Part 1

ESTABLISHING A COLLABORATIVE LINK

1
Preamble

1.1
As an awarding institution, UEL has ultimate responsibility for all awards made in its name including any programme of study delivered collaboratively. It is therefore important that every effort is made, in collaboration with our partner institutions, to ensure an appropriate learning environment exists, and is maintained for all our students studying under collaborative arrangements. This requires UEL to provide regular ongoing support to our partner organisations.

1.2
The quality assurance procedures which guarantee our collaborative arrangements are documented in great detail in the Quality Manual. This section of the collaborations handbook, however, provides a useful summary of these procedures focusing on the role played by the UEL Link Person in supporting a collaborative partner in establishing a new collaborative link.

1.3
Each collaborative programme, or in some cases a collection of cognate programmes, is allocated a UEL Link Person from the responsible school.  The role of the UEL Link Person is to ensure that communication between our University and the collaborating partner is effective and to help the collaborating partner understand our University's internal processes and procedures.  The UEL Link Person also helps the collaborating partner with any problems or issues that arise from the day to day operation of the link.
1.4
This section of the handbook provides you with information to:

· guide you through the stages of the initial/institutional approval and validation processes;

· outline indicative timings for key stages of the process;
· enable you to make best use of the available information.
2
Models of Collaborations at UEL

2.1
UEL is involved in a range of collaborative relationships with other institutions. The following range of models defines the ways in which we can collaborate with other institutions. Any new collaborative proposal will need to be matched with one of the models:

2.2
Franchise: Franchise: UEL may license other institutions to deliver whole programmes, or stages of programmes, designed by UEL staff, leading to an award or the award of credit by UEL. Core modules will be as set out in the UEL programme specification for the programme, save that differences in curriculum content in core modules may be permitted to reflect cultural and regional differences as long as learning outcomes remain consistent. The partner may be permitted to develop a different set of optional modules, as long as they enable the programme learning outcomes to be met. Additional optional modules would need to be approved through the UEL approval procedures;

2.3
Joint: A programme developed jointly with at least one other institution, which may also have degree awarding powers, leading to a UEL award, or a degree awarded jointly by the institutions, or a comparable award from another institution (but not to awards from both);

2.4
Validation: UEL may accredit a programme developed by another institution as equivalent to a UEL award, or leading to the award of a specific number of credits;

2.5
Distance learning A programme of study whereby a student would not normally attend a UEL campus or that of a partner institution. Attendance may be required for residential sessions, for study support or for assessment purposes. Collaborative programmes offered by distance learning may apply the franchise, validation, joint or double model. The collaborative partner may manage elements of delivery, support and/or assessment, as agreed at validation;

2.6
Distributed Delivery:  (also known as ‘flying faculty’) A programme of study, or part thereof, leading to a UEL award, whereby programme delivery and assessment is undertaken by UEL staff at the partner site. The partner will provide certain specialist resources, as approved by the University;
2.7
Double award: a programme of study leading to the granting of both a UEL award and that of a partner institution. The programme may be offered under either a franchise or a validation agreement; or offered as an integrated programme of study, in accordance with regulations for ACL; or via an articulation arrangement. UEL will be responsible only for the elements of the programme that contribute to a UEL award;

2.8
Articulation: an arrangement whereby programmes and modules delivered by a partner institution are formally recognised for the purposes of advanced standing towards a UEL award (arrangements for articulation are set out in Part 12 of the Quality Manual).
3
The Validation Process

3.1
Before UEL can offer any programme in collaboration with a partner institution, a validation process to secure approval of the proposal must be completed.

3.2
Each proposal will need to go through the following stages:

· Initial Approval

· Institutional Approval

· Programme/Collaborative Link Approval to include a ‘site visit’
· Validation by Validation and Review Sub-Committee
4
Initial Approval 

4.1
The primary purpose of Initial Approval is to determine that the proposed collaboration is consistent with UEL's overall policy and planning objectives. The UEL Link Person must take the lead in helping the collaborating partner understand the importance of the initial approval process. For example, the UEL Link Person will need relevant information from the prospective partner to enable the completion of the initial approval form (Appendix 1) which must be signed by the Dean of School and School Quality Leader before it is submitted for approval at School and Institutional level. See Approval Timescales - Appendix 2
5
Institutional Approval 

5.1
The primary purpose of Institutional Approval is to ensure that the collaborating institution is of appropriate standing and that it is capable of providing a suitable learning environment for the delivery of programmes of study leading to an award of our University, and that the proposed collaboration is financially viable.

5.2
The Quality Manager (Collaborations) will be responsible for co-ordinating the preliminary investigations for Institutional Approval. This part of the process can run concurrently with Initial Approval. However, it is important that the UEL Link Person provides the Quality Manager (Collaborations) with the name of a contact person from the collaborating institution as soon as possible. The Quality Manager (Collaborations) will liaise directly with the proposed partner to obtain and collate the documentation required to determine whether the proposed collaboration is consistent with our University's overall policy and planning objectives and that it is likely to be financially viable. Documentation such as the prospective partners audited accounts, organisational structure, Articles of Association etc will be required, a proforma for compiling institutional approval information is attached as Appendix 3
5.3
Upon receipt, the documentation will be forwarded to the Chief Management Accountant and the Head of Governance and Legal Services. They are required to report on the institution's financial and legal standing to the Deputy Vice-Chancellor. The Deputy Vice-Chancellor will then determine whether the criteria for this stage in the process have been met and whether the proposal may proceed to the next stages i.e. planning meeting and approval meeting including a site visit. (Approval Timescales guide - Appendix 2). Only after institutional approval has been granted can a proposal with a new collaborative partner proceed to an approval event.
6
The Approval Process

6.1
The Planning Meeting

6.1.1
The Planning Meeting is a preliminary meeting following initial/institutional approval and before the approval event. The purpose of this meeting is to check the adequacy of the documentation, ensure that agreement to the financial and commercial terms of the Memorandum of Cooperation has been secured, and to discuss the programme and membership of the panel.

6.1.1
The UEL Link Person plays a major role in helping the collaborating partner produce the documentation needed for the planning and approval meetings. The draft documentation presented to the planning meeting should be produced in collaboration with the proposed partner. 

6.2
Documentation Requirements

6.2.1
The following documentation is required for both the planning meeting and the approval event for a collaborative programme.  The UEL Link Person is responsible for ensuring that sufficient copies of all the documentation are provided. It is recommended that the following documentation is provided in 3 volumes as follows:

Programme Specification (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement); for a franchised programme the most up-to-date version of the programme specification is required;

Validation document, to include: The context of the proposed programme: the way in which the proposal meets the objectives of UEL's strategic plan and the School plan; the academic profile of the School and an assessment of the impact of the proposal on that profile; and any relationship of the proposal to programmes run by other Schools within UEL;

The rationale for the proposal: to include evidence of the regional demand for the proposal; details of consultation with relevant employers and relevant professional bodies; the relationship of the proposal to similar provision offered elsewhere; the target student group/expected student profile;

A curriculum vitae for each member of staff;

Statement of Resources: the physical resources are available to support the programme (e.g. library, computer hardware and software, specialist accommodation, other specialist equipment).

For validated programmes only, a statement detailing the programme team's evaluation of their proposal with regard to the Framework for Higher Education Qualifications, relevant QAA Subject Benchmark Statement(s) (where applicable), the Code of Practice, and any professional accreditation requirements (i.e.: how have they been used in the development of the programme);


A draft Student handbook which at a minimum must include the following information

Programme structure diagram;

Module Specifications (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement);

Arrangements for the supervision and assessment of any placement element;

Local academic and other counselling/support arrangements for students

6.2.2
The UEL Link Person is responsible for ensuring amendments required and identified at the planning meeting are made before the final documentation is submitted to the Event Officer in QAE for the approval meeting by the agreed deadline. 

6.3
The Approval Event

6.3.1
The purpose of the approval process is to ensure that the academic standard of a programme is commensurate with the proposed award and that the quality of the student experience is likely to be appropriate.  This is done by evaluating the proposal against the following documents:

· UEL's Quality Criteria as stated in the Quality Manual;

· Description of our University’s awards, as provided in the Manual of General regulations;

· National guidelines on standards such as QAA subject benchmarks and professional body criteria

· The relevant QAA Subject Benchmark Statement
· A copy of relevant sections of the QAA Code of Practice (i.e.: Section 2: Collaborative Provision)
· Relevant documentation articulating professional body accreditation requirements
· Any other information relevant to the proposal.

6.3.2
In preparation for the approval event the UEL Link Person is responsible for:

· arranging for the attendance of staff at relevant parts of the event;

· arranging for the attendance of any agreed external people, such as potential students and potential employers; 

· ensuring that everyone involved is well briefed about the proposal.
6.4
The Site Visit

6.4.1
The approval event will usually include a ‘site visit’ to evaluate the suitability of the learning environment, the availability and use of resources and the adequacy of the academic and administrative structures. 

6.4.2
In addition to relevant programme material, the following areas shall be considered by the approval panel:
· academic infrastructures;

· academic and professional achievements and aspirations;

· quality of teaching staff;

· learning experience of students;

· availability and use of resources (including teaching accommodation, computing, laboratory, library and media facilities);

· procedures for assuring quality and arrangements for collaboration.

In practice the ‘site visit’ to the collaborative institution is normally linked in with the programme approval event. 

6.5
Validation by Validation and Review Sub-Committee

6.5.1
The Validation and Review Sub-Committee (VRSC) will formally validate all collaborative programmes on behalf of the Quality Standards Committee, for the Academic Board. This means that the VRSC will need to receive and endorse the report of the approval event and receive confirmation that all conditions of approval set by the approval panel (including the standard conditions of approval (Appendix 4) and the agreeing and signing the MoC – see paragraph 7 below) have been fulfilled before the collaborative programme can commence.

7
The Memorandum of Co-operation

7.1
Every UEL collaborative arrangement must have an approved and signed agreement, commonly referred to as a Memorandum of Cooperation (MoC).  The Memorandum of Cooperation (MoC) is the agreement which governs the formal relationship between UEL and partner organisation(s) and provides a framework within which an approved collaborative programme of study will be delivered. 

7.2
The Quality Manager (Collaborations) in Quality Assurance and Enhancement (QAE) will draft and facilitate the process of agreeing the MoC. 

7.3
Each MoC is drawn up specific to individual collaborative arrangements(s) and covers the details of an agreement between UEL and the collaborating institution. It usually covers standard areas such as duration of agreement, responsibilities for academic standards including validation processes, assessment boards, programme committees, administrative and financial arrangements. The MoC is a very important document and should be used to define and manage the collaborative arrangement.

7.4
Process of approving the MoC

· The initial draft is prepared by the Quality Manager (Collaborations) in QAE, and is sent to the UEL Link Person for comment and approval. 

· In checking the draft the Link Person must ensure that the document reflects any informal discussions that might have taken place with the prospective partner, that the division of responsibilities for academic standards, assessment, teaching staff, financial arrangements, student matters etc. as listed for the partner organisation and UEL is accurate. 

· The UEL Link Person/Dean of School discuss and agree financial arrangements for the programme(s) with the Chief Management Accountant;

Once the draft document has been agreed internally at UEL, the Link Person and/or the Dean of School must introduce the draft to appropriate personnel at the partner organisation to obtain an agreement, in principle, to the commercial terms and conditions of the document. 
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