QUALITY ASSURANCE AND ENHANCEMENT

OPERATIONAL PROCEDURES FOR CREDIT RATED SHORT COURSES
Once a credit rated short course has been approved, the following procedures are required:

Enrolment

A credit rated short course will normally require attendance on a regular basis, so a Delta code will be set up and students will be registered on the course. ID cards will be provided. Enrolment will take place via procedures established by the Registry.
Assessment

An external examiner must be appointed (the course may be added to the responsibilities of an existing external examiner), and the external should receive appropriate additional remuneration for the course. 

The principles of the assessment policy and the academic framework should be followed where possible. Thus assessment should take place within the semester in which the student was enrolled, students should submit work anonymously, second marking procedures should be in place, and the work reviewed by an external examiner. Results will be submitted to the relevant Field Board which will be responsible for the award of credit. Resubmission arrangements should be consistent with the Academic Framework.
Certification

Students successfully completing credit rated courses will be eligible for transcripts confirming the award of credit, which will be produced from Delta. Where the credit is sufficient ot receive an award of the University (eg Associate Certificate) certificates will be produced by the Assessment Unit 

Certificates of Attendance may be issued and should follow the agreed template with any additional wording agreed at approval. Indicative wording is provided at http://www.uel.ac.uk/qa/documents/Certificationwordingcreditratedcourses.doc.  

Where external partners are involved, the name of the partner will be included on all documentation. 

Student feedback and evaluation

Student feedback should be collected, as for any course, module or programme offered at UEL. The original short course proforma will have identified feedback collection mechanisms. Student feedback should be evaluated in order to inform future delivery of the course, and reference made in the Review and Enhancement Process report. 
Review and Enhancement Process

Appropriate references to the approval, student numbers, resources, the outcomes of assessment and to any outcomes of monitoring, should be made in the relevant REP report. It is not necessary to write a REP report for each individual short course; reference may be made in a relevant report, or a School may prepare a REP report to cover all short courses offered in the Field or School.
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