.5. Many of the sections are standard. This is designed to reduce the work for each author and to ensure consistency of approach across UEL. For example, most of the section on quality and standards is common and does not need to be modified. Standard elements are also included to cover information such as the credit rating system in operation across UEL.

2.6. The language of the template is kept deliberately simple. This is because the primary focus of the specification is on public information. Please try to ensure that you keep your text simple and appropriate for the audience that will be reading it i.e. students. (The audience for postgraduate programme specifications may mean that you will wish to use more technical and professional language than you would for an undergraduate programme.)
2.7. There are two versions of the section called 'The summary': one for undergraduate and one for postgraduate. The summary document is the most critical from the point of view of marketing. It will form the basis for promotional material for all programmes across UEL and for undergraduate programmes it will be used to create the entry profile on the UCAS web pages. When you are writing this section, please bear this promotional purpose in mind, whilst at the same time remembering that the summary must be an accurate reflection of the overall aims and outcomes of the programme.

3. What happens to programme specifications once they are approved?

3.1. Once your programme specification has been approved, an electronic version should be sent to Quality Assurance and Enhancement (QAE) who will liaise with the UEL Web Team to ensure that the programme specification is placed on our web pages.  

3.2. All programme specifications will be held in a single place on our web pages. Where appropriate there will be a link to the relevant School's web pages. There will be a house style for the presentation of all programme specification on the web pages.

3.3. All programme specifications will be held on the web pages in this way because:

• they are to be a source document within UEL for publicity and other matters;

• they are designed to provide public information and could be of value to members of the public seeking information about programmes.

4. How can a programme specification be changed once it is approved?

4.1. Schools shall be the authors of programme specifications and shall have responsibility for ensuring that they are kept up-to-date. However, as they will be source documents for many functions, a change control mechanism must be in place.

4.2. Changes to programme specifications must be approved via the relevant approval process (School Quality Standing Committee or Validation and Review Panels). Provided all relevant activity has taken place, changes will automatically be made. Changes to the UCAS programme profile/programme publicity section cannot be made without consulting the Communications and Publicity Unit. A detailed procedure explaining how changes to programme specifications will be tracked through both QAE and the Web Team is attached as Appendix 1.
5. Who to contact if you have a query

5.1. If you have a query, please contact Ian Pearson, Quality Assurance Manager, on extension 2373, (email: I.Pearson@uel.ac.uk) or Dallas Davis, Quality Assurance Officer, on extension 2008 (email: D.J.Davis@uel.ac.uk).

Appendix 1

University of East London

UPDATING OF PROGRAMME SPECIFICATIONS:  PROCEDURES FOR SCHOOLS
 

IT IS IMPERATIVE THAT EACH PROGRAMME SPECIFICATION HELD ON THE UEL WEB SITE IS TREATED AS THE DEFINITIVE VERSION.  NO SPECIFICATIONS HELD BY INDIVIDUALS WITHIN SCHOOLS SHOULD BE USED AND SHOULD CERTAINLY NOT BE FORWARDED TO STUDENTS
http://www.uel.ac.uk/courses/index.htm
PROGRAMME SPECIFICATIONS WILL BE LOADED BY THE WEB TEAM AT THE REQUEST OF QUALITY ASSURANCE OFFICERS ONLY.
1. Programme Specifications can only be approved by the appropriate School Quality Standing Committee (SQSC) or Approval Panel.  Any changes to programme specifications (either via modifications, reapprovals or even if the programme leader simply decides that the wording in the specification needs amending) can ONLY be made with the approval of the appropriate SQSC.
 

2. Once approved, an electronic version of the programme specification should be forwarded to the appropriate QA Officer.  If the specification is not for a new programme and merely contains alterations, all changes must be tracked/highlighted.  QAE will then arrange for either completely new specifications or revisions to be passed to the Web Team at the end of Semester A and at the end of Semester B, after validation by the Validation and Review Sub Committee.
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3. If a programme is reapproved but students are still studying on the original programme, both the original and the new programme specification will need to be placed on the web site.  At the reapproval SQSC meeting this needs to be confirmed and minuted and the QA Officer can then arrange for the appropriate action to be taken ie.  
· If no students are continuing on the original programme, the QA Officer will arrange for the original specification to be removed from the web site and for the new specification to be placed on the web site (see 2 above).
· If students do continue on the original programme, the new specification will be placed on the web site and the relevant QA Officer will arrange for the following to be inserted on the front page of the original specification "No Longer Recruiting - Please Refer to (title of most closely related programme to be inserted here – in most circumstance this will be the title of the reapproved programme)."  
 

4.  Action on an annual basis – confirming status of programmes where
current status is No Longer Recruiting:
 

SQSCs are required to check the status of these programmes at the first meeting of each academic year and must minute the status of these programmes.  
· If level 2 or level 3 students still remain on the programme - no action is required.  
· If all students have completed the programme, the QA Officer should be informed and the necessary action will be taken to remove the specification from the web site.
