
Part 10

Approval and Quality Assurance of Short Courses 


1. Introduction

1.1
School Quality Standing Committees are responsible for the validation and quality assurance procedures applicable to courses delivered by UEL Schools at UEL, or by UEL staff; details are provided in section 5. Specifically, these are:
· Non-credit rated short courses delivered by UEL staff at UEL and off campus;

· Credit rated short courses delivered by UEL staff at UEL and off campus;

· Courses offered by distance learning (not in collaboration);

1.2
The Short Course Panel is responsible for the approval of short courses delivered by UEL Services where no UEL School has been identified, those involving delivery by a collaborative partner, and for the accreditation of externally designed courses; details are provided in section 6. Specifically, these are:
· Short courses delivered by non-UEL staff off UEL campuses;

· Recognition, approval and accreditation of externally designed short courses.

2
Accreditation

2.1
Short courses enable the allocation of credit for learning that is achieved outside UEL’s main academic programmes. 

2.2 In determining the appropriate credit-rating for a short course the amount of credit and level of credit need to be determined. Credit is allocated on the basis of 10 hours of notional student study time for each credit. In this context, 'study time' incorporates formal contact time, assessment, and other student learning time.
2.3 Credit rating can only be applied to those courses which have study time equivalent to a minimum of 4 credit points (40 hours) up to a maximum of 40 credits (400 hours) for courses at levels 0,1,2,3 or 30 credits (300 hours) at level M. Courses of less than 40 hours cannot be credit-rated.

2.4 Where a short course enables a student to accumulate credit to the value of an unnamed UEL award, the student will be entitled to receive this award (details may be found in Part 1 of the Manual of General Regulations, Descriptions of Awards).
2.5 The maximum period of approval for a short course is five years.

3
Criteria for Approval

3.1
The Quality Criteria for programmes should be used as a basis for determining the suitability of the proposal for approval.

4
Documentation Requirements
Credit rated courses

4.1
All requests for the approval of credit rated short courses should be submitted on the short course proforma for such courses (available at http://www.uel.ac.uk/qa).  All boxes must be completed and relevant documentation attached. This documentation includes:

· module specifications

· external advisers comments (see 4.2 below)

· confirmation of financial viability (see 4.3 below)

· report on resources (see 4.5 below)

4.2 A proposal for a credit-rated course must have been submitted to an external adviser prior to submission to School Quality Standing Committee. The School Leader for Quality Assurance will be responsible for approving the external adviser, on the basis of the following criteria:

4.2.1 the depth of subject knowledge;

4.2.2 the relevance of subject knowledge;

4.2.3 impartiality (the nominee should not have any formal links with the School offering the course during the last five years as a former member of staff or the last three years as an  external examiner);

4.2.4 professional expertise.

4.3 The proposal must be accompanied by approval from the Chief Management Accountant of the financial viability of the proposal. 
4.4 Appropriate arrangements for the assessment of students and appointment of external examiners will be made to ensure that the output standard is appropriate to the level/credit rating proposed.  
4.5 Where the course is to be delivered by UEL staff off-site, documentation should include a report from the course proposer that the facilities and resources for delivery are appropriate. The purpose of the report is to ensure that the physical resources/accommodation are appropriate for delivery, and that any required pastoral care and learning support services are available to students.
Non - Credit rated courses

4.6 All requests for the approval of non-credit rated short courses should be submitted on the appropriate short course proforma (available at http://www.uel.ac.uk/qa).  All boxes must be completed and relevant documentation attached (see 4.7 and 4.8 below).

4.7 The proposal must be accompanied by approval from the Chief Management Accountant of the financial viability of the proposal.

4.8 Where the course is to be delivered by UEL staff off-site, documentation should include a report from the course proposer that the physical facilities and any pastoral or learning resources for delivery are appropriate. 
5
Procedures for the approval of short courses delivered by UEL staff 
5.1
The School Board, via School Quality Standing Committee, is responsible for the approval of any short courses, whether credit-rated or non-credit rated, that are to be delivered by UEL Schools. 

5.2
The proposal will be submitted to a full meeting of School Quality Standing Committee. The Quality Assurance Officer and internal external from another School (normally a School Leader for Quality Assurance) will be present at the meeting, as specified in the standard terms of reference and constitution of the School Quality Standing Committee. The leader of the proposed course must be present to answer any queries.

5.3
School Quality Standing Committee will reach a decision about whether the proposal can be approved on the basis of the documentation and the external adviser recommendations.  For credit rated courses, the following issues should be agreed: 

· the credit rating;

· the level of credit; and

· the appropriateness of the proposed assessment.

5.4
The School Quality Standing Committee can either (a) approve the proposal or; (b) reject the proposal and require that it be revised and re-submitted for further consideration at a future meeting.  The School Quality Standing Committee may not impose conditions of approval.

5.5
The minutes of the School Quality Standing Committee will record details of the discussion with regard to the proposal and the outcome agreed by the Committee.  The minutes will be noted by School Board and the Validation & Review Sub-Committee.

5.6
School Quality Standing Committees are responsible for ensuring that the School has in place a method for monitoring the quality of its short courses, seeking student feedback and taking action to make improvements where appropriate. Schools may find it appropriate to prepare Review and Enhancement Process reports for short courses, incorporate evaluation in Field Review and Enhancement Process reports, or prepare one report to cover all short courses offered during the academic session. Issues arising from short courses should also be addressed in the School overview report.

6
Procedures for the approval of short courses delivered in collaboration with partners

6.1 
Initial contact for collaborative proposals 
6.1.1 
Enquiries/expressions of interest may be made by a potential client to any member of staff within a UEL School or Service. A client contact (the course proposer) will be designated to support the client. Where accreditation is required and the request has been received via a Service area, the appropriate School will be advised. 

6.2
Completing the proposal 

6.2.1 The relevant short course form will be completed (see section 4 above).
6.3
The approval process 

6.3.1
Proposals will be considered by the Short Course Panel, which will be convened by Quality Assurance and Enhancement. It will report to Validation and Review Sub-Committee. The panel will be constituted as follows:

· Chair, nominated by Chair of Quality and Standards Committee;

· 1 other member of Quality and Standards Committee;

· Head of Quality Assurance and Enhancement.

The course proposer and client representative should be in attendance.  

6.3.2 A proposal for a credit-rated course must have been submitted to an external advisor prior to submission to the Short Course Panel. The Chair of the Panel will be responsible for approving the adviser on the basis of:
· the depth of subject knowledge;

· the relevance of subject knowledge;

· impartiality (the nominee should not have any formal links with the School advising on the course during the last five years as a former member of staff or the last three years as an external examiner);

· professional expertise.

6.3.3 Where delivery of the course is not on a UEL site, the course proposer should make a visit to the delivery site to ensure that the physical facilities and learning resources required for delivery are appropriate.
6.3.4
The following documentation should be submitted to the short course panel:

· short course form, including appendices;

· external adviser's report;

· course proposers report on resources available at the point of delivery (where not UEL); 
· staff CVs, where not UEL;

· for distance learning proposals, evidence of the involvement of UEL Connect in the development process, and, via the report of the external adviser, that materials and support meet the quality assurance requirements for distance learning proposals. 

6.4
The outcomes of the short course panel

6.4.1
The panel will determine whether the proposal can be approved and will determine the following, as appropriate: 

· the credit rating;
· the level of credit; and
· the appropriateness of the proposed assessment.

6.4.2
Following the decisions of the panel, the chair will then:

· confirm that the proposal has been approved;

or

· issue a statement of conditions to be met pending approval;

or

· notify the client that the proposal has been unsuccessful and that further work is not justified.

The Panel Servicing Officer will maintain a record for submission to Validation and Review Sub-Committee. 
6.5
Contractual arrangements

6.5.1
Where the proposal is in collaboration with a partner, a memorandum of cooperation or equivalent legal contract will be required. The contract will include, inter alia, details of arrangements for registration, monitoring, assessment, student feedback, financial arrangements, and mechanisms for managing the course or collection of courses.
6.6
Arrangements for confirming the outcomes of assessment activities

6.6.1
An external examiner will be appointed and the relevant UEL Assessment Board will ratify the results. The External Examiner will be appropriately remunerated for the additional elements of work associated with the course.

7
Transcripts/Certificates of Attendance
7.1
Transcripts and certificates for credit rated short courses will be produced by the Assessment Unit. 
7.2
Certificates of Attendance for non-credit rated short courses should follow the agreed template with any additional wording agreed at approval (templates may be found at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm).  Where external partners are involved, the name of the partner will be included on all documentation.

8
Audit of Delegated Activities

8.1
The Quality & Standards Committee remains responsible for the quality assurance procedures for all courses offered by UEL even though some functions are delegated to School level.  

8.2 
Quality Assurance and Enhancement will maintain a register of short courses, including, for credit rated courses, the level and credit rating awarded. 

8.3 
Appropriate references to the validation and accreditation, and to any outcomes of monitoring, should be made in the School overview report to the Quality & Standards Committee which is routinely made after the completion of the Review & Enhancement Process.
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Manuals, Forms and Guidance notes relevant to Part 10 
· Certification agreed working - Non Credit rated courses 

· Certification wording - Credit rated courses 

· Checklist for courses delivered off site (School use) 
· Operational procedures for credit rated courses 

· Operational Procedures for Non Credit Rated Courses 

· Proforma for Approval of Short Courses - With Credit Form 

· Proforma for Approval of Short Courses- Non Credit Form
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