
PROFORMA FOR APPROVAL OF SHORT COURSES

COURSES WITH CREDIT

This proforma is for use for proposals relating to Short Courses offered and awarded with credit and should be presented for consideration to the appropriate School Quality Standing Committee (on campus proposals or those delivered by UEL staff) or Short Course Panel (for courses in collaboration or by distance learning)

Course Title:


School
 

Course Proposer:
 

Course tutor


Length/Duration of Course (hours/semesters etc):


Proposed location:
 

Proposed Start Date:
 

1.
Rationale

The answers to the following questions will form the business case and rationale for the course you are proposing. Please answer as fully as possible.

Why should we run this course? 

Please relate to UEL / Service / School/ Knowledge Transfer Strategy / Strategic Vision. 

Reasons might include income generation/ to meet externally funded project outputs / engaging business and or individuals / providing students with employability and practical skills /for social and/or regeneration purposes / widening participation/employer demand. (Please submit a separate sheet, if you prefer)


What evidence do you have that there is a market for this course?

(Who is the course aimed at? Outline what market information you’ve gathered – e.g. competition from other providers, what they charge, where they are, consultation with relevant employers)


2.
Course Outline and Content

Please attach an outline of the course content, amount and level of credit, together with appropriate module specifications.  
3.
Admissions

Please provide details of the admissions requirements for applicants


4. Responsible bodies

Is the course to be delivered wholly by UEL staff?


If “no”, please provide details of any other contributors or interested parties (including professional bodies and sector skills councils and any external partners (development and/or delivery) who will be contributing to this course, including CVs of staff external to UEL. 


5. Learning hours, methods and mode of attendance

Give details below of the mode of attendance 

(e.g. half days, continuous days, evenings, weekends)

What is the total number of learning hours?

 How are these hours divided between contact time and self-directed study?

(please include face-to-face teaching, self study and practical/applied time) 


Is the course available via Distance Learning?

(if so, please indicate that UEL Connect has been consulted)


Is there a minimum and maximum class size? 

(there may be financial or resource constraints for example use of specialist equipment of labs which will need to be considered when planning class numbers)


6. Resources

What are the resource implications connected with this course?

(e.g. Labs/Teaching Space, Library materials, AV equipment, internet connection)


If any element of this course is being delivered off-UEL campus please specify location and provide details of the resources at the location of delivery/attach a resources report 

7.  Student support

How will students be supported on this course?

(e.g. academic and other student support arrangements)


8. Evaluation

How will the course be evaluated? 


9. Costing

State the proposed fee for the course, giving reasons, and attach confirmation that approval of the financial viability of the proposal has been received from the Chief Management Accountant.


Assessment
Assessment methods should be detailed on the module specification. 
Will a new external examiner be appointed or will the modules be allocated to an existing external examiner? Please provide the name of the examiner and  relevant Field Board


10. External adviser

Please attach the written comments of the external adviser 

DOCUMENTATION CHECKLIST

Please ensure that you attached the following documents with your proposal 

Module Specification(s)
Confirmation of approval of Financial Costing 

Comments from external advisor

Resources report (where not delivered at UEL)

Staff CVs (where not UEL staff)

Evidence from UEL Connect that proposals meet distance learning quality assurance arrangements (where applicable)

SIGNATURES

Signature of Course Proposer: 

Name: 


Signature: 

Date:


Signature of Head of School/Service

(Signifying support of the course and commitment of necessary resources).

Name: 


Signature: 
Date:


Signature of School Quality Leader

(Signifying appropriateness of External Advisor)).

Name: 


Signature: 
Date:


Form revised November 2006




























































































