
 
I. Background

It is important that students are provided with relevant and up to date information relating to the programme they have chosen.  However students do complain about being overburdened with information, particularly at induction.  Colleagues should bear in mind that the programme handbook is only one source of information for students and in compiling programme handbooks they should cross reference to other sources rather than repeating information.
Principles

· Students are inundated with information and so the handbook should be as succinct as possible whilst communicating key information about a programme.
· Programme handbooks and module handbooks/guides/learning and teaching plans should complement each other
· The handbook will include elements relating to the curriculum, learning, teaching and assessment and student support. 

· Decisions will need to be made about issuing paper versions to students in addition to e-versions of the document, which are of course much more easily updated (Schools may have a policy on this, given cost of producing paper based versions).
· A process for handbook updating should be in place at School level.  Schools should ensure that responsibilities for effective and timely annual amendment are clearly identified, and a mechanism for retaining older versions.
· The temptation to interpret ARNA in programme handbooks should be resisted. A summary account produced by Academic Registry can be found here http://northumbria.ac.uk/static/worddocuments/ardocs/ARNA_overview.doc.  The definitive version of ARNA should be signposted. 
· The needs of students with disabilities should be taken into account
· When referring students to web documents it is best to provide a trail from the University home page

· Newly drafted handbooks should be submitted for approval to School Learning and Teaching Committees or equivalent

These guidelines:
· Remind you about some existing sources of information

· Provide guidance for the construction of a Programme Handbook, including those components of a programme handbook which are essential – i.e. they must be included to conform to University or QAA requirements.
 Some advisory elements are also outlined.  
· Do remember that particular customization of handbooks may be required for Collaborative Venture programmes (to ensure alignment with partner arrangements) and for Work Based Learning Programmes (to ensure alignment with employer arrangements).  However, essential elements should always be included.
II. A Reminder of Some Existing Sources of Information
 
1. The Northumbria University Student Guide 
http://www.northumbria.ac.uk/browse/stud/   

Home Page > Browse > Student Guide 2009/2010
This document includes the following sections: 
	· Who to Contact and welcome

· Academic Registry

· Accommodation

· Catering and Retail

· Cultural Diversity at Northumbria

· Non-European Customs/European Customs

· Finance

· Credit Control and Income

· Bursaries and Scholarships

· The Graduate School

· Library Services

· Advice and Support

· Locations


	· Security

· Student Code of Conduct

· Handbook of Student Regulations
· School Offices

· Student IT

· Student Services

· Electronic support

· The Services

· Students’ Union

· Think Sport, Think Team Northumbria

· Travel and Transport

· Website Discussion Forums

· NU Student Help



2.  The Handbook of Student Regulations 
http://www.northumbria.ac.uk/sd/central/uso/stud_reg_handbk/
Home Page > Schools & Services > University Services > University Secretary's Office > Handbook of Student Regulations
This includes information about Student Disciplinary Rules and Procedures:
· Principles and Procedures relating to Student Appeals against Examination/Assessment decisions
· Procedures for requiring a student to withdraw from the University for unsatisfactory academic progress and the procedures for a student to appeal against them

· Student Complaints Procedure

3.  Assessment Regulations for Northumbria Programmes (ARNA)
http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/assess/
Home Page > Schools & Services > University Services > Academic Registry > Quality Support > Assessment of Taught Programmes
These assessment regulations are the standard regulations which apply to all the University’s academic programmes delivered in the UK or overseas (including under franchise arrangements), and by distance learning.
4. School Guides/Handbooks 
These should be consulted to avoid replication of School level information and allowing for different formats will probably include:
· School Welcome

· School structure and ‘who’s who’

· School approaches to learning, teaching and assessment perhaps referencing to L&T strategy/plan
· Generic information about programmes and programme management across the School (e.g, hand-in procedures for assignments places and times; procedures for late submission/PECS/TECs)
· Student right to representation
· Student support services
· Signposting to regulations, specifically Handbook of Student Regulations and ARNA
· Signposting  to documents such as guidelines for acceptable student conduct in taught classes
5. Student Learning Values Statement

http://www.northumbria.ac.uk/sd/central/ar/qualitysupport/student/ 
Home Page > Schools & Services > University Services > Academic Registry > Quality Support > Student Learning and Teaching Information
This document is circulated by Students Union at induction.
III. Table Showing Recommended Content of Programme Handbooks
	Essential or advisory
	Subsection
	Possible contents 
	Comments 

	Essential
	Programme of study/structure/module list
Programme aims and learning outcomes
	Some context setting may be helpful to indicate Subject Benchmarks to which have informed the programme, and any associated PSRB requirements.
Programme outcomes should be listed along with the structure of the programme which indicates how it is anticipated students will progress through the programme and its associated levels/modules

It will probably be helpful to include information about option modules and how these can be chosen/are allocated

	This information could be cut and pasted from the programme specification and/or the web address for the programme specification could be indicated.
Some explanation might also be given about the relationship between module outcomes, progression through levels and programme outcomes.

	Essential
	Learning, teaching and assessment 
	Providing student with an overview of the different approaches they can expect, rationales for approaches and how they are expected to engage with these approaches in the context of the programme.

	Drawn from Programme Specification. If details are elaborated in sections which follow this may be presented in summary form.

	Essential
	Assessment Schedule/Tasks
	When exams are scheduled and/or assignment hand in dates, when students can expect feedback and in what format


	This schedule will be a useful tool for students  but will need to updated annually

	Essential
	Assessment feedback
	What students are entitled to expect, formatively and summatively – and by when.

Reference should be made to the ‘four working weeks’ expectation for feedback, the format that feedback will take and how it will be delivered, i.e. via Blackboard, email, in class etc. Explanation may be given about retention of work for external moderation as well as how students may be able to access their results electronically.
	Provide indication of opportunities for formative feedback as well as summative.

Give guidelines on opportunities for and limits to oral feedback from tutors. Link to use of PDPs.

Useful sources of information will be Guidelines for Good Assessment Practice’ and Examiners Handbook


	Essential
	Assessment criteria
	Definitions of marks/grades used for standard forms of assessments
	Including definition of very high (80-89, 90-99) and very low  (2-9, 10-19) mark bands as well as the standard ranges. Use definitions tailored to level.  Provide marking criteria for specific assignments such as placements, dissertations, group work etc.


	Essential
	Word limits
	Reminding students that word limits may be part of an assessment brief and that student may be penalised for exceeding or falling short of specified limits

	Include indication of likely penalties (agreed by subject/programme team) for exceeding or falling short of word limits

	Essential
	Programme and module evaluation and feedback processes
	Anticipated mechanisms students could use to provide feedback including internal and external surveys, representatives on Programme Committees and School Staff/Student Liaison Committees (SSLC)

Processes to gather feedback from students on their programmes and how in this Programme/ School a response is made to issues raised in this way 

	Make reference to the use of module and programme feedback questionnaires, and the National Student Survey, plus expectations about the use of the ‘feedback on teaching’ questionnaire, as well as Programme Committees and SSLCs.


	Essential
	Reference to regulatory documents
	ARNA (web reference) and Handbook of Student Regulations (web reference) Variations from ARNA (if any).
	Assumes also referenced in School Handbook/Guide so only appoint of cross reference Variation Orders may make reference to any PSRB specific requirements


	Essential
	Plagiarism and other academic misconduct
	Indicate the Northumbria Student Learning Values statements. Ensure students understand that Academic misconduct is not tolerated and will be dealt with according to University regulations (contained in ARNA Appendix 1). 
Indicate what use will be made of the TurnitinUK system and arrangements made on the programme for its formative use. May be helpful to .outline possible consequences and how to prevent it happening unintentionally.

	The University regulations (ARNA appendix 1) include a full description of how plagiarism and other forms of academic misconduct such as cheating or ghosting, are defined and dealt with.  
The Guidelines for Good Assessment Practice are a further useful source of information


	Essential 
	Referencing
	Tell students that all assessed work must be properly referenced and that work not so referenced is likely to be marked down (See Introduction to Appendix 1 of ARNA). 
Remind students about subject specific referencing requirements e.g. music, images, DVDs etc

	Specify which referencing system is to be used on your programme (use Harvard unless the subject traditionally uses British Standard). Provide information about the availability of Cite them Right (as a booklet and on-line)
Provide examples of how to reference properly or point to module where these skills are taught.

	Essential or advisory depending on programme
	Placements
	Students should be provided with detailed information about placements, opportunities, management, allocation, assistance available or signposted to more definitive information.
	Management of placement information will depend on programme design/requirements 

	
	About this Handbook
	Welcome and introduction, providing an explanation as to the purpose of this handbook and its relationship to other documents

	

	Advisory
	Programme staff and how to contact them
	List of programme staff (administrative and academic) with breakdown of responsibilities, and their locations, telephone number and email addresses.  Also include any protocols which apply to contacting staff. In some schools staff are available at specified time in the week; others operate a less formal open-door policy. An indication of standard response time for e-mails could also be helpful.
	Photographs may be helpful. 

May be useful briefly to explain the roles – what is a ‘Programme Leader’ or a ‘Programme Director’?



	Advisory
	Student Guidance 
	Should outline Guidance Principles 
	This section should be modified to describe  local practices-see http://northumbria.ac.uk/staff/ssd/


	Advisory
	Module information
	Elaborate on module information relevant to how programme is managed 
	Consider making reference to Module Descriptors, web references, module guides, handbooks or learning and teaching plans.

	Advisory
	Study Skills including referencing conventions
	 Indicate where students will be provided with/can gain further information on referencing and study skills.  In addition to what might be included within the programme, reference should be made to Skills Plus package and any sources of help that might be available from Library and Learning Support, Student Services and SU.
	  

	Advisory
	Communication between staff and students
	Expectations and conventions regarding use of eLP, email, notice boards and pigeon-holes.
How changes, such as changes to Programmes or Teaching Timetables, will be communicated to students.

	

	Advisory
	Students rights to representation
	This may be an opportunity to re-iterate briefly information available elsewhere.
	Ensure reflects locally approved processes and bear in mind what is said in other central University information and School Guides/Handbooks.



Good Practice Guide to


Programme Handbooks 








� Definitions of what is essential are likely to vary over time, as the QAA Code of Practice or its interpretation is subject to development, and as University expectations are refined.


� These can all be found on the University web site
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