Administering a collaborative programme post approval

1
SETTING UP THE PROGRAMME STRUCTURE AND FEES SCHEDULE
1.1 Setting up the programme on the student administration system (SITS)


Once the new programme has been approved by the University Learning and Teaching Committee the school should submit a completed PF-02 form to Quality Support in Academic Registry.  They will confirm approval and forward to Student and Programme Administration who will set up the new programme codes and associated tables within SITS.  Student and Programme Administration will advise the school of the new programme codes and the school can then proceed to set up the module diet where appropriate.
1.2 The Fees Matrix
It is essential that programme details are also added to the fees matrix.  The following information should be forwarded to the School’s appropriate Finance Department contacts (Carol Bonner or Mike Fothergill): details of each family code, route code, course block (CBK) and course block occurrence (CBO), the fee for each year (block) of the programme, whether it is a block fee to an Partner Institution or an individual fee per student, and whether the fee is semester-based or annual. 
The Finance contact will set up the fee on the SITS fee matrix.  Fees are generated automatically against individual students, so it is vital that, if a block invoice is required, the Finance Department are advised, so that they can enter dummy codes against individual students.  
In the case of part time fees, if these are charged on a modular basis (rather than the full standard fee for each year of the programme), Finance will also need to be advised of the standard default number of credits for each year (block) of the programme.  For example, for a six year programme of 60 credits/year, the default for each year would be 60. However, another example might be of a student registered on a three year programme with exemptions, with a standard diet of 80 credits/year; the default would then be 80 for each year. This information is then used to calculate the standard fee for the programme, or in the case of students who are not taking the standard number of modules, SITS will automatically calculate the fee on a module basis. 
2 ENROLMENT/REGISTRATION PROCESSES

All students on programmes leading to a Northumbria award are ‘registered’ for the award, irrespective of mode or location of study.  Students are enrolled as students of the organisation responsible for delivering the programme.  Those studying at another college/campus/University are enrolled as students with the partner organisation.  The enrolment status code on SITS denote that they are registered students and the nature of the collaboration.
The codes are as follows:

Overseas franchise
FR

Overseas validation
VA

UK Franchise

UF

UK validation

UV


Process for Registration of Collaborative Ventures students

2.1
New students

Excel document sent to partner requesting for each programme the following student information at least one month before the proposed registration date.
· Name

· Date of Birth

· Sex

Should specify the date by which the information is required to enable the student  to be registered at the beginning of the course. CV partners to be given clear guidance that if this information is not provided by the due date then this may delay the student access to eLP.
Northumbria school office enters data onto SITS (QSS).  Module Diet is generated automatically as student data is entered.   Password and ID letter generated and sent to partner electronically together with electronic copies of forms with student names and ID Numbers on.  This enables the partner to give students their IDs at their registration session.  Password and ID letters and enrolment forms should be sent to the partner within one week of the Northumbria school receiving the spreadsheet.
Registration forms are then returned to Northumbria for the school to enter any missing information onto SITS.  Any students who have not completed a form should be marked IV at this stage.
2.2
Continuing students 
They should be re-registered on an annual basis once notification is received from the partner that the student has re-enrolled.  This can be done using the Bulk Collaborative Registration task on SITS.
2.3
UK Franchised Programmes
All UK franchise students should be registered with an enrolment status of UF.  The CRS record should have the External Return Format set to N to exclude these students from HESA this will be set as the default so there should be no need for schools to amend.

Students should be registered with Northumbria using the Collaborative Ventures registration process (see 2 above) . Schools should determine appropriate administrative arrangements with their partners. The programme will need to have the appropriate amounts/elements set on the fees matrix (see 1.2).  Module diets should be generated for all students.
2.4
Overseas Franchised Programmes
All Overseas franchise students should be registered with Northumbria using the Collaborative Ventures Registration process (see 2 above).  All students should be given an enrolment status of FR. All Overseas Franchised programmes will be allocated an external study location of 7 on SITS.(this will be set as the default so Schools do not need to amend)  The programme will need to have the appropriate amounts/elements set on the fees matrix (see 1.2). The BU fee code will normally be generated.  


Module diets should be generated for all students. Option modules will need to be added via the SITS SPR screens as for any other student.


 It is also important to remember that some Partners will operate multiple intakes and multiple sites each academic year and that separate course block occurrences (CBOs) will need to be created.  The registration process will need to be completed for each intake/occurrence on an annual basis.

Partner Institutions should have a named administrative contact in the Northumbria School to address all correspondence and queries to.

2.5
Distance Delivery Programmes in the UK
For a Distance Delivery programme in the UK, students are enrolled with Northumbria using the on-line enrolment task, as Northumbria is entirely responsible for the delivery of the Programme.  All such programmes will be allocated an external study location of 6 on SITS (as the default)  and should be flagged with an enrolment status of E.  A separate course block occurrence (CBO) code needs to be set up for each instance of a distance delivery programme. Schools should determine appropriate administrative arrangements.

2.6
Overseas Distance Delivery Programmes

For an Overseas Distance Delivery programme, students are enrolled with Northumbria using the on-line enrolment process, and Northumbria is entirely responsible for the delivery of the Programme.  All such programmes will be allocated a study location of 0 on SITS (set as default) and should be flagged with an enrolment status of E.  A separate course block occurrence (CBO) code needs to be set up for each instance of an Overseas Distance Delivery programme.
2.7
UK and Overseas Validated Programmes

Most UK and overseas validated programmes will be flagged at each stage on SITS with a study location of X.  The enrolment status that should be assigned is UV for UK validated programmes and VA for overseas validated programmes. Finance need to be given fees information as outlined in 1.2 above.


Students should be registered using the Collaborative Ventures registration process (see 2 above)


It is important to remember that some Partners will operate multiple intakes and multiple sites each academic year and separate programme codes will need to be created, and the registration process completed for each intake.

Module details are not normally held on SITS as Northumbria does not “own” the modules.


Overseas partners should have a named administrative contact in the Northumbria School  to address all correspondence and queries to.
2.8
Dual Award Programmes


For a dual award, students are required to enrol with each Partner Institution.  While studying at Northumbria, students should enrol using the standard Northumbria on-line processand will have an enrolment status of E.  It is important that students are tracked and progressed on SITS during their period of study with the Partner Institution.  This can be achieved by careful consideration of the programme structure on SITS.  It is not necessary to attach any dummy modules to these stages. 

If students study any part of the programme in the UK for more than 8 weeks then they will be included in the Northumbria HESA return.  Where the students studies mainly outside of the UK then schools should seek advice from Student and Programme Administration for the coding to be used. 

2.9
Joint Award Programmes
For a joint award, students are required to enrol with the lead Institution.  If this is Northumbria, the standard enrolment procedures apply.  For advice please contact Allison Parmley on x 3096. 

3
ENTERING MARKS ONTO SITS
3.1
Franchised/Distance Delivery/Dual Award/Joint Award programmes

For franchised programmes, distance delivery, dual awards, and joint awards (where Northumbria is the lead partner) all student details are electronically forwarded to SITS as Northumbria MEBs and PABs will consider student marks. SITS will need full information to ensure that the necessary reports can be produced for Northumbria Examination Boards. 

3.2

Validated programmes

As student marks are normally collated by the Partner and forwarded to Northumbria, data is not entered on to SITS. However, the Northumbria Senior Administrator should keep records of students results as these will be presented to the PAB for information if they are interim results and for endorsement if they are final results. Students on validated programmes will need to have their progression and award codes added directly on to SITS post PAB.

4
EXAMINATION BOARDS
Examination Boards should take place as soon as possible after students have completed all the assessment for the level or stage.  In all cases the Examination Board should take place within six weeks of the last assessments being completed with students being informed of their results immediately thereafter.

4.1.
Franchised / Distance Delivery / Dual Award Programmes

Students on Franchised and Distance Delivery programmes are following a programme that was designed by Northumbria.  The ultimate responsibility for assessment resides with Northumbria and so students follow the same standard assessment regulations that apply at Northumbria.  Similarly those parts of a Dual Award programme which are the responsibility of Northumbria will also follow the Northumbria standard assessment regulations.  This means that for all of the above programmes the decisions on student performance are taken by Module Examination Boards and Progression and Award Boards that take place at Northumbria.


It may be necessary to arrange additional meetings of the MEB and the PAB to cope with intakes which are not synchronous with those at Northumbria, or where programmes have multiple intakes during an academic year.  

The External Examiners appointed to the MEB and the PAB would be expected to be present whenever these boards meet.  If a re-sit Board is required then the Examiner need not be present but can be consulted by phone, letter or e-mail as appropriate.  MEB and PAB reports will be generated from SITS.
4.2
Validated Programmes

Students on a validated programme are following a programme that was designed by the partner but is moderated by Northumbria. All assessments are set and marked by the partner and, with the exception of the final year, decisions on student performance are taken by Examination Boards which belong to and take place at the Partner.  Northumbria staff will be represented on this Examination Board and the Northumbria Programme Co-ordinator will be an ex-officio member of the Board. The composition, format, and frequency of the Examination Board should be fully described in the Operations Manual. The Assessment Regulations to be applied by this Board (normally ARNA) must be contained in the Programme Document. Decisions taken by these Boards regarding progression are final and results are presented to the Northumbria PAB for information only.  However, when a final award is being considered, the decision of the Partner’s Examination Board must be endorsed by the PAB from the participating Northumbria School before the award is finalised.


As the Programme leads to a Northumbria award, Northumbria will appoint an External Examiner for the programme. The External Examiner is an ex-officio member of the partner’s Examination Board and is expected to be present at each Examination Board which discusses student performance.  If a re-sit Board is required then the Examiner need not be present but can be consulted by phone, letter or e-mail as appropriate. This information will need to be provided on a spreadsheet to the Exam Board as SITS does not provide this information. 

4.3
Joint Award Programmes


With a joint award the partners must have designated one partner to be the lead institution that will administer and manage the overall programme, although each partner shares the responsibility.  While each partner assures the standard of their own assessments for the part of the programme they deliver, the lead institution is responsible for organising the Examination Boards which will determine students’ results and awards.


Examination Boards will normally take place at the lead institution.  All partners must be adequately represented at the Board.  Each partner should be represented by the Programme Co-ordinator from the partner and at least one other person who has a major teaching involvement on the programme.  The composition, format, and frequency of the Board should be fully described in the Operations Manual.  The Assessment Regulations for the programme must also be contained in the Programme Document or in a separate document.


An External Examiner will be appointed with the approval of all the partners.  A large programme may require the appointment of two or more External Examiners.  Where part of the delivery of the programme takes place in a language other than English the External Examiner must be capable of assessing work in that language.  The External Examiner will be expected to be present at each Examination Board, which discusses student performance.  If a re-sit Board is required then the Examiner need not be present but can be consulted by phone, letter or e-mail as appropriate.

5
NOTIFICATION OF RESULTS
5.1
Franchised Programmes

The Northumbria Senior Administrator is responsible for ensuring that the Partner College is notified of student results each semester. After the first semester assessments the Senior Administrator will forward to the partner institution unconfirmed SMRFs which should be distributed by the Partner Senior Administrator.  At the end of each academic year following the MEBs and PAB, pass lists are produced from SITS and signed copies forwarded to the Partner Institution, together with confirmed transcripts (SMRFs)for distribution to students.

5.2

Distance Delivery and Dual Award Programmes 
For distance delivery programmes and those parts of a dual award which are delivered and assessed by Northumbria staff, all results will feed into Northumbria Examination Boards, data will be recorded on SITS and pass lists produced accordingly.  The Northumbria Senior Administrator is responsible for ensuring that students are notified of their results.

5.3
Validated Programmes

Validated programmes are delivered and assessed by the Partner Institution and, with the exception of the final year, the Partner notifies students of their results immediately following the Partner’s Examination Board.  Final results must be endorsed by the Northumbria PAB before results are notified to students.  The Northumbria Senior Administrator will forward a final award list to the Partner Institution for distribution/notification to students by the Partner.

5.4
Joint Award Programmes

For joint programmes where Northumbria is acting as the lead Institution the Northumbria Senior Administrator is responsible for ensuring that both students and the Partner Institution(s) are notified of student results.  If the programme is modularised, SITS can be used and SMRFs produced accordingly.  Copies will also be forwarded to the Partner for information.  At the end of each academic year following the Joint Examination Board, pass lists should be produced by the Northumbria Senior Administrator and copies forwarded to the Partner College(s) together with confirmed Student Module Record Forms for distribution to students.  If the programme is not modularised in a consistent format to Northumbria, manual pass lists will need to be produced following the PAB.  Where Northumbria is not the lead Institution the Partner will be responsible for the issuing of results to both students and Northumbria.

6 PRODUCTION OF PARCHMENTS AND TRANSCRIPTS
6.1
Franchise (both UK and overseas)

a) Parchments

· Decision entered on SITS and Pass list submitted to Academic Registry (rg.certificates)

· Academic Registry produces batch of parchments (partner institution not referenced on parchment

· Batch of parchments returned to Northumbria School

· Parchments dispatched to named contact at partner for distribution to students
· Partner informs school of any parchments withheld due to student being in debt

b) Transcripts

· Academic Registry produces transcript/diploma supplement at same time as parchment

· Partner institution referenced on transcript

· Batch of transcripts returned to Northumbria school
· Transcripts dispatched to named contact at partners for distribution to students

6.2
Validated Programmes (both UK and overseas)
a) Parchments
· Decisions entered on SITS and Pass lists submitted to Academic Registry (rg.certificates)

· Academic Registry produces batch of parchments (normally the partner institution 
will be referenced on the parchment)

· Batch of parchments returned to school

· Parchments dispatched to named contact at partner for distribution to students

· Partner informs school of any parchments withheld due to student being in debt

b) Transcripts
· Normally a transcript will not be produced for students on validated awards as the 
student is studying on the partners’ modules.  However where the module data is on 
SITS then a transcript can be produced by Academic Registry and will be forwarded 
to the school with the parchments.  The partner will be referenced on the transcript.  
Schools should inform Academic registry where this is required.

6.3
Joint Award Programmes


For joint programmes the process will be as follows:

a) Parchments

· Decisions entered on SITS and pass lists submitted to Academic Registry (rg.certificates). 

· Partner institution will normally be referenced on the parchment

· Parchments distributed directly to students

a) Transcripts

· Academic registry will produce transcripts/diploma supplements at same time as 
parchments and will dispatch directly to students
6.4       Dual Award

a) Parchments

· Decision entered on SITS and Pass list submitted to Academic Registry (rg.certificates)

· Academic Registry produces batch of parchments (partner institution not referenced on parchment

· Batch of parchments returned to Northumbria School

· Parchments dispatched to named contact at partner for distribution to students

· Partner informs school of any parchments withheld due to student being in debt

b) Transcripts

· Academic Registry produces transcript/diploma supplement at same time as parchment

· Partner institution referenced on transcript

· Batch of transcripts returned to Northumbria school

· Transcripts dispatched to named contact at partners for distribution to students

6.5 Distance Delivery

i) For programmes where a partner institution is providing a significant amount of support and LTPAS has indicated that the programme is collaborative
a) Parchments

· Decision entered on SITS and pass list submitted to Academic Registry (rg.certificates)

· Academic Registry produces batch of parchments (partner institution not referenced on parchment

· Batch of parchments returned to Northumbria School

· Parchments dispatched to named contact at partner for distribution to students

· Partner informs school of any parchments withheld due to student being in debt

b) Transcripts

· Academic Registry produces transcript/diploma supplement at same time as parchment

· Partner institution referenced on transcript

· Batch of transcripts returned to Northumbria school

· Transcripts dispatched to named contact at partners for distribution to students

ii)
For programmes where there is little or no partner support

a) Parchments
· Decisions entered on SITS and pass list submitted to Academic Registry (rg.certificates)
· Academic Registry produces batch of parchments and distributes directly to students
b) Transcripts
· Academic registry will produce transcripts/diploma supplements at same time as parchments and will dispatch directly to students
7 ORGANISATION OF THE AWARD CONGREGATIONS
7.1
Awards Congregations celebrate students’ achievements and awards as agreed and 


confirmed by the Examination Boards.  The only awards conferred at the Congregations are 

Honorary Awards.  All other awards are celebrated and not conferred at the Congregations. 

7.2
The general principle is that students will attend a Congregation at the institution where they 

completed their studies. Students studying on franchise or validated programmes will 

therefore usually attend a Congregation at the partner institution.  Students on Dual and Joint 
programmes may attend ceremonies at all the institutions involved unless the partners agree 
to hold one joint Congregation at which all partners are represented.
7.3
Northumbria will be represented at Partners’ Awards Congregations, at which Northumbria 

awards are celebrated by senior members of the University.  Normally a Dean of School will 

represent the University, together with one representative from each School involved.  

7.4
The Partner / lead institution is responsible for organising its ceremony and communicating

with the students.  
7.5
If one joint congregation is held for all partners in a specific location, students domiciled in the 
partner’s own country, but who studied for their awards in the UK on programmes not 

operated as collaborative ventures, will also be invited.  Northumbria would be represented by 
a senior academic (Dean or above) who may preside, the Registrar (or her representative), 
and one representative per School.

7.6
For cultural reasons, Congregations in Malaysia are designated as Convocations.

7.7
Where there are large scale operations in a particular country/area, the University may 
decide to hold a ceremony there.  The normal expectation is that a minimum of 500 students 

would be eligible to attend.  The Vice Chancellor and other relevant members of the 
Executive will attend, together with the Dean of School(s) and other senior staff from Schools. Such ceremonies will be organised by Academic Registry with support from staff at partner institutions.
7.8
Parchments will be distributed under the standard arrangements (see 6 above), i.e. forwarded to the Northumbria School for onward distribution to the students, and will not be distributed at congregations.  

7.9
It is possible for any student studying at a partner institution to also attend the Northumbria

Congregations even though the normal expectation is that they will attend the Congregation 

at the partner institution.  Northumbria will make the necessary arrangements upon being 

notified by the partner that the students wish to attend i.e. these invitations will not be issued 

as a matter of course.  The arrangements for attendance will then be made by the Student & 

Programme Administration Section of Academic Registry and communicated to the 

partner via the School Senior Administrator.  

Jessica Greenlees

Head of Student and Programme Administration
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