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PROCEDURES FOR INDIVIDUAL LEARNERS

Definitions and Scope

The term “Individual Learners” is intended to cover students who study either one or several modules which may or may not eventually equate to an award or who study for open awards.  It is not anticipated that modules will be offered to individuals in a mode that has not been previously validated (eg an individual learner cannot take a module by distance learning that has not been validated as such).  There are a number of ways in which Individual Learners can study which are outlined below.

The following principles apply to all students on individual study programmes:

· Students on such modules/programmes will be managed at School level – where a student is studying a number of modules across different Schools – the School which owns the majority of modules should be the home School.  

· Recognition of Prior Learning, Accreditation of Prior Experiential Learning and Accreditation of Work based learning will be managed by SLTs within the approved framework.

· SLTs have responsibility for approving programmes of study that are intended to lead to an award ab initio and for scrutinising the profiles of students who have accumulated enough credit to receive an award and recommending/approving the award.

· SLTs have responsibility for ensuring that appropriate support mechanisms are in place for such students – eg guidance tutors, access to facilities etc

· SLTs have responsibility for ensuring that appropriate external examining arrangements are in place for such students

· Students on such modules/programmes will be considered at the appropriate MEBs and PABs

· Assessment Regulations for Northumbria Awards will apply for such students.

Open Awards/CATS students

1. As part of the recommendations of the Academic Structure Group it was agreed that Open Awards would be developed with generic titles.  These have not yet been developed or approved.  Open Awards will be approved through the normal programme approval procedures.

2. The Open Award Scheme would only be utilised where a student wishes to study a unique combination of modules leading to an award which is not available in the standard academic programme.  It would not be used for students studying an existing programme in a different mode, or for students who have been referred in a number of modules, or for students who have failed.

3. Until the Open Award Scheme is validated the CATS scheme continues to apply.  (See Appendix A)
Lifelong Learning Awards

4. Individual Lifelong Learning Awards are those where individual students choose to enrol on generic Lifelong Learning Modules for 50% or more of their study in a range of 60 credit awards.  The other modules can be taken from anywhere in the academic programme.  These students will initially be enrolled through the Ufi initiative. (See Appendix B for administrative procedures)
5. Students enrolled on Lifelong Learning Awards will be awarded a subject specific title which should be approved by SLT.

Flexible Study Programme
6. The Flexible Study Programme (formerly known as the Single Unit Registration Scheme) should be used for students who wish to enrol on a single module or a combination of modules that is not intended to lead to an award ab initio.  However students on this scheme would be able to have the credit recognised at a later date if they wish to either enrol for an existing or bespoke award.  (See Appendix C)
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ADMINISTRATIVE ARRANGEMENTS FOR CATS STUDENTS FROM 2002/03
The following administrative arrangements were approved by Lifelong Learning Quality Committee in July 2002 and will apply for CATS students from 2002/03: 

· Students who wish to study a unique combination of modules leading to an award which is not available in the standard academic programme will have their programme approved by the SLT using the CATS approval form and will be enrolled by the School as a CATS student.

· Any continuing CATS students will be administered by Schools

· Students wishing to study an existing programme in a different mode will be enrolled by the School

· Students who have been referred in a number of modules should be enrolled by the School

· Students who have failed should not be re-enrolled on the same programme

Initial Enquiries
· Initial enquiries may either be made to the School or to Academic Registry (Enid Ashdown– 7515).  Academic Registry will ensure that the enquiry is directed to the appropriate school.

Approval of Programme of Study

· Where a student wishes to study a unique combination of modules leading to an award the CATS approval form (See Academic Registry website http://northumbria.ac.uk/sd/central/ar/lts/il/  should be completed and approved by the School Learning and Teaching Committee (or an agreed sub-group of that committee) before the student is enrolled.

Enrolment
· The School will enrol new students and ensure that all details are entered onto administrative systems using the School CATS codes (available on the website as above).  The School will also be responsible for maintaining the manual student file.

· Academic Registry will be responsible for the records of any CATS students enrolling before 2002/03 until such time as they finish their programme of study

Support and Guidance
· The School should ensure that CATS students are assigned guidance tutors.

Assessment
· Schools will be responsible for collecting marks for modules for CATS students via the normal University processes.  They should be entered onto the MRS accordingly and considered at the relevant MEBs and PABs.  The School will inform the student of the outcome of the examination board. 

Conferment and Congregation
· Schools will ensure that conferment information is provided for CATS students and that they are included on lists of students to be invited to congregation.
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GUIDELINES FOR THE ADMINISTRATION AND MANAGEMENT OF LIFELONG LEARNING AWARDS FOR COHORTS AND THE LEARNING THROUGH WORK (UFI) SCHEME FOR INDIVIDUAL LEARNERS

CONTEXT

1. LIFELONG LEARNING AWARDS

Lifelong Learning Awards are 60 credit awards and can be offered at any level from Level 1 to Level M.  The framework has been approved for the University by the Lifelong Learning Quality Committee for an indefinite period for cohorts and for a period of two years from September 2002 for individuals. 

The award will consist of at least 50% (30 credits) worth of Lifelong Learning modules, namely:

Managing Own Learning

Work-based Project

Independent Study

The Lifelong Learning modules can be combined in a variety of ways - the framework can be found in the Work Related Learning Services Public folder.  WRLS can also provide a hard copy and advice– contact the Regional and European Office for further information.

2. APPROVAL OF LIFELONG LEARNING AWARDS

2.1 Lifelong Learning Awards for Cohorts

Following the successful pilot scheme for cohorts a framework has been approved by LLQC which means that any School wishing to approve such an award for a cohort of students can do so at School Learning and Teaching Committee.  The awards are designed to be undertaken in the workplace and can be designed to meet the needs of specific employers or sectors.

The Lifelong Learning modules have been developed by the Regional and European Office and validated by the Lifelong Learning Quality Committee.  Schools will be required to code these modules to the requisite division once the programme is approved; it is suggested that Schools may wish to look at ways in which they subscribe ownership to each level and type of Lifelong Learning module only once to avoid a proliferation of module codes.

The school offering the award will be responsible for ensuring that the LLL modules are externally examined and that arrangements for student support are in place.  The titles of these awards will be kept under review but are currently in the format

Award: Subject: 

eg: Certificate in Marine Technology

No reference to Lifelong Learning should be made in the award title.
Any School wishing to explore the possibility of developing a Lifelong Learning Award should contact Work Related Learning Services, Regional and European Office, in the first instance who can advise on the scheme and how it can be utilised.  Standard approval documentation should be used but further advice on approval arrangements is available from Academic Registry.

2.2 Lifelong Learning Awards for Individuals

Individual learners have to utilise the Ufi Learning Through Work website.  This allows learners to work in conjunction with the university (and their employer) to design a programme based around their workplace needs, which takes the form of a learning contract.

The proposed programme will be approved by the School Learning and Teaching Committee which has been given the responsibility for scrutinising programmes for individual learners. 

The Lifelong Learning modules have been developed by the Regional and European Office and validated by the Lifelong Learning Quality Committee.  Schools will be required to code these modules to the requisite division once the programme is approved; it is suggested that Schools may wish to look at ways in which they subscribe ownership to each level and type of Lifelong Learning module only once to avoid a proliferation of module codes.

The school offering the award will be responsible for ensuring that the LLL modules are externally examined and that arrangements for student support are in place.  The titles of these awards will be kept under review but are currently in the format

Award: Subject: 

Eg: Certificate in Marine Technology  

No reference to Lifelong Learning should be made in the award title.
For an individual learner the documentation that should be scrutinised by School Learning and Teaching Committee in order to approve the programme will be:

· Hard copy of the Ufi Learning Contract which should include the signature of the appropriate academic line manager indicating that the school supports the programme of learning and any resource implications have been considered.

· Module Descriptors

· Proposed arrangements for examination boards and external examiners

3.
ROLES AND RESPONSIBILITIES

3.1  Work Related Learning Services (External Relations)

· Will act as the initial point of contact, the identifier of opportunities and the facilitator of initiatives

· Will maintain the web site

· Will carry out the administration required by LtW

· Will register students with LtW

· Will identify schools/areas for delivery of programmes and negotiate with academic staff

· Will negotiate the learning contract with students and collect the Learning Contract fee

· Will support and advise school staff in development and delivery of the programme

· Will monitor student progress and complete returns for LtW

3.2  Academic Registry

· Will provide support and advice in drafting and applying regulations, credit frameworks and approval procedures

· Will provide support to the University Learning and Teaching Committee in its role monitoring the scheme

· Will invite successful students to the Congregation 

3.3  Schools

3.3.1 Academic staff in Schools

· Will ensure that the academic line manager is aware of any approach by WRLS and that the support for this can be provided within the workload of the School/Division

· Will negotiate the proposed programme with WRLS and ensure that modules are available for the student to access (either scheduled teaching sessions or distance learning)

NB:  modules which have not been approved as distance learning cannot be delivered in this way – materials available via Blackboard are to support teaching not instead of

· Will negotiate an appropriate fee in conjunction with WRLS

3.3.2 School Learning and Teaching Committee

· Will approve programme of study for individual learners 

NB:  will have to approve generic lifelong learning modules if not already approved at the appropriate level in the School)

· Will agree which MEB will consider Lifelong Learning Modules where these have been approved on a School basis (and consider which External Examiner is appropriate)

· Alternatively will agree the external examiner for the Lifelong Learning Modules (normally the external examiner who examines the majority of subject modules)*

· Will ensure that academic support for student has been identified including guidance tutor

· Will agree a “home” for the student –normally the division in which student is studying majority of modules

*It is recognised that in some areas it may be more appropriate for the subject external examiner to examine the Lifelong Learning modules.  This may be because the School is only running a limited number of Lifelong Learning Awards or because the nature of the subject suggests that the subject external examiner would be the most appropriate.  It is therefore left as a decision for the School Learning and Teaching Committee to make.

3.3.4 School Administrative staff

· Will ensure that the approved modules are entered on the APDB

· Will enrol the student on a standard form as a part-time student using the School CATS code

· Will attach the requisite modules to the student record 

· Will ensure that student marks are collected and entered and that the student is considered at MEBs and PABs

· Will complete the conferment process for the student
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Flexible Study Programme  – Academic Administration arrangements from 2002/03.  

A
General principles

· Existing processes/procedures to be used/followed wherever possible given the  nature of the Scheme, and in the interests of equity to students and efficiency of operations

· Study will be credit bearing certificated via the SMRF.  Formal consideration by Examination Boards is therefore required.  Students will follow the Assessment Regulations for Northumbria Awards 

· Students should be able to draw upon and be provided with academic support as per other students studying the particular modules

· Ownership of the students and the management of the student experience will be managed at the Subject level on a module basis

· Administration should therefore be placed at the point of management of the delivery of the module

· The module by module approach will be adopted i.e. there is no provision for establishing a programme as such nor lead ownership of the student’s overall academic programme should a student study modules that cross Subjects/ Schools.  

· Schools will be responsible for individual student’s progress on a module basis

· Academic Registry will be responsible for collating data on the number of students studying on the Scheme overall and the modules studied

· Students will study modules selected under normal delivery arrangements – no special/one off classes will be timetabled for FSP

· HEFCE funding is possible for this mode of study and returns to HESA will be made

· Students will in effect enrol without being admitted

· The expectation is that students would not enrol for more than 2/3 modules under this scheme or a maximum of 50 credits

B
Proposed admin arrangements

1. Dummy programme codes have been set up for the Scheme on a School basis, one per School, with a special fee attached

2. Modules will be attached to the individual students depending on modules selected

3. Students will be allocated a student registration number in the normal way which will cover all their study

4. Students will be registered and enrolled on individual modules(s) 

5. Communication with the student will be on a module basis

6. Each School is responsible for managing those students and modules

7. Enrolment for each module will be handled within the Division/School concerned which will be responsible for all the data for that module registration

8. The process of enrolment will be determined by Schools and should follow those for existing part-time programmes/students as far as possible and Schools should inform students of the specific arrangements to apply 

9. Students will be counselled at enrolment re module prerequisites and the maximum number of credits that can be studied

10. A new student category, Associate student, has been introduced for FSP and an enrolment form was designed

11. Payment terms will be confirmed with Finance on the basis that all payments should be made before study is completed

12. Fee income should be posted to Internal Orders if possible

13. It will be assumed that students will attempt the module’s assessment.  

14. Modules will be presented to the relevant MEB and PAB to confirm credit on a module by module basis.  (Where more than one module is studied, then the student will be considered by each relevant PAB.)

15. Existing MEB/PAB reports will be produced using the dummy programme codes

16. A new code will be required for the Attendance-only option and which will generate suitable text for the SMRF header

17. The existing APEL progress code will apply for completions

18. Students will be bound by the University Student Regulations under the definition set out in paragraph 1.3(i) of the Handbook of Student Regulations 


C    Reporting/tracking mechanisms required 

· Sorting of MEB/PAB reports on a Subject basis

· Composite report allowing the numbers of modules a particular student is studying to be traced for student record and evaluation of the success of the Scheme

· Information on the number of FSPs on any given module

· Total numbers of students and the modules studied
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