NEW PROGRAMME FILE SPECIFICATION
PF02
This form is to be completed when a new programme has been validated and approved so that the programme codes and progression and awards rules can be set up in SITS.  

Completed form should be authorised by the School Registrar prior to submission to Enid Ashdown, Learning and Teaching Support, Academic Registry. 
Please note that all details entered onto this form will go onto every student’s record that is attached to this programme and it is therefore imperative that the information is correct.  Schools will have to correct errors, manually on every individual student record.
	1
Programme Administration

	School
	

	Division 
Code and title required
	

	Learning and Teaching Contact
	
	Ext:
	

	Programme Administrator
	
	Ext:
	


	2
Programme Details

	Full Programme Title 

and route code if an existing route
	

	Alternative Title 
‘Admin’ name/name programme is known by locally
	

	Course Code 

Family code to which the above programme will belong.  If a new family code is required please state NEW
	

	Location

eg Newcastle/Singapore/Other UK
	

	Institution

eg Northumbria/Marketing Institute of Singapore/ Gateshead College/Distance Learning
	

	Is this a Closed Course?
Y/N

A course is closed where the syllabus is specifically designed for a certain group of people and the course is not available to other suitably qualified candidates.
	

	JACs Code
Essential for correct external reporting.  
	

	Qualification Aim 

eg Foundation degree, Bachelor of Arts (Honours), Master of Research, etc
	


	3
Mode of Attendance 

Please place an X in the appropriate box(es)


	01
Full-time 
	
	Full-time students are those expected to study for more than 24 weeks per year, for a minimum of 21 hours per week and are paying the full-time fee.

	02 
Other Full-time
	
	Students who attend full-time for a period less than 24 weeks per year and where study is broken by a period of industrial training or employment.

	23 
Sandwich Thick
	
	Thick sandwich students are those for which an industrial placement causes a continuous absence from full-time study of at least one academic year.

	24
Sandwich Thin
	
	A thin sandwich must involve the student in an average of more than 21 hours study a week for a minimum of 24 weeks study/placement.

	31
Part-time
	
	Students who are expected to study for less than 21 hours per week.


	4
Major Source of Funding

Please place an X in the box(es) below

	01
HEFCE

Higher Education Funding Council for England
	
	


	07
TDA

Training and Development Agency for Schools
	
	

	31
Health


Dept of Health/NHS/Social Care
	
	For all Health funded programmes please indicate whether the whole programme is eligible for an NHS Bursary

	
- Eligible for NHS Bursary
Y/N
	
	

	91
Funded entirely by Student Tuition Fees
	
	

	81
Other Funding
	
	Please specify:



	5
Education Studies only 

Where a programme has been marked as TDA funded above this section MUST be completed

	1
ITT with QTS


Initial/Pre-service course (with qualification)
	
	Includes PGCE, BEd, first degree with qualified teacher status and courses leading concurrently to a degree and to a diploma in Education

	2
ITT Not QTS


Initial/Pre-service course without qualification
	
	Includes courses leading to Further Education Qualification and to Nursing and Midwifery Teacher Qualification.

	5
INSET Course

	
	The primary (but not necessarily the only) purpose of the course is to improve the effectiveness of teachers, lecturers or trainers.


	6
Admissions 

Please place an X in the appropriate box(es)


An admissions or MCR code will be created to allow the programme to be viewed on the web and students to apply 

	U
UCAS 


Universities and Colleges Admission Services
	
	Required for full-time undergraduate programmes only.

	D
Direct Entry
	
	Required for FT, PT, PG and PGR, only where students will be admitted though the admissions teams or where the programme needs to be advertised on the web

	G
GTTR


Graduate Teacher Training Registry
	
	Education only, where applicable


	7
Collaborative Provision

A programme cannot be both validated and franchised

	Is this a Franchise Programme?
Y/N
Students studying a Northumbria programme 

and modules at their own institution.
	
	These students will be given an enrolment status of 
FR for overseas students or UF for UK students

	Is this a Validated Programme?
Y/N

Students studying their own institutions  programme 
and modules, at their own  institution, but will receive a Northumbria award.
	
	These students will be given an enrolment status of

VA for overseas students or UV for UK students

	Is this an Overseas Distance Delivery Programme?
Y/N

(A Northumbria programme and modules delivered by Northumbria staff at the collaborative Institution)
	
	These students will be given an enrolment status of E


	8
Course Block

This information is used to create the Course Block Occurrences/CBOs

	Overall length of the programme

eg 1 year/3 years
	

	Mode of attendance

as per section 3 above
	

	Programme Year1
eg 1, 2, 3
	Start Date1
dd/mm/yy
	End Date1,2
dd/mm/yy
	Level of Study
	Placement 

 Y/N3
	Credit Points4
	PAB Date5
(mm/yy)
	PAB Decision4
Progress / Award or Continue at same level

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Additional Course Block table (if required)

	Overall length of the programme

eg 1 year/3 years
	

	Mode of attendance

as per section 3 above
	

	Programme Year1
eg 1, 2, 3
	Start Date1
dd/mm/yy
	End Date1,2
dd/mm/yy
	Level of Study
	Placement 

 Y/N3
	Credit Points4
	PAB Date5
(mm/yy)
	PAB Decision4
Progress / Award or Continue at same level

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


1
 Please enter the details as per your students programme year.

2 
Students receive their expected end date at the point of enrolment; if this date is incorrect Schools will have to manually amend 
every individual student record.

3 
If the placement is not a full year, please indicate the length of the placement and when it is taken, ie Sem 1 or Sem 2.

4 
Credit points and PAB Decision inform which progression or award profile to use.

5 
The PAB must take place, and the students awarded before 15 October (if the programme ends before October) or a new block 
will be required.

	9
Award Profile

This information is used to set up the progression and award rules

	Qualification Aim
What is the qualification aim of this programme?

	

	Lower Level Awards

If a student does not achieve their qualification aim, what lower awards might they be entitled to, assuming they have the credits?  The subject title for any lower level award should be given where this is different from the subject of the qualification aim.

	1
	

	2
	

	3
	

	Variation Order 

A variation order is required if the assessment regulations for this particular programme deviate from ARNA 
Has a variation order been approved by ULT for this specific programme?
Y/NA/VO Pending
	

	Classification For the qualification aim only, how is the classification calculated? 
For example, classifications for honours degrees are typically calculated using either 120 level 6 credits, or 40% of the level 5 credits and 60% of the level 6 credits.

	

	Credits

For the qualification aim only, how many credits at each level do the students need to have passed to qualify for the award?

For example, honours degrees typically require 120 credits at level 4, 120 credits at level 5 and 120 credits at level 6.

	Level 3
	Level 4
	Level 5
	Level 6
	Level 7
	Level 8

	
	
	
	
	
	

	Compensation 

For the qualification aim only, please state the number of credits that can be compensated at each level of study. 
For example, an honours degree typically allows 20 credits to be compensated at level 4, 20 at level 5 and 20 at level 6.

	Level 3
	Level 4
	Level 5
	Level 6
	Level 7
	Level 8

	
	
	
	
	
	

	Modules that must be passed

In order to meet the criteria for the qualification aim, are there any modules on the programme that a student must complete successfully and that, if failed, cannot be compensated? (Place an X in the appropriate box).
For example, where a failed module cannot be compensated because of professional body requirements

	Yes – there are modules on the programme which must be passed in order to meet the criteria for the qualification aim.
	

	 No – any modules on the programme can be compensated if failed.
	

	Is the qualification aim already in use on another programme?  

If yes, please give course code of the existing programme 
For example, the qualification aim may be a completion honours degree where students only undertake 120 credits at level 6.  In cases such as these, rather than set up another award we would use a completion honours degree that is already set up and in use on another programme and apply it to this new programme.  
	

	Accredited Prior Learning (APL/APEL) Is this a programme where you would expect these students to be admitted with some Accredited Prior Learning (APL/APEL)? (Place an X in the appropriate box).  
For example, you would expect most students to be admitted to the programme having already passed some of the credits required for the qualification aim either on another course at Northumbria, or at another institution 

	Yes – I would expect most, if not all, students admitted to the programme to have already completed some of the credits required for the qualification aim.
	

	No – I would expect that no students would have prior learning credits that they could bring on to the programme to count towards the qualification aim.
	


	10 
Approval for Submission


School Registrars to sign PF-02 forms prior to submission to Academic Registry or can confirm approval via e-mail.

	Print Name:  

	Signature:
	Date:








September 2010


