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Version Information
The framework was initially developed in 2002 by a Task Group of the Lifelong Learning Quality Committee; it was updated in 2003 by a University Learning and Teaching Committee (ULT) Task Group with a further ULT modification in 2008. This version results from an interim update undertaken as part of a ULT mini-review of collaborative procedures in May 2009, approved by ULT July 2009. A full review is due in 2010/11, to take account of developments arising from the University’s initiatives supported by HEFCE Strategic Development Funding as well as expected updates to QAA guidelines and the Code of Practice.
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1. Introduction
The 2002 Task group was charged with recommending a framework for In-Company Recognition and Accreditation and for models of Corporate Collaborative Partnership for Schools to operate within.  This document arises from that work and provides a supplement to the existing Collaborative procedures (see http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/) to encompass corporate and community settings.

1.2  Rationale

Northumbria is committed to Lifelong Learning and recognises that diversity, competitiveness and focus will be its driving forces in the future.  It supports HEFCE's strategic priority to promote higher education learning through employer engagement and workforce development. 
In shaping the future of its provision the University will seek to build partnerships between itself and a range of other organisations including commercial enterprises, public sector institutions and other educational establishments.

To be successful however both parties within any partnership require systems and structures to follow in order to enable the collaborative arrangements to be actively managed and a recognition that the pace of change in knowledge, technology, new skills and roles is accelerating.

1.3  Purposes

1. To enable organisations to collaborate with Northumbria University to mutual benefit.

2. To make transparent a range of provisions, services and procedures in response to identified need to provide organisations/individuals with recognised University learning, designed specifically for their needs.

3. To enable the university to benefit from general economic development, closer rapport with its clientele and increased income.

1.4  Principles

The Framework is characterised by:

· The maintenance of the standards of HE whilst recognising and respecting the cultures and goals of the partner.  
· A commitment at the outset to organisations of what they can anticipate and what might be achieved. 

· Ownership of corporate activity at School level which is supported at University level.

· Responsiveness to individual, team and organisational needs within different participating organisations.

· A wide range of accredited and non-accredited projects and initiatives that have the ability to enhance the participating organisation's overall strategy.

· Respect of the knowledge, skills and abilities of partner organisations and a desire to learn from them in order to add value to both organisations through flexible approaches to programme design.

· Application of the University's quality management and enhancement procedures, in order to ensure that the accredited provision is delivered at a standard that is equivalent to that of the University.

· Alignment with the QAA’s 2008 statement  ‘Quality assurance and the HEFCE priority for higher education learning linked to employer engagement and workforce development’) which stresses that ‘while it is essential that all UK HE awards meet the relevant standards set out in the Academic Infrastructure, irrespective of the way in which the learning is achieved and assessed, quality assurance arrangements should be proportionate to risk, relevant and meet a reasonable ‘fitness for purpose’ test.’ (http://www.qaa.ac.uk/employers/QAAstatement.asp)
2. The Initial Process
Initial contact will either be made as a result of existing working relationships with colleagues in Schools or new contacts may be developed at University level e.g. Senior Management Team, Northumbria Commercial Enterprises, and Work Related Learning Services.  University services will contact the appropriate School to further the enquiry and an initial evaluation will take place (see Appendix A).  It is envisaged that the initial evaluation will always involve staff from Schools but may be supported by a University service. The Finance Department will provide support on costings for proposals and the appropriate School Registrar should be made aware of developments at an early stage. There is also a need to ensure that there is a University overview of the contacts being made to avoid duplication.

Following stage 2 of the initial evaluation both Northumbria and the organisation will be able to determine which option is best followed.  A Partnership Review will be arranged if required and the procedures outlined in Section 4 will be followed for approval of the preferred option(s).  Costing models will need to be developed which take into account the level of support students on these programmes will require both from academic schools and University services such as University Library and Learning Services and Student Services.

3. Options

This framework allows Schools to respond to requests from organisations which were not in the Education sector for different types of collaboration including In-Company recognition and accreditation and models of Corporate Collaborative Partnership.  The list of options from which organisations might choose which are described more fully in section 4 below.   The framework is designed to offer flexibility within clearly defined parameters.

· Credit Equivalence Exercise allows the organisation’s own training provision to be credit rated which could either be incorporated within a specific Northumbria programme or could enable individual students to have AP(E)L procedures applied for entry to Northumbria programmes.

· Articulation allows participants on organisations’ courses advanced entry to specified Northumbria programmes.

· Short Course (Non Credit bearing)

· Development of Bespoke modules for an organisation. These modules are then delivered by Northumbria either on University premises or on the organisation’s premises or delivered by the organisation and quality assured by the University.  The University awards credit for such modules but the total credit value would normally be less than required for an award.

· Existing Northumbria modules, franchised to organisations or delivered to them either at their premises or on University premises. This includes the delivery of existing framework CPD modules which enable the grouping together of CPD activity which is less than 10 credits. The total credit value would normally be less than required for an award
· Corporate Validated award, developed in conjunction with the organisation and delivered, assessed and managed by the organisation.  Northumbria would approve and quality assure the programme as leading to one of its awards.
· Bespoke programme for Corporate Delivery. Effectively a franchised award but of a programme not currently delivered at Northumbria (although usually related to an existing Northumbria award).  Developed by Northumbria in conjunction with the organisation; Northumbria retains the responsibilities as for a franchised award – i.e. overall control of programme content, regulations, delivery, assessment and quality assurance.
· Existing Northumbria awards can be franchised or delivered to the organisation either on their own premises or at the University.
4. Definitions and procedures to apply

	4.1
	Credit Equivalence Exercise 

	Definition/limitations
	The University will assess the provision offered by the organisation and will recognise it as equivalent to the relevant amount of credit at the requisite level. Two possible models apply for the use of this credit:

a) Provision delivered within the organisation can be accredited as part of a University award. Awards can be approved with such credits providing a maximum of 50% of the credits in any level of study.
b) With the above exception, a credit equivalence exercise does not lead to the awarding of specific credit and/or a University award. However, individuals entering Northumbria may have this equivalence recognised at admission through the APL procedures. Where such accredited provision is equivalent to 60 credits or more, then a Corporate Validated award (4.6 below) should be considered in place of credit equivalence


	Lead Developer of 
	The organisation for its provision; Northumbria would not normally have a development role in relation to this although Schools may play a supporting role. Where the provision is incorporated within a Northumbria award then normal University programme development processes will apply to the programme.

	Responsibility for Delivery 
	Organisation for its own provision

	University status of participants 
	None for type b) above. To be determined for type a) arrangements (depending on point at which student enrols on programme)

	Procedures to apply


	Type b) see Appendix D for credit equivalence process.

Type a) the credit equivalence process defined in Appendix D will be undertaken. Then programmes using the credit to be approved, following LTPAS agreement for new programme, by an SLT approval panel with addition of collaborative ventures or work-based learning expert.

	Fees to apply
	To be determined

	Responsibility for approval
	School for credit equivalence process; School with additional expert panel member for programmes using type a) model


	4.2
	Articulation 

	Definition/limitations
	Articulation as defined in the Collaborative Ventures procedures is entry of students to an intermediate stage of a Northumbria programme on the basis of Northumbria’s accreditation of prior learning of particular programmes operated by other organisations.  Where such entry is on a regular basis this is confirmed through an Articulation Agreement which represents a formal arrangement for the transfer of students to Northumbria programmes; where small numbers of entrants are envisaged, the less formal Letter of Recognition process may be used.  Note that neither of these types of agreement guarantees entry to programmes. 

Note that the articulation applies only to organisations offering programmes of study validated by an awarding body at the appropriate level.

	Lead Developer of 
	Organisation.  Northumbria would not normally have a role in the development. Where it does, the procedures for an augmented articulation apply (see procedures below)

	Responsibility for Delivery 
	Organisation

	University status of participants 
	None

	Procedures to apply


	Normal articulation/AE1 procedures

	Procedures available at
	Academic Registry website: http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/artic/  

	Fees to apply
	To be determined

	Responsibility for approval
	LTPAS


	4.3
	Short Courses (non-credit bearing)

	Definition/limitations
	Organisations can be offered short courses from the existing short course provision or Northumbria can develop short courses in response to the needs of the organisation.  These courses would typically run over a short time period – equivalent of 1 or more days and would not include credit-bearing assessment.

Note that proposals for extended non-credit bearing programmes should not be dealt with under this heading and should be reported to LTPAS for consideration of rationale and approval mechanism.

	Lead Developer 
	Northumbria

	Responsibility for Delivery 
	Northumbria

	University status of participants in programme
	None

	Procedures to apply


	See Appendix B: Best Practice Guidelines and Appendix C: Short Course Specification

	Procedures available at
	below

	Fees to apply
	To be determined by the School

	Responsibility for approval
	School


	4.4
	Development of bespoke University modules (no award)

	Definition/limitations
	Northumbria would develop and approve specific modules in response to the needs of the organisation. The total credit value of these modules will not normally be sufficient to allow for an award under 4.7 below

	Lead Developer 
	Northumbria

	Responsibility for Delivery 
	Northumbria or the organisation

	University status of participants 
	Enrolled

	Procedures to apply


	· Flexible Study Programme Procedures which  allow enrolment on up to but not including 60 credits will normally apply

· For approval of the modules, adapted Northumbria processes are applied which depend on the form of delivery:

· Northumbria delivery – distance learning. Modules to be approved by SLT panel with additional distance learning expert following normal DL materials scrutiny. See DL Guidelines at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/approval/  If the organisation acts as a support centre for the distance learning then the type and extent of support must be considered. The distinctions contained in support programme guidance notes at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/support/ should be taken note of although the full approval processes detailed there are not necessary as these apply to an award
· Northumbria delivery - distance delivery. Approval of modules will be by SLT panel with additional collaborative ventures expert to consider partner input. The distinctions contained in the DD guidance notes at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/dd/ should be born in mind although the full approval processes detailed there are not necessary as these apply to an award
· Delivery by the organisation. Approval of modules and delivery arrangements will be by an SLT panel with additional collaborative ventures expert to consider delivery arrangements. While the full programme approval mechanisms for franchise programmes are not necessary for provision less than an award, the franchise approval requirements should be born in mind. See guidelines for proposers and panels at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/cvapproval/

	Procedures available at
	Academic Registry website: see above

	Fees to apply
	Module fee

	Responsibility for approval
	School, with additional expert panel member as above


	4.5
	Existing Northumbria modules (no award)
(minimum to be offered would normally be 20 credits)

	Definition
	Already approved modules would be delivered to meet the needs of the organisation. This could include the use of an existing work-based learning framework module to enable the grouping together of CPD of less than 10 credits into a viable module. The total credit value of these modules will not normally be sufficient to allow for an award under 4.8 below


	Lead Developer 
	Northumbria

	Responsibility for Delivery 
	Northumbria or the Organisation 

	University status of participants 
	Enrolled

	Procedures to apply


	· Flexible Study Programme Procedures which  allow enrolment on up to but not including 60 credits will normally apply

· For approval of the modules, adapted Northumbria processes are applied which depend on the form of delivery:

· Northumbria delivery – distance learning. Modules to be approved by SLT panel with additional distance learning expert following normal DL materials scrutiny. See DL Guidelines at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/approval/  If the organisation acts as a support centre for the distance learning then the type and extent of support must be considered. The distinctions contained in support programme guidance notes at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/support/ should be born in mind although the full approval processes detailed there are not necessary as these apply to an award

· Northumbria delivery - distance delivery. Approval of modules will be by SLT panel with additional collaborative ventures expert to consider partner input. The distinctions contained in the DD guidance notes at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/dd/ should be born in mind although the full approval processes detailed there are not necessary as these apply to an award

· Delivery by the organisation. Approval of modules and delivery arrangements will be by an SLT panel with additional collaborative ventures expert to consider delivery arrangements. While the full programme approval mechanisms for franchise programmes are not necessary for provision less than an award, the franchise approval requirements should be born in mind. See guidelines for proposers and panels at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/cvapproval/
· Northumbria/organisation through work-based learning framework module. Procedures set out in Work-based Learning Framework apply, see http://www.northumbria.ac.uk/static/worddocuments/ardocs/wblf.doc. Approval is by SLT panel with additional work-based learning expert



	Procedures available at
	Academic Registry website: see above

	Fees to apply
	Module fee

	Responsibility for approval
	School, with additional panel member as above


	4.6
	(Corporate) Validated Award

	Definition/limitations
	This is as defined in the Collaborative Ventures procedures.  An arrangement whereby a programme of study is developed, designed, delivered, assessed and managed by a partner organisation but approved and quality assured by Northumbria as leading to one of its awards. Note that company names are not permitted as part of award titles.

	Lead Developer 
	Organisation

	Responsibility for Delivery 
	Organisation

	University status of participants 
	Registered

	Procedures to apply


	Full collaborative procedures for validated award, including partnership review for organisation that is a new collaborative delivery partner

	Procedures available at
	Academic Registry website: see Collaborative Handbook Category 4 http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cphandbook/ and guidance notes http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/

	Fees to apply
	To be determined

	Responsibility for approval
	LTPAS/ULT


	4.7
	Development of bespoke University award

	Definition/limitations
	The University develops this award in partnership with the organisation.  This would not be provision that is currently delivered at Northumbria but Northumbria would retain the responsibilities as in a franchise arrangement rather than those in the validated model. The University retains ownership of the award which would normally be related to existing Northumbria programmes. Note that company names are not permitted as part of award titles.

	Lead Developer 
	Northumbria in partnership with the organisation

	Responsibility for Delivery 
	Northumbria or the organisation

	University status of participants in programme
	Northumbria  delivers/leads delivery: Enrolled

Organisation delivers/leads delivery: Registered

	Procedures to apply


	· Northumbria delivery – distance learning programme. Programme to be approved by SLT panel with additional distance learning expert following normal DL materials scrutiny. See DL Guidelines at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/approval/   
If the organisation acts as a support centre for the distance learning then the type and extent of support must be considered and relevant approval process determined by LTPAS, including Partnership review in some cases. See guidelines at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/support/ 
· Northumbria delivery - distance delivery. The programme will need to be approved by SLT in the normal way, following LTPAS agreement for a new programme. The distance delivery arrangement and approval process should be considered by LTPAS using the distinctions contained in the DD guidance notes at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/dd/ 

· Delivery by the organisation. This should be considered as a franchise arrangement. The programme will need SLT approval following LTPAS agreement for a new programme, then the delivery arrangement will be subject to normal collaborative approval including partnership review. See Collaborative Handbook Category 4 http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cphandbook/ and guidance notes http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/
· Hybrid delivery arrangements are possible in which case LTPAS will determine approval mechanisms

	Procedures available at
	Academic Registry website: as above

	Fees to apply
	To be determined

	Responsibility for approval
	School for Programme content, following LTPAS agreement. LTPAS/ULT for delivery arrangement


	4.8
	Existing Northumbria award



	Definition
	Provision of an existing Northumbria award specifically for the organisation. 

	Lead Developer 
	Northumbria

	Responsibility for Delivery 
	Northumbria or the organisation


	University status of participants 
	Northumbria  delivers/leads delivery: Enrolled

Organisation delivers/leads delivery: Registered

	Procedures to apply


	· Northumbria delivery – distance learning programme. Programme already approved for DL (See DL Guidelines at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/approval/) 
If the organisation acts as a support centre for the distance learning then the type and extent of support must be considered and relevant approval process determined by LTPAS, including Partnership review in some cases. See guidelines at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/support/ 

· Northumbria delivery - distance delivery. The distance delivery arrangement and approval process should be considered by LTPAS using the distinctions contained in the DD guidance notes at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/dd/ 

· Delivery by the organisation – franchise arrangement. Normal collaborative approval including partnership review. See Collaborative Handbook Category 4 http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cphandbook/ and guidance notes http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/
· Hybrid delivery arrangements are possible in which case LTPAS will determine approval mechanisms)

	Procedures available at
	Academic Registry website: as above

	Fees to apply
	To be determined

	Responsibility for approval
	LTPAS/ULT


5. GLOSSARY

Note that the definitions outlined in Section 4 are not replicated below:

Accreditation of prior experiential learning - APEL

The award of credit for relevant prior learning gained from experience for which no credit has already been awarded either via credit points or a recognised award

Accreditation of prior learning - APL

Recognition of relevant prior learning for which credit has already been awarded either via credit points or a recognised award.

Accreditation of work based learning - AWBL

Accreditation of current learning gained for work, at work and through work for which no credit has already been awarded either via credit points or a recognised award. 

Application of accreditation (see University Framework for APL, APEL and AWBL at http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/approval/framework/) 
Accreditation can be applied as: 

Entry to a programme where the applicant has alternative qualifications to the approved entry requirements of the programme. An approved tariff, or individual APL for claims not included in the tariff, or APEL can be used to accredit prior learning. These processes are the responsibility of the Admissions Tutor and Programme Leader/ Programme Director. The outcome is that is no credit points are assigned but the value of the prior learning is recognised. The student will then take the full diet of study

Advanced entry to a programme is where the student is exempt from an academic level or levels and commences the programme at a different point (for example at year 2 or 3 of a programme) to the rest of the cohort. The student then progresses within the programme as though they had taken the full diet of learning. The outcome is that is no credit points are assigned but the value of the prior learning is recognised. 

Exemption from modules of a programme which permits prior learning to be accepted as though a full diet of learning had been taken. 
Current learning 

Learning gained, as a registered/enrolled student, from a programme of study or a module(s) which has (have) extant university approval. 
Distance Delivery

Delivery of a Northumbria programme by Northumbria staff using the premises and facilities of another organisation physically and geographically distanced from Northumbria campuses.  Northumbria retains overall control of delivery and the formal teaching is undertaken mainly by its staff. Note that local delivery on non-Northumbria premises but where students have ready access to Northumbria learning resources do not count as distance delivery
Distance Learning

Learning is delivered by the University but which takes place without requirement of the student’s physical presence at its campuses. The student accesses programme materials and required learning resources remotely from their own location. Little or no face to face contact with Northumbria staff is involved. The student may receive some local support from a partner organisation, in which case a distance learning support arrangement applies

Prior learning

Learning gained by study and/or experience which precedes the period of registration/enrolment on a university approved programme of study or module(s). The  outcome of the learning should be contemporary. 

Recognition

The outcome of a process which seeks to ascertain the extent of equivalence of the learning with Northumbria's provision can be recognition or accreditation. The outcome of recognition of learning is where no credit points are awarded but equivalence is established against the Northumbria modular credit framework.


APPENDIX A

TEMPLATE FOR INITIAL EVALUATION OF AN ORGANISATION

Initial Assessment (Stage 1)

· To gain a general impression of the organisation and its requirements in order to enable the School to make an informed decision on whether to proceed to the next stage.  This could be undertaken by a knowledgeable member of staff.

· This would not take the place of Partnership Review which would need to be carried out for any planned collaboration leading to a Northumbria award (other than under 4.1a) or 4.2 above).

Questions for Northumbria

· Who are they/what is the nature of their work?

· What do they want/are we in a position to provide it?

· Is this an appropriate partner for NU?

· Are they Local, National, International, Private, Public etc?

· Have we any experience of working with them before? (where do we obtain this information?)

· Are there any contra-indications to working with this organisation? (where do we obtain this information?)

· Who should carry out this assessment? - it is essential that the person who carries out the IA has the necessary skills and abilities to liaise effectively with external organisations.

· Who should be informed and when?  If in doubt, consult line manager.

Questions for the Organisation

· Have they previous/current experience of working with FE/HE? (Who with/when?)

· Do they have Senior Management backing for the project?

· Why has this project arisen?

· What consultation has taken place with potential participants?

· Do they have a budget for the project and/or an idea of the acceptable cost per participant?  (How serious are they?)

· Have they got a training department and is it involved? If so, has their training organisation got any kind of accreditation? (ISO, IIP, HEA etc)

· Do they currently offer any kind of qualifications? (by themselves or in partnership with others e.g. professional bodies)

· Do current employees take/have the option to take academic awards as part of their personal or professional development?

Initial Evaluation (Stage 2)

What does the organisation want?

1. Own Programme/module already existing?

2. Own Programme/module we help develop?

3. University Programme/module already existing?

4. University Programme/module (customised)?

If 1 or 2, then:

· Do they want credit rating?

· Do they want credit (modules)?

· Do they want an Award? (Academic or professional/NVQ)

If 1, then

· Who are the participants, how many and what type of qualifications/role do they have? (gives some indication of level)

· How is the programme delivered? (gives some indication of hours/contact/participant effort)

· Who delivers it?

· What is the content (broadly)?

· How is the programme assessed?

· How long is it?

If 2, then

· Who will the participants be, how many and what type of qualifications/role do they have? (gives some indication of level)

· How might the programme/module be delivered? (gives some indication of hours/contact)

· Who will deliver it?

· What outcomes do they want from the programme/module (broadly)?

· How would they like the programme/module to be assessed?

If 3, then

· Why have they chosen this programme/module?   (Do the outcomes from the programme/module meet their industry/organisational needs?)

· Who will the participants be, how many and what type of qualifications/role do they have? (gives some indication of level)

· How might the programme/module be delivered? (at partner organisation/distance learning/block etc)

· Who will deliver it? (Organisation/Joint/Northumbria)

· What is their expectation of assessment on the programme/module?

If 4, then:

· Who will the participants be, how many and what type of qualifications/role do they have? (gives some indication of level)

· How might the programme/module be delivered? (gives some indication of hours/contact)

· Who will deliver it?

· What outcomes do they want from the programme/module (broadly)?

· How would they like the programme/module to be assessed?

Appendix B

University Short Course Best Practice Guidelines

This list defines some of the key guidelines that the university might expect to see adopted in the design and preparation for short course delivery.

It is assumed that organisations can either be offered short courses from the existing short course provision or that Northumbria can develop bespoke short courses in response to the specific needs of organisations.  

Short courses would typically run over a short time period – equivalent to 1 or more days and would not include credit-bearing assessment. Extended non-credit bearing programmes should not be considered under short course procedures but should be referred to LTPAS for consideration of rationale and approval.
These guidelines do not represent a definitive statement of procedures but should be used as a checklist to ensure that as many of the guidelines are adopted, as appropriate, within the context and detail of particular short course provision within academic schools.

1. Title

· Define main aim of the course by use of a clear title. 

2. Summary of Content and Purpose

· Provide a brief summary overview of content and purpose.

3. Key Learning Outcomes

· Describe the key learning outcomes that participants will achieve on completion of the course, in terms of knowledge, skills and behaviours as appropriate.

4. Prerequisites for Participation

As appropriate:

· Describe who the course is designed for and who will benefit most from the course.

· Where appropriate, identify prior skill/experience/qualification requirements for effective participation.

· Describe any physical or sensory demands or restrictions on effective participation.

5. Principal Learning Activities

· Describe the learning activities/styles that participants will experience during the course.

· Indicate where possible the relationships of learning activities to existing knowledge, skills or behaviour and/or future applicability - e.g. ‘ The course is activity based and draws upon participants’ managerial experience. Activities will be directly applicable to participants’ work.’

6. Key Topics Covered and Timetable of Activities

· Identify and list the key content to be covered during the course.

· Where appropriate, provide details of the timetable of activities.

7. Course Structure/Details

· Explain how the course will be delivered - e.g. ‘1 days attendance at the XXXX Building at the City Campus for 5 weeks.’

· Identify any unusual aspects of course structure – e.g. 1 day a week for 5 weeks.

· Identify how long the course lasts.

· Identify any work/activities that need to be completed outside of the formal contact time – this could be prior to attendance, between sessions or to complete the learning after the formal course has finished.

8. Dates, Times and Venue

· Identify dates and times and venues on which the course will be delivered.
9. Course Delivered By

· Identify School / Institute / Unit delivering the course.

· Where appropriate identify named deliverer and provide biographical detail.

10. Price 

· State full price of the course.

· Identify clearly what is included in the price, especially in terms of materials, services and refreshments.

· Identify any support available or reductions e.g. by short course registration before a particular date or for group discounts.

11. Contact/joining details 

· Identify administrative contact details – who to speak to for further information and how to get in touch – e.g. phone/e-mail.

· Explain how to register.

· Explain how to pay.

· Make explicit cancellation terms.

12. Accreditation

Although it is expected that short courses as considered by this document are not credit-bearing, there may be occasions when there is some link to or possibility of accreditation by further activity or involvement with the University subsequent to the short course, for example where small elements of CPD can be combined into a work-based learning module (see 4.5 above).  Where this is the case and as appropriate:

· Identify potential accreditation outcomes.

· Define any learning experiences/activities that must be completed for accreditation purposes.

· Explain any other issues related to accreditation – e.g. additional attendance/ additional cost etc.



APPENDIX C 
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SHORT COURSE SPECIFICATION

	Title:


	Delivered by (School/Institute/Unit):


	Delivered by (Staff name):


	Duration (number of days):
	


	Date(s)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Time(s)
	
	
	
	
	
	

	
	
	
	
	
	
	

	Venue(s)
	
	
	
	
	
	


Price*:


£

*Identify clearly what is included - materials, services, refreshments etc. Identify support available, discounts for groups etc

	Summary of Content & Purpose:
provide a brief summary overview of content and purpose.




	Key Learning Outcomes:
describe key learning outcomes in terms of knowledge, skills and behaviours (as appropriate).

(
(
(
(
(
(
· 


	Principal Learning Activities:
describe the learning activities participants will experience.  Indicate (where possible) the relationships of learning activities to existing knowledge, skills of behaviour
(
(
(
(
(
· 


	Prerequisites for participation (as appropriate):
who is the course designed for, identify prior skill, experience, qualifications required.  Describe any physical or sensory demands/restrictions on effective participation

(
(
(
(



	Key Topics/Timetable of Activities:
identify and list key content to be covered.  Provide details of the timetable of activities (where appropriate).

(
(
(
(
(
· 


	Structure/Details:
how will the course be delivered, duration, identify any unusual aspects of structure and any work and or activities to be completed outside of formal contact time e.g. prior to attendance, between sessions or to complete learning after course has ended.
(
(
(
(
(
(
(


Contact/joining details:

· Who to speak to for further information/phone number/e-mail address:

· How to register:

· How to pay:

· Cancellation terms:

Accreditation:
there may be occasions when there is some link to, or possibility of accreditation by further activity or involvement with Northumbria subsequent to this course.  In this case, and where appropriate:

· Identify potential accreditation outcomes -

· Define any learning experiences/activities to be completed for accreditation purposes -

· Explain any other issues related to accreditation e.g. additional attendance or costs etc.

Appendix D
Credit Equivalence Process for Organisational In-house Learning
A.  Definition

The credit equivalence exercise enables:

· organisations to gain university recognition for learning/ training delivered within the workplace
· recognition and accreditation of training delivered in the workplace within a University award.
Credit equivalence will normally be used where an organisation is delivering provision equivalent to less than 60 credits at a particular level, i.e. not sufficient to equate to a University award. The University will assess the provision offered and recognise this as being equivalent to an agreed amount and level of credit. Where the provision equates to 60 credits or more at an appropriate level then a Corporate Validated Award (4.6 above) should be considered.
Credit equivalence can be used either:
a) to recognise and accredit provision delivered in the workplace within a University award.  Where this is the case, a maximum of 50% of the credits in any level of study may be accredited in this way, or


b) Individuals who successfully complete the programme and wish to enter Northumbria will have this equivalence recognised at admission through APL procedures providing they have written confirmation of successful completion from the organisation.  It should be noted that the University can only provide advanced standing for credit in multiples of 10.  Normally the University would agree any exemption arrangements against specific programmes with the organisation in advance. These arrangements would be outlined in the submission document.

The organisation will receive a certificate (time-limited to a maximum of 3 years) for display confirming the status of the ‘programme’.  Learners will not be registered with Northumbria University and therefore will not have student status. Credit achieved will be considered to be current for five years.

B. Credit Equivalence Approval Process
1. When a contact is made an appropriately experienced member of staff should make an initial assessment visit. (see Framework for Corporate and Community Collaboration,  Initial Assessment Procedure Appendix A) 

Northumbria University Work-related Learning Services (WRLS) in Academic Registry can provide advice and on-going support to Schools and organisations, helping them prepare the relevant documentation and supporting them through the process.

2. Following a successful outcome from initial assessment, a Credit Equivalence proposal form should be completed which should be approved by the School Management Group and the School Learning and Teaching Committee.  This will include a costing and an agreement of the fees to be charged.  The Organisation will sign this to indicate acceptance of the fees involved.  Specialist staff from the relevant school and/or WRLS will support this process.  Following this a proposal document will be produced by the relevant University School in conjunction with the organisation

3. The Proposal Document will be scrutinised by an Approval Team of appropriate size and membership convened from subject expert(s) and relevant school/university representatives. The Approval Team will meet with a team of proposers which will include representatives from the University and from the organisation.
After consideration the Approval Team will make a judgement and inform the proposers of the credit and level equivalence allocated, the period of approval, QA procedures to be followed and any conditions/recommendations via a written report.  The Proposal and this report will be passed to the School Learning and Teaching Committee for ratification.

All approvals are subject to Annual Review to monitor quality and change.  The organisation will be expected to provide an annual report as evidence of on-going monitoring and review.  Approval will normally be granted for three years.  At the end of the approval period the organisation may seek to have the credit equivalence re-approved.

4. Upon approval Academic Registry will issue the organisation with a programme credit equivalence certificate to acknowledge its standing with the University. 

5. Where the credit is to be used within a specific Northumbria programme, that programme will be approved through the normal approval processes for a new Northumbria programme, with the addition of a University expert panel member (in collaborative ventures or work-based learning, as appropriate) to the normal SLT approval panel (which will include an appropriate external member)
_____________________________________________

C. Credit Equivalence Process for Organisational In-house Learning
Documentation guidelines

These guidelines are intended to help organisations prepare a Proposal.  The headings below indicate the information the Approval Team will require in order to consider and approve the programme.  Organisations should liase with their university/ WRLS contact prior to submitting the documentation.

Title of the Programme

Brief Programme Description

· Provide a general introduction to the programme and the organisational context and structure

· Identify target group, their job roles, and initial and projected numbers.

· Explain why the programme has been developed and what purposes it fulfils - how it fits in with the development of the organisation and the continuing professional development of the target group.

Aims of Programme

· State the overall aims of the programme

Learning Outcomes

· State the learning outcomes 

Programme Content / Syllabus

· State the length of the programme and its intended start and end date.
· Outline the programme content. Samples of materials, learning activities and reading lists should be included in Appendix 2. 

· Make an assessment of the proposed HE level of the learning (seek advice from the relevant university contact/department) .

· State how the programme will be delivered – (full time, part time -house, distance, on-line, multi-site, work-based …).

· Provide a breakdown of the total number of learner hours against the chosen methodologies, adding to the list where necessary. The University will recognise 10 credits for every 100 hours of approved equivalent learner activity under this scheme.

	Lectures and Seminars/Tutorials
	

	Workshops
	

	Directed Learning
	

	Independent Learning
	

	Placement/ Work Experience/Learning at Work
	

	Assessment
	

	
	

	Total Hours
	

	Number of credits 
	


· Indicate how and why methods are appropriate to the stated learning outcomes and the needs of the target group.

Assessment Strategy

· Identify the assessment methods used, and state when in the programme they will occur, ensuring they assess the learning outcomes and meet the needs of the target group. 

· Indicate any role the University will play within the assessment process. Note that where the credit is incorporated as part of a specific Northumbria programme, external examiner involvement is required for all assessment at levels 5 and above
Learning Resources

· Indicate resources provided by the organisation including facilities, equipment, books, on-line learning materials, library facilities (where appropriate), study space and equipment available. Recommended reading lists should be included in Appendix 2.

Staffing

· Identify all staff with their job titles involved in the delivery and support of the programme. Include summary CVs for teaching staff in Appendix 1

Organisational Monitoring and Evaluation

· Describe in-house Quality Assurance procedures for training programmes, mentioning any existing links with Awarding Bodies

· Explain your procedures for on-going monitoring and review.

Exemption arrangements against specific programmes

· Outline any exemption arrangements against Northumbria programmes.  These should be agreed in advance with the relevant programme management team. Where the credit is to be incorporated into a specific Northumbria programme then that will be subject to new programme approval process detailed in B above
Contact Information

	For the Organisation
	For Northumbria University

	Name of the Organisation:
	Name:

	Contact Name 
	School:

	Address
	Subject Division

	
	

	Tel:
	Tel:

	e-mail:
	e-mail:


Signatures

A senior representative from the organisation and the DVC Learning and Teaching should sign the proposal document.

Appendix 1 CVs

Appendix 2  Sample Materials, Learning Activities, Assessed work (if available), Reading lists
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