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Costing of Academic Programmes: Guidance Note
1. In order to ensure that all developments, within Northumbria, are financially evaluated on a consistent basis the University’s senior management has instituted a standard approach to the costing of any initiative.  This approach must be adopted in the case of all proposals for:

· new programmes;

· revisions to existing programmes which the School Learning and Teaching Committee consider have significant resource implications;
· new collaborative programme delivery both franchise and validated – including dual and joint awards, Foundation Degrees and support programmes;

· collaborative programme delivery re-approvals;

· distance delivery programmes.

2. To achieve consistency a cost and price template has been produced by the Finance Department for completion in respect of all programme proposals listed above.  That template is available, in the following Schools, from your contact colleague who has received specific training in its use and hence can provide relevant advice and help with the template’s completion:
· Computing, Engineering and Information Sciences: Jen Armstrong

· Health, Community and Education Studies: Jill Nesbitt
· Newcastle Business School: Ben Dale

· Psychology and Sports Sciences: Geraldine Wilson
In the Schools of Applied Sciences, Arts and Social Sciences, Built Environment, Design and Law the template is available from the Finance Department (Ext 3006) who will be able to provide advice and assistance.

3. It is advisable for the costing to be considered at an early stage during development of the programme initiative.  Such a step, which should be taken before determining any fees, will provide an early indicator of financial viability and may assist evaluation of specific programme delivery models.  Thus when the School has made a firm decision to work up a proposal it should use the accompanying checklist and liaise with the School contact (see above) or the Finance Department for an initial completion of the template.  This will ensure the proposal has a robust financial appraisal.  The final version of that template must accompany the PA, CVP, CVDD, CVDL or similar form and be submitted to your School Management Group.  
4. Proposals submitted to the University Learning and Teaching Programme Approvals Scrutiny Sub-committee (LTPAS) must be consistent with the University and School’s Academic Development Plans.  Financial standing of the proposal will be considered by the appropriate member of the University Executive to ensure that it is sound.  The School, itself, will need to be satisfied that, where a submission projects a ‘low’ financial return, that the proposal is consistent with the School’s overall financial targets and also that sufficient resources are available to ensure the academic integrity of the programme.
5. Programmes developed for delivery on campus, elsewhere in the UK or overseas have distinctive characteristics, as do different study modes (full-time, part-time, distance delivery, distance learning, support), and these features require recognition in the programme costing.  Proposing Schools will be expected to identify requirements such as staff time and physical resources, however, in doing so they will be particularly expected to take note of issues, such as the following, which experience has shown may give cause for concern:
· Projected student numbers – have significant impact on estimated revenue – actual recruitment may be well below projections (eg collaborative programmes) although examples of over recruitment also occur.
· Development costs – danger of underestimating staff input (eg collaborative programmes, distance learning).

· Supporting partners – staff time associated with collaborative activities cp initial development phase; staff development; ‘day to day contact’; moderation.
· Learning resources, licenses, etc – the costing of these is under review.

A check list is attached to help ensure all potential costs are considered when completing the template.

6. Where those developing proposals have queries and/or concerns they should initially discuss these with their School financial contact (see above).  If, however, they wish to discuss these further then they should contact the Finance Department (ext 3006).
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Programme Costs: Checklist
Please tick each box to confirm that all potential cost elements have been considered when completing the cost and price template.  Advice is available from the Finance Department (Ext 3006).  This checklist should be submitted with the template.

	1. 
	Development
	

	
	
	

	
	· Planning meetings {including all staff costs (academic, learning 
             resources), accommodation etc.} – mainly School but element            

             overhead
	

	
	
	

	
	
	

	
	· Visits (staff costs, travel etc.)
	

	
	
	

	
	· Consultation (e.g. with professional bodies)
	

	
	
	

	
	· Market research 
	

	
	
	

	
	· QA stages (SMG/SLT, ULT’s LTPAS Sub-committee, Approval Panel - 

             including External Adviser, accommodation, refreshments etc.) &         

             documentation (e.g. staff time, repro) – part overhead
	

	
	
	

	
	
	

	2.
	Promotion
	

	
	
	

	
	· Promotional material:
	

	
	             i.   Writing (leaflets, flyers, prospectus, web information) – part overhead
	

	
	                  
	

	
	             ii.  Overview/approval e.g. collaborative partners – part overhead
	

	
	
	

	
	             iii. Distribution including web costs – overhead
	

	
	
	

	
	· Admissions implications:
	

	
	             i.   Notifying UCAS, liaison with admissions team, International 
	

	
	                  Office etc. – part overhead
	

	
	
	

	
	             ii.  Enquiry handling, Open Days, Visits to Schools – part overhead
	

	
	
	

	3.
	Start-up costs (one off)
	

	
	
	

	
	·   Library, Learning and On-line Services e.g. new books etc., software 
     licenses – overhead
	

	
	
	

	
	
	

	
	· Preparation of teaching materials (phased costs)
	

	
	
	

	
	· New staff appointments
	

	
	
	

	
	· Staff Development (especially for collaborative activity)
	

	
	
	

	
	· Accommodation refurbishment – part overhead
	

	
	
	

	
	· Updating University Systems – overhead
	

	
	
	


	4.
	Running Costs
	

	
	
	

	
	· Staff costs: teaching (including preparation time), programme 
             management, administrative, technical, support services e.g. Student

             Services, visiting lecturers – part overhead
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	· Materials in support of delivery including IT/Blackboard
	

	
	
	

	
	· Visits / Placements
	

	
	
	

	
	· Assessment including External Examiners (appointment, payment etc.)
	

	
	
	

	
	· QA costs e.g. annual review, staff development (cp collaborative 

             partnerships)
	

	
	
	

	
	
	

	
	· Estates e.g. classroom costs specific to delivery – three types – part
	

	
	     overhead
	

	
	
	

	
	· On-going admission, articulations, scholarships – part overhead
	

	
	
	

	
	· Congregations – overhead
	

	
	
	

	5.
	Updating costs
	

	
	
	

	
	· Learning and teaching materials – including associated staff costs
	

	
	
	

	
	· Equipment – part overhead
	

	
	
	

	
	· Facilities refurbishment – overhead
	

	
	
	

	6.
	Exit costs
	

	
	
	

	
	· Managing withdrawals from partnerships including legal and regulatory - 
	

	
	     part overhead
	

	
	
	

	
	Notes 
	

	
	

	
	· Some costs have implications both at School and Institutional/Support Service level – the latter are marked as overhead

	
	
	

	
	· Certain activities would require costing on an hourly basis whereas others (visits etc.) could be costed at a daily rate.

	
	
	

	
	· Partnership Review for collaborative activity is a separate charge and not included above.
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