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Northumbria University

PROGRAMME APPROVALS SUB-COMMITTEE
Form CVDD: Guidance Note
PROPOSAL TO DEVELOP A PROGRAMME INVOLVING DISTANCE DELIVERY
To be completed when 60 credit points or more of a programme will be in distance delivery mode.
(If the partner delivers more than 20% of teaching then the programme should be considered as a franchise (see Collaborative Procedures Handbook)).
1. The attached CVDD form is to be completed by the Proposer and should be used to set out the proposal, verify the partner’s status, and to provide a financial costing.  The form should be discussed and finalised by the School Management Group (SMG) and the School Student Learning and Experience Committee (SSLE), and be authorised by the Dean, Partner and SSLE Chair.  
2. The completed form should be forwarded to the Quality Support Section (QS) of Academic Services.  Depending on the extent of involvement with a new partner, it may be necessary for a Partnership Review to be carried out of the facilities and support to be provided.  If there will be a financial agreement, a copy of the Partner’s Memorandum and Articles of Association and last three year’s audited accounts must be included with this form.  
3. Also, when submitting the CVDD please ensure the following are attached:

· Financial costing template

· Risk assessment template

· Diagram showing draft programme structure(s).

4. The CVDD form and relevant documents will be forwarded, by QS, to the Legal Adviser to confirm the Partner’s capacity to contract, Finance to approve the Partner’s financial status and the financial aspects of the proposed partnership and the Programme Approvals Sub-Committee (PASC) to confirm that the proposal may proceed and to determine what partnership review and approval process are required.
If you have any queries or require further information concerning this form or related approval issues please contact the Quality Support Section in Academic Services (ext 3509).
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PROGRAMME APPROVALS SUB-COMMITTEE

Form CVDD

PROPOSAL TO DEVELOP A PROGRAMME INVOLVING DISTANCE DELIVERY

Please type in bold.
Outline of the proposal.
	SCHOOL
	

	
	

	NAME OF PARTNER
	

	
	

	1
	Name of Northumbria Proposer(s):


	
	

	
	

	2
	Title(s) of Programme(s):


	
	

	
	

	2a.
	Please indicate by ticking the appropriate box whether the programme is:



	
	Full Time
	
	

	
	Part Time 
	
	

	
	

	3
	Type of programme(s) (completion award(s) or full programme(s)):


	
	

	
	

	4
	Please indicate how much of the programme is to be offered by Distance Delivery:



	
	

	
	

	5
	Details of Partner:

	
	Name and address:
	

	
	
	

	
	Country:
	

	
	

	
	Status (Govt approved/funded, private college etc.)
	

	
	

	
	Name of Principal/CEO:
	

	
	Name of contact at the Partner institution:
	

	
	

	
	Telephone number, fax number and email address:
	

	
	

	6
	Is this a new collaborative partner to Northumbria?



	
	Yes
	
	

	
	No
	
	

	
	

	6a.
	If no, please provide details of existing arrangements both within the School and with other Schools:

	
	

	
	

	7
	Proposed start date of this collaboration:
	

	
	

	8
	Are there any special features relating to the collaboration:



	
	Yes
	
	

	
	No
	
	

	
	

	8a.
	If yes, please provide details:

	
	

	
	

	9
	Does the Partner need to seek Government approval to operate this programme?



	
	Yes
	
	

	
	No
	
	

	
	

	10
	Organisational details of the programme(s) involved:

	
	

	
	Student numbers per intake:
	Minima:


	Maxima:
	Planned:

	
	

	
	Proposed sites of delivery:
	

	
	
	

	
	Number of intakes per academic year for each mode of delivery:
	

	
	

	
	If there is an existing Northumbria programme, where is it being delivered and in what mode?


	
	

	
	

	
	Outline changes to the existing programme required 


	
	

	
	

	
	

	
	

	
	Please list all new module titles:
	

	
	

	11


	Specify the role of the partner in the delivery including % of any teaching.


	
	

	
	

	12
	Specification of any modules which are the responsibility of other Northumbria Schools:


	
	

	
	

	
	PART ONE – Business Plan / Financial Costing

	
	(For consideration by the School Management Group/Equivalent)

	 
	

	13
	Evidence of demand for the programme(s): 

	
	· Details of the basis for target figures above e.g. market demand evidenced by survey data
· Details of feeder programme if applicable

· Details of similar programmes operating at the Partner institution (or at similar local institutions)



	
	

	
	

	14
	Financial costing:

	
	

	
	A costing spreadsheet must be completed incorporating fees agreed by the Partner. The spreadsheet is obtained from and is to be completed in consultation with the Finance contact person in your School who has been trained in its use. NB that the spreadsheet is confidential to Northumbria University and must not be circulated outside



	
	

	15
	Details of any payment involved:
	

	
	

	
	

	
	Please tick box to confirm that the costings have been approved by the
	

	
	School Management Group/Equivalent

	
	

	
	Date:
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	
	PART TWO – Academic Aspects

	
	(For consideration by the School Student Learning and Experience Committee)

	 
	

	16
	Rationale for the proposal:

	
	· Strategic Objectives

· Relevance to University policies and School Academic Development Plans

· External Factors/context

· Academic benefits

· Proposed joint staff development

· Proposed research/scholarly activity

· Relevant external factors

· Assessment of risk (include School risk assessment)


	
	

	
	

	17
	A resource statement containing  the following requirements at the Partner institution:

	
	· Details of the nature of the Partner’s involvement
· Subject specific facilities and equipment required to support the programme e.g. learning resources, IT equipment, accommodation

· Academic staffing implications, including academic & personal tutorial support

· Staff development needs

· Details of the learning and teaching environment

· Required administrative support

· Required technical support


	
	

	
	

	18
	Modules belonging to other Northumbria Schools:

	
	

	
	Confirmation that written agreement has been reached with the School(s) regarding the delivery of the modules at the Partner (cite date)


	
	

	
	

	19
	For an existing partnership:

	
	

	
	Where the proposal relates to an existing programme in a cognate subject area, the last Annual Programme Monitoring report should be attached.  This should give a brief resume of the history of the partnership, types of collaboration, reasons for the changes and future development of the partnership.



	
	

	
	

	
	Please tick box to confirm that the academic aspects have been approved 
	

	
	by the School Student Learning and Experience Committee

	
	

	
	Date:
	

	
	

	
	

	
	

	
	

	
	

	
	Signature of Proposer

	
	

	
	Signed by Proposer:
	Date:
	

	
	

	
	Please also print name and position:

	
	

	
	Approval by School(s)

	
	

	
	Signed by Dean of School:
	Date:
	

	
	
	
	

	
	
	
	

	
	Signed by Chair of SSLE:
	Date:
	

	
	
	
	

	
	
	
	

	
	Signed by Dean of other School(s) involved:
	Date:
	

	
	
	
	

	
	
	
	

	
	The Partner must sign to indicate agreement with the details of the proposal and fees

	
	

	
	Signed on behalf of the Partner institution:
	Date:
	

	
	
	
	

	
	Please also print name and organisation:
	
	

	
	
	
	

	
	Approval of capacity to contract (new partners only)
	
	

	
	
	
	

	
	I have received the necessary details of the proposed partner’s legal status and confirm the capacity to contract with Northumbria.  A legal contract will be agreed with the Dean and Partner, to be in place before the programme commences.

	
	

	
	Signed:
	Date:
	

	
	Legal Advisor
	
	

	
	
	
	

	
	Approval of Financial Aspects

	
	

	
	I have received the necessary details of the proposed partner’s financial status and confirm its solvency.  I also confirm that the financial costing for the proposal is appropriate.

	
	

	
	Signed
	Date:
	

	
	Finance Department
	
	

	
	
	
	

	
	Approval by Programme Approvals Sub-Committee

	
	

	
	Minute Number
	Date:
	

	
	
	
	

	
	
	
	

	
	Once approval has been secured, the signed form will be forwarded to the following for information: Proposer, Dean of School, School Registrar, Senior Administrator, Chair of SSLE.

	
	

	
	


	
	

	
	DOCUMENTATION REQUIRED BEFORE THE APPROVAL EVENT

	
	(6 copies of each to be provided to the Quality Support Section of Academic Services at least 4 weeks before the event)

	
	

	(i)
	Final version of the CVDD Form

	
	

	
	The CVDD included in the document packs need not have all signatures, but the original CVDD should be fully signed before the approval event takes place.

	
	

	(ii)
	Operations Manual

	
	

	
	This is a key document as it describes the roles and responsibilities of all concerned, the way the programme will operate in practice and the quality controls to be applied.  An Operations Manual template is available on the Academic Registry web pages at: http://northumbria.ac.uk/sd/central/ar/qualitysupport/cv/cptemplates/cvapproval/ 

	
	

	(iii)
	Programme Specification and Programme Specification Delivery Supplement

	
	

	
	The programme specification must clearly articulate the Learning and Teaching and Assessment strategy for the programme and its relation to the University strategy.  Key modifications to a programme for its distance delivery should be included in a programme specification delivery supplement including admissions criteria; professional recognition issues; delivery patterns; module content or assessment modifications.  Any changes could simply result from the programme being offered in a distance delivery mode or could be made to reflect different cultural aspects.  The appropriate programme specification (and delivery supplement) templates along with guidance notes is on the Academic Registry web pages at: http://northumbria.ac.uk/sd/central/ar/qualitysupport/approval/progspecs/ 

	
	

	(iv)
	Draft Student Handbook

	
	

	
	A student handbook should be produced specific to the programme delivery at the partner (template available at: http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/approval/studenthbk/)

	
	

	(v)
	Brief CVs for any partner staff who will be teaching on the programme (to include experience of teaching at the required level) and mapping to modules.

	
	

	(vi)
	A full resources statement to include details of the infrastructure at the partner, learning and teaching facilities, library resources, equipment and administrative support available.  A brief School evaluation of the suitability of the resources should also be provided.

	
	

	(vii)
	Staff development plan where partner staff are associated with programme delivery (not more than 20% delivery permitted).

	
	

	(viii)
	Minutes of SSLE and SMG referring to consideration of the proposal and/or any of the above documentation.

	
	

	(ix)
	For re-approval, programme documentation showing updates, a critical evaluation of the partnership, student performance data by module and programme, Annual Programme Monitoring and External Examiner reports should be included.

	
	

	(x)
	Legal Contract – confirmation that the partner has accepted the principles contained in the university’s template.
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