QUALITY ASSURANCE AND ENHANCEMENT

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

Enrolment
Where the course requires attendance on a regular basis, 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.
Certification
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/NonCreditRatedCoursesCertificationWording.doc.  

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

Assessment
In the majority of cases, non credit rated short courses will not require assessment. Where assessment does take place, and there is no alternative mechanism of moderation in place (for example, externally accredited courses may already have agreed arrangements), appropriate moderation arrangements may be put in place. It is not necessary to appoint external examiners but external examiner processes may be helpful in determining the arrangements for moderation. Advice should be sought from Quality Assurance and Enhancement.

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 and completions, resources, 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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