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1 Reasons for the Guidelines TC "Reasons for the Guidelines" \f C \l "1" 
1.1 Postgraduate programmes need to meet academic quality standards and attract sufficient numbers of students to be, and remain, financially viable.  There is therefore a need for a systematic approach to the approval of proposals for new programmes, proposals for substantial changes to current programmes, and the review of existing programmes.  
1.2 These guidelines are associated predominantly with taught programmes, but the principles shown should be used also for postgraduate research fields of study.

1.3 This document should be read in conjunction with the guidance given in the Teaching Quality Handbook at http://www.ed.ac.uk/qahandbook/programme-course/creation.html. Informal preliminary discussion with the College Postgraduate Office and the Dean of Postgraduate Studies is invited in all cases, and particularly where a proposal has unusual or non-standard elements.

1.3.1 Curriculum Framework Compliance.  Standard programmes are those which fit completely with the agreed curriculum framework requirements as detailed at http://www.ed.ac.uk/schools-departments/academic-services/staff/curriculum.  Non-standard programmes are those which do not fit with the above mentioned curriculum project and academic year requirements.  Any programmes which are collaborative in nature or which have elements of distance/flexible learning delivery are also classified as non-standard.  This is particularly so for programmes shared with other institutions.
1.4 For simplicity, the term “programme” is used in this document to apply both to PGT programmes and PGR fields of study.

2 “Nutshell Notes”
[image: image3.bmp]
· New programmes are proposed by schools, then reviewed and (when agreed) endorsed by the College PG Studies Committee.
· Endorsed new programmes that are not “Curriculum Framework” compliant can be endorsed by the college, but can only be authorised by the Senatus Curriculum and Student Progression Committee (SCSPC).

· Schools document new programme proposals in accordance with the structure defined in these guidelines

· The College reviews and endorses proposals or co-ordinates with the SCSPC to gain Senatus approval for non-curriculum framework compliant programmes 

· The College PG Office requests the EUCLID support team to include newly endorsed programmes into the portfolio of university programmes

· The College PG Office also inserts agreed prospectus text for new programmes into the on-line web prospectus. 
· Schools review existing programmes periodically and withdraw those that fail to meet academic or financial viability

3 New Programme – Submission Procedure and Deadlines
3.1 Diagrammatic Representation of the Process.













3.2 School Board of Studies.  The case for a new programme (with its supporting documents) must be duly considered and approved by the initiating school’s postgraduate Board of Studies before the school submits the supporting documents to the College for further review and approval.  
3.2.1 If a joint programme is being considered, then the Board of Studies of the initiating school must obtain documented endorsement from the other participating schools with regard to their part in the enterprise.  This endorsement must explicitly indicate agreement for the resources to be provided by the participating school, and should be signed off (email suffices) at PG Director level.   The endorsement should be included in the initiating school’s BoS minutes.  The endorsement should subsequently be submitted to and approved by the BoS of the participating schools.

3.3 Impact of UKBA Rules.    When considering new programmes schools need to know the impact of UKBA rules on those potential students who need to obtain visas (non-EEA nationals) to study in the UK. 
3.3.1 Full-Time Programmes.  Non-EEA nationals will be able to obtain a Tier 4 visa for the duration of their studies, with a small increase to the “end date” applied in the case of MPhil and PhD students who need to sit a viva and therefore may have corrections to do.

3.3.2 Part-Time Programmes.  UKBA rules preclude the provision of a Tier 4 visa to non-EEA students on part-time study.  Part-time students requiring visas may not be able to obtain Student visitor visas either.  Therefore, if the overseas market is being considered for a new part-time programme then advice should be sought from the International Office in the early stages of the programme development.

3.3.3 Mixed-Mode Programmes (some studies in home country, some full-time study at UoE).  UKBA rules preclude the provision of a Tier 4 visa to non-EEA students on mixed-mode study.   However, provided that the period spent in the UK on full-time study does not exceed 6 months then non-EEA students can come to the UK to complete their on-campus phase on a Student Visitor visa.   Nevertheless, if the overseas market is being considered for a new mixed-mode programme then advice should be sought from the International Office in the early stages of the programme development.
3.4 Documentation Format.  The case for a new programme must be contained within a series of documents, each one fulfilling a specific function, as described below.  For consistency and clarity, these documents must comply with the following format criteria:


3.5 Documentation Type.  The initiating school should review, agree and then submit to College the following documents:


3.6 Submission Deadlines.  Proposals for new programmes should be submitted in time to allow the programme to be marketed on the web prospectus in sufficient time to attract applicants.  As most new programmes are aimed to start in the next academic year, schools should submit the documents electronically to the CPGSC Secretary no later than two weeks before the December meeting of the CPGSC each year.  This allows for the submissions to go out for internal review and to receive feedback.

3.7 Submission Timescale Flexibility and Cut-off Date.  Proposals for new programmes can be submitted to the College before or after December.  However, the later the proposal is submitted the more the risk that there will be insufficient time to attract adequate numbers of applicants.   On the other hand, we must place a cut-off date beyond which we do not accept new proposals. This is because after a certain time the opportunities to turn proposals into new programmes reduces significantly.  This is because key academic reviewers may not be available and key committees who may have to consider any novel proposals may not be sitting.  Therefore new proposals should be developed and proposed to the college between October one year and the end of March of the next for a potential start in the following September.

3.8 Minimum Documentation.  Although initiating schools should aim to submit all the documents required in one pack, the CPGSC can make a provisional decision based only on receipt of the Programme Proposal, Programme Specification, DPT and new course details.  However, full approval and entry onto EUCLID and the prospectus will not be possible until all the documents have been received and approved.   When submitting incomplete packs, schools should indicate when the missing documents will be forwarded to the college.

3.9 “Clusters” of Inter-linked Programmes. Schools can create not only new individual programmes but also “clusters” of linked programmes.  These suites of programmes are characterised by being linked by a common, or generic, programme but having specialised variations in content sufficient to merit the creation of separate programmes different from, but recognisable as linked to, the generic programme.  Typically, a student may apply only for the generic programme but have the option (with school approval) to transfer to one of the specialism programmes at an appropriate time.  The successful student would exit with the award associated with the specialism programme.

3.9.1 The “themed suites” cluster concept is shown diagrammatically below.  The prospectus would show only the generic programme (with apply button) although its text would explain about the cluster programmes.









3.10 Documentation requirements for themed programmes. 
3.10.1 Programme Proposal. There is a need for only one programme proposal, but this must explain the generic-and-cluster concept as it refers to the suite of programmes being proposed.

3.10.2 Programme Specification.  Successful PGT students graduate with a European Diploma Supplement (EDS) as described in the Registry’s web site
. The EDS includes a copy of the programme specification associated with the exit qualification of the generic or specialism programme. There must therefore be a programme specification for each programme.  However, to minimise workload the specification for each cluster programme can be based on a copy of the specification for the generic programme with text changes made to reflect the specialism.

3.10.3 Degree Programme Table.  Each programme will need to be set up in EUCLID, whether or not it has a prospectus entry.  This will require a DPT for each programme.  However, the DPT for the generic programme can be used as a template for the others, with changes to course information inserted into the DPTs for the individual cluster programmes.

3.10.4 .Prospectus Text.  As required.

3.10.5 External Assessment.  As standard programmes, the external assessor would be asked to review the cluster “package”.
3.11 CPGSC Review.  The CPGSC Secretary will pass the documentation to two CHSS PG Directors for review.  If the reviewers consider the case to have been made and sufficiently supported by the documentation provided then the CPGSC will be asked to endorse this recommendation.  After the CPGSC approval – and the receipt of any remaining documentation as described above - unless the case needs to be passed to Senatus, then the CPGSC Secretary will arrange for the new programmes to appear on the web prospectus and on EUCLID.  If essential, the PG Dean can provisionally approve proposals out of sequence under CPGSC “convenor’s actions” prior to presenting the decision to the next CPGSC.
3.12 EUCLID Programme Request Form.  In addition to receiving the documents provided by the initiating school, the College PG Office will complete and submit a EUCLID Programme Request Form, required by the University to generate a programme code and permit a EUCLID  “Apply” button to be inserted onto the web prospectus for the programme involved .
4 Supporting Documentation – Programme Proposal
4.1 The programme proposal provides the “business case” for the new programme, including:

4.2 Size of the Proposal.  The proposal should contain all the salient points to “sell” the programme without being overly wordy.  Typically we would expect a proposal to be no more than 10 sides in length, and can often be considerably less than this.

See Annex A for more detail.
5 Supporting Documentation - Programme Specification
5.1 A programme specification is intended to provide the core factual information about a programme of study.  This would include, but not be restricted to, the aims of the programme, its outcomes, and its structure and features.  Programme specifications should set out clearly and concisely the:
· intended learning outcomes of a programme;

· teaching and learning methods that enable learners to achieve these outcomes and the assessment methods used to demonstrate their achievement;

· relationship of the programme and its study elements to the qualifications framework. (The QAA’s website explains the Qualifications Framework in Scotland)
5.2 A template programme specification is available from the page below.  Please note that the “golden copy” of the programme specification is held by the relevant school.
http://www.ed.ac.uk/schools-departments/academic-services/quality-unit/quality-assurance/programmes-courses/programme-approval/specifications
5.3 For clarity and consistency the Programme Specification must state explicitly:


5.4 Size of the Specification.  The proposal should contain all the salient points shown above and should not include unnecessary additional documentation such as complete course and programme handbooks.  Typically we would expect a programme specification to be two or three pages in length.

6 Supporting Documentation - Degree Programme Table (DPT)  
6.1 The DPT lists the credit-bearing parts of the programme, showing how the credits of the named courses collectively meet the requirements of the University’s curriculum framework.  The DPT sets out the normal regulated path for a degree. Students follow the curriculum for their chosen degree programme as set out in the DPT.  Examples of the DPT template can be found at the Degree Regulations and Programmes of Study (DRPS), available on the web at:  https://www.star.euclid.ed.ac.uk/ipp/drpsindex.htm.
6.2 When the new programme is approved the proposing school is responsible for entering the DPT into EUCLID.
7 Supporting Documentation - Course Details

7.1 New programme proposals may include a mix of new and existing courses.  Where a new course is proposed as part of a new programme then the school should provide documentation which describes the course, its intended outcomes, the format of the course and any other specific features.

7.2 Once approved,  the initiating school will be responsible for adding the new course into EUCLID CCAM 
8 Supporting Documentation - External Assessor’s Report
8.1  Proposals for new programmes must be accompanied by an external assessor’s appraisal.  The school should appoint as external assessor an individual with broad experience and repute in the academic field covered by the new programme, who can provide an independent assessment of the academic merits of the programme and of its prospects for successful recruitment in comparison with similar programmes at other institutions. The school should offer the assessor an appropriate honorarium for providing a report; the honorarium must be met from the school's resources.  See Annex B for more details.
9 Supporting Documentation - DRPS Entry

9.1 The DRPS is the university record of agreed degree regulations and programmes of study, and so it is important that any non-standard degree information is included.  The DRPS has two major parts:  general university regulations and CHSS-specific regulations.

9.2 Schools initiating new programmes do not need to provide a DRPS entry unless the programme has unusual or non-standard features. If so, schools should provide a brief DRPS text entry to include information about these features, which might include:

· A new exit qualification

· Bespoke programme timings and format

· Relationships with other colleges or institutions

10 Supporting Documentation - Prospectus Text

10.1 The paper-copy and web versions of the prospectus describe each programme in the same way.  This standardised format is designed to make it easy for prospective applicants to understand (a) what the programme is all about, (b) how students on the programme would be taught, (c) the programme entry requirements, (b) the programme outcomes,  and (d) the key programme contact details.  The prospectus text for new programmes should therefore include these specific sections

10.2 Sections needed. 


11 Supporting Documentation - EUCLID Form
11.1 All programmes must be recognised by the student record system (EUCLID) in order for programme and student information to be managed.  To recognise new programmes, the EUCLID team requires that explicit details should be entered onto a bespoke form and forwarded to the EUCLID support team.  The EUCLID support team will then create a programme code for the new programme, thereby giving it formal university recognition, and will also liaise with CAM to ensure that any EUCLID “Apply” buttons appear on the relevant web prospectus page.

11.2 When the CPGSC has approved a new programme the College PG Office will complete the form, an example of which is attached at Annex C.  The College PG Office will then forward the completed form to the EUCLID support team, with a copy emailed to CAM for the attention of the university web editor.

12 Review of Existing Programmes

12.1 Each programme must not only be viable at the start but also remain viable throughout its life.  Viability is defined in both academic and financial terms.

12.2 It is to be expected that initial student numbers may be small but grow (and fluctuate) in time.  However, although it may be acceptable to invest in programmes which attract small numbers of students initially, over time programmes must be seen to be contributing both to the academic and financial well-being of the School.  In short, programmes which do not attract sufficient student interest should be retired.

12.3 Schools should review the value of their postgraduate programmes annually.  Schools should inform the College PG Office of any programmes that should be retired, and College will alert the university centre through the EUCLID programme change mechanism.  

12.4 Decisions on retired programmes should be made in sufficient time to prevent inadvertent recruitment for the programme involved.
13 Annex A – Programme Proposal

13.1 Programme Content.  
13.1.1 It may be helpful to think of the proposal for a new programme under two main headings: academic strategy and resource issues.

13.1.2 Academic Strategy.  Under academic strategy, proposals for new programmes should explain the following:


13.1.3 Resource Issues.  The following questions should be addressed:


13.2 Identifying and Researching the Market

13.2.1 When identifying your market you should ask yourself: 

13.2.2 Once you have identified who you believe should be your target group it is time to check whether this group is likely to take up the offer. Market research is important to make sure your programme fits the needs of potential students and at the same time offers something different to what is available already. Market research should address:


13.2.3 Much of this information can be gathered by desk-based research, searching the web pages of other academic departments, professional associations and professional training agencies. Also use your own and your colleague’s network to learn more about the sector.

13.2.4 You should also make direct enquiries to members of the target group and relevant gatekeepers. Use your own networks and contact a sample of practitioners and relevant departments, professional associations and/or  regulatory bodies engaged with the sector.

13.2.5 Much of this information can be gathered by desk-based research, searching the web pages of other academic departments, professional associations and professional training agencies. Also use your own and your colleague’s network to learn more about the sector.

13.2.6 You should also make direct enquiries to members of the target group and relevant gatekeepers. Use your own networks and contact a sample of practitioners and relevant departments, professional associations and/or  regulatory bodies engaged with the sector.

13.2.7 The University’s Communication and Marketing (CAM) unit can provide advice on how to do market research and in some instances they will conduct the research for a fee.  More information on CAM’s support capabilities can be found at www.cam.ed.ac.uk.  In addition, the College has a marketing section who can provide further advice, and their details can be found on the web at:  http://www.ed.ac.uk/schools-departments/humanities-soc-sci/about-us/staff-contacts/college-office-staff-teams/press-marketing
13.3 Marketing the Course

13.3.1 As with all marketing, an integrated approach using several channels is recommended to spread the word about your programme. Analysis shows that most students search for, and find out about, programmes online in one way or another

13.3.2 Some tips on online marketing:

Printed material and advertisements are more expensive but may be appropriate as a supplement to online marketing. The Communication and Marketing webpage provides a series of guides on how to develop publishing and marketing materials. More information: www.cam.ed.ac.uk
13.4 Resourcing and Fees
13.4.1 It is for the head of the respective school (or schools, in the case of joint proposals) to determine whether the programme is consistent with the school’s resource planning and budgetary constraints.

13.4.2 Assessing Programme Costs and Value.  It is essential that schools should carefully consider the viability and longer-term sustainability of new and existing programmes.  Although cost alone should not be the overarching factor when considering the value of a new or reviewed programme, a cost and value assessment must be made in the proposal. It is in the first instance for schools to decide how they allocate their resources, but schools should be able to demonstrate that they are doing so on a properly informed basis. 

13.4.2.1  The CPGSC set up a working group in 2011 to consider how best to develop a structured way of considering the costs and values of new and current programmes so that their worth can be assessed.   The final report of the WG contains useful guidance and a summary of its key recommendations are:

· It is not and will never be appropriate to assess the merits of offering a particular programme of study purely by reference to the cost of doing so. Costing is an important part of decision-making in this context but can never be determinative. A range of non-financial considerations are of significant importance.

· It should, at least in the first instance, be for Schools to decide how they allocate their resources, but Schools should be able to demonstrate that they are doing so on a properly informed basis, both at the stage of programme proposal and programme review.

· The costing of PGT programmes is best approached by means of a top-slice model. In the same way as a proportion of the fees paid by students is top-sliced by the University for central budgets, so Schools should top-slice an appropriate percentage of the funds which come to Schools thereafter.
· Having regard to the complexity and interrelationship between different PGT programmes in CHSS, costing is best undertaken on a course by course basis in the first instance, although this data may then be used to build programme level analyses.

The full WG report, including guidance and worked examples, can be found on the CHSS PG Office web site at:  
http://www.apps.hss.ed.ac.uk/hss/postgraduate/administration_guide/documents/CPGSCSustainabilityReportOctober2011.doc
13.4.3 Fee Approval.  Fees and costs to be charged for a programme are initially determined by the School, but the College Office must approve any non-standard fees.  Schools should seek advice at an early stage from Helen Taylor, Resources Administrator (Mondays – Wednesdays only) or Frank Gribben, College Registrar. Schools should submit proposed programmes to the College Postgraduate Studies Committee only when any non-standard fees have been agreed.  
13.4.4 Fee Levels In considering what level of fee to set it is worth bearing in mind that the full economic cost of providing a student place is likely to be of the order of the overseas postgraduate student fee (see http://www.ed.ac.uk/schools-departments/student-funding/tuition-fees/postgraduate/postgraduate for the current fee levels).  The home student fee reflects the economic cost of programmes that receive SHEFC funding and this may well not be available for any new programme proposed. You should also consider the fees being charged for comparable courses elsewhere.  Fee income to the university is divided between central services and the schools. As a rule of thumb, it would be reasonable to expect about 60 per cent of the fee income to be channelled to the school to meet locally incurred costs.

13.4.5 Additional Programme Costs (APC).  The term "Additional Programme Cost" or APC describes the various types of additional costs incurred over and above tuition fees.  The previous terms Bench Fees, Research Costs etc have been replaced by Additional Programme Costs.  If schools wish to have APC approved then they should act on the following:

13.4.5.1 For each APC there needs to be a clear statement of what the costs will be spent on.  Schools should give this information to colleges via the use of the proforma shown at Appendix 1 to this Annex.
13.4.5.2 To simplify and rationalise the system of charges the university has introduced a banding system which uses incremental points for the charging of APC.  The system is based on increments of £100 and £200.

13.4.5.3 APC will not increase on an annual basis but remain in place until proposals for any increase were approved.

13.4.5.4 Any APC must be charged to all students on the programme concerned and must be detailed in the admission offer letter.

13.4.5.5 Schools must have in place agreed mechanisms for the re-imbursement of unspent APC to students in the event that a student withdraws early from their programme.

13.4.5.6 Appendix 1 to Annex A – APC Proposal Proforma
	ADDITIONAL PROGRAMME COSTS

	
	
	

	<insert name of masters programme>
	
	

	<insert school>
	
	

	<insert college>
	
	

	
	
	

	Please give details under each heading to justify the proposed additional programme costs. These should consist of items that are over and above the basic provision that should be available to all students and should reflect the special additional costs associated with the specific programme of study.

	
	
	

	
	
	

	
	
	

	ITEM*
	COST
	As a % of total cost

	Consumables (eg chemicals, cultures, other materials)
	 
	 

	Equipment purchase, hire and maintenance
	 
	 

	Computing hardware and software
	 
	 

	Exceptional Office items (not routine photocopying, faxing etc)
	 
	 

	Study tour/fieldwork costs
	 
	 

	Other (please specify)
	 
	 

	 
	 
	 

	Proposed Additional Programme Cost:
	<insert total cost>
	100%

	
	
	

	
	

	Account code to be paid into
	

	
	
	

	Authorised signature
	
	

	
	
	

	
	
	

	* Please detail below any specific items costing £200 or more
	
	

	
	
	

	Specific items
	Cost
	

	<item 1>
	
	

	<item 2>
	
	

	<item 3>
	
	

	<item 4>
	
	


14 Annex B – External Assessor Report
14.1 When considering the proposed new programme, external assessors will review several if not all of the draft versions of the supporting documents required, as described in the main text.

14.2 Specific areas where external assessors can provide a valuable assessment (and input to these documents) are shown in the questions tabled below.  However, external assessors should not feel constrained to consider only these aspects, and should feel free to comment on any areas if they wish to do so. It is recommended that schools consider offering this table to external assessors to assist them in their deliberations.  However, schools should also emphasise that the table is for guidance only and that external assessors should feel free to comment on any areas if they so wish. 

Further Guidance for External Assessors when Considering 
Proposals for New Programmes

	#
	Criteria
	Considerations

	
	
	

	1
	Aims and Outcomes
	How coherent and achievable are the intended learning outcomes of the programme?

	2
	
	To what extent would the teaching and learning methods outlined enable learners to achieve these outcomes?

	3
	
	How effective are the assessment methods used to demonstrate the achievement of the outcomes?

	4
	Academic Standards
	How appropriate to postgraduate study are the academic standards implied or stated in the programme proposals?

	5
	
	What is the value of any areas of joint teaching or collaboration?

	6
	
	In your view, to what extent does the management of the programme conform to quality assurance requirements?

	7
	Recruitment Potential
	In your experience, is the school’s assessment of the potential demand for the programme justified? 

	8
	
	What comparable provision (and student numbers) is there at competitor institutions?

	9
	
	Are you aware of any particular external scholarships that the proposed programme would encourage?

	10
	
	In your judgement, are the proposed fees for the programme reasonable and generally consistent with comparable programmes elsewhere? 


15 Annex C – Example of EUCLID’s Programme Proposal Form

EUCLID - Request for New Programme

PLEASE COMPLETE ALL RELEVANT FIELDS (see the Guidance Notes at the end) and send to your College contact (PG – HSS - Rick Kiralfy, SCE - Lynda Henderson, MVM - Isabel Lavers.

UG – HSS-Tom Ward, Joan Kemp, Lynn Hyams, Patricia McClory, SCE – Niall Bradley, MVM - Emma Rowson)  

	Requests MUST be verifed and sent to EUCLID_Staff_Support@ed.ac.uk 

Please note - only complete requests will be processed


	
	

	
	College
	School 1

	
	CHSS
	 xxxxxxxxx


	UG/PG 2
	UCAS/GTTR 3
	UCAS code 4
	Visiting Undergraduate 5
	Other Admissions 6

	Collaborative Programme 7

	PG


	NA
	NA
	N
	N


	Y/N


	Taught/ Research 8  
	PG Prospectus page 9
	Apply Links required 10
	  Subject(s) of study for programme

	T/R
	(NA if new programme – ie not yet available)
	Y/N
	   Subject code 11
	Percentage 12

	
	
	
	
	

	
	
	
	Insert code
	Insert % (default is 100% if only once code)

	
	
	
	
	


	Exit Award Title 13

	Qualification 14
	

	xxxxxx
	


	Programme Director

(Required for Taught PG) 15
	Major Source of Funding (excludes Tuition Fee element) 16
	Cost Recovery Programme 17
	Disclosure Check required 18

	xxxxxxxxx
	03 – SFC (this is the default for SFC funded progs)
	N
	Y / N


	Method of Study 19
	Expected Length of Study 20
	Distance Learning 21
	Regulatory Body 22
	Sandwich Course 23

	 FT/PT/Both FT and PT (delete where applicable)
	Eg 12/24 months (masters)

36/72 months PhD (delete where applicable)
	Y / N
	N/A
	No


	Start Dates 24
	Length of Year in Weeks                                                             (for each year of study)  25

	Month(s) 
	Academic Year 
	Additional Comments 
	

	 Sep  is default,  but change where applicable
	 Next academic year is default,  but change where applicable
	If applicable
	PGT:  48 weeks

PGR:  46 weeks

PG Cert:  13 weeks for a 4 month prog

(delete where applicable)



	Fee Deposit 26
	Additional Programme Costs 27
	APC Number of Years 28
(applies to Education ICL programmes only)

	£Nil is default,  but change where applicable
	£  add APC if applicable
	


	Teaching Load reporting  - Subject code(s) and percentages 29

	Subject Area
	_
	Level 6 Unit
	%
	Note: A full list of subject codes can be found at: http://www.euclid.ed.ac.uk/staff/FAQ/PG%20Programmes.xls

	e.g. N300
	_
	Eg SU780
	Eg 50
	

	
	_
	
	
	

	
	_
	
	
	

	
	_
	
	
	


	ATAS Requirements  30

	JACS code 
	ATAS Note (optional) 

	Add JACS code
	No ATAS required


	Teacher Training 31

If this programme is for Teacher Training, then you MUST complete the 3 fields below

	Teacher Training Indicator 
	Teaching Qualification Sought Sector 
	Teaching Qualification Sought Subject(s) (up to 3) 

	1 / 5
	1 / 2 / 3 / 4
	


	Fees 32
	See http://www.registry.ed.ac.uk/Fees/TRPGfees09-10.pdf
(for part-time see note 11)

	Standard               Y/N
	

	If Non-Standard these fields are required
	           Fee Details
	      Date of approval by

      Fee Strategy Group

	
	Home/EU
	£
	

	
	Overseas
	£
	


	Further Information for Collaborative Programmes 33

	Type of Collaborating Institution
	Other Institution
	% not taught by Edinburgh 
	Lead Institution 
	Admitting Institution 

	
	
	
	
	


	Supporting Documents required (specify 1-6) 34
	Requested by: 35

	x
	Name
	Telephone

	
	xxxxxx
	xxxxxx


	Additional Comments

	As required



	College Authorisation: 36

	Name
	Date 

	xxxxxxx
	xxxxxx


For help in completing this form – 

please see the Guidance Notes on the following pages.  If you require further assistance, please contact EUCLID Staff Support.
Guidance Notes – for completion of the EUCLID Programme Request Form

1 School The name or code of school responsible for administering the course for admissions purposes.
2 PG/UG Must be either UG or PG. (N.B. PGDE programmes are classified as UG and are GTTR not UCAS).
3 UCAS/GTTR If admissions are made through UCAS or GTTR then this field must be completed with either GTTR or UCAS.

4 UCAS code If admissions are to be made through UCAS then the UCAS code should be provided. The code may already appear on the list supplied by UCAS  http://www.ucas.com/students/coursesearch/
5 Visiting Undergraduate If this is a new Visiting Undergraduate programme please specify Y, otherwise specify N.
6 Other Admissions covers a number of programmes that do not fit into the ‘standard’ EUCLID admissions routes which are UCAS/GTTR undergraduate, postgraduate, visiting undergraduate. These include 
· Collaborative Programmes (For which Edinburgh is not the admitting institution) 

· External Intercalated 

· Medical & Veterinary Electives visiting University of Edinburgh 

· Laigh Students 

· Part-time Undergraduates 

· Visiting Postgraduate Taught 

· Visiting Postgraduate Research 

· Phd by Publication 

A list of Other Admissions programmes is available on the EUCLID Staff FAQ page
Enter Y if this is an Other Admissions programme, otherwise specify N.  
7 Collaborative Programme Enter Y if this is a Collaborative programme, otherwise specify N.  N.B.  All approved collaborative programmes MUST be listed on one of the Planning web pages (either http://www.planning.ed.ac.uk/edin/Collab/collaborative_agreements.htm or http://www.planning.ed.ac.uk/edin/Collab/assoc_insts_internat.htm  )prior to being set up on EUCLID.

8 Taught/Research (PG programmes only).

9 PG Prospectus page (Does NOT apply to UG programmes, other than PGDE) Please include here the address of the online prospectus page that relates to the programme or research area. 

Use the following URL to navigate to the required page: http://www.ed.ac.uk/studying/postgraduate/finder then copy and paste the address into this box.

If a new prospectus page is required then a request for this MUST be made to Communications and Marketing.
10 Apply Links required Where the programme should appear on the PG online Prospectus with an apply link please specify Y, otherwise specify N.
11 Subject(s) of study – This must include a combination of the subject(s) and the related percentage(s)

Subject(s) This information has to be provided to HESA to allow analysis and monitoring of the student population by subject of study.  Up to 3 subjects may be specified.  The complete list of JACS2 codes can be found at http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5ESBJCA.html/  

N.B.  The University uses a subset of these codes which are listed in the ‘subject codes’ worksheet can be found in the PG Programme Codes Spreadsheet on the EUCLID Staff FAQ page.  Where a new code is required this MUST be requested from Simon Jennings.

12 Percentages Where more than 1 subject is specified percentages MUST be given  http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5ESBJPCNT.html/
13 Qualification The qualification that will be attained as a result of successful completion of studies, e.g. MSc by Research, MSc, LLM, MA (Hons).
14 Exit Award Title The name of the award that is to appear on the degree certificate (for PG programmes this is most likely to be the heading used on the PG Prospectus page).
15 Programme Director (PG Taught Programmes only)
16 Major Source of Funding This field is not necessarily the main source of finance as it excludes the tuition fee element. In the majority of cases, the source of funding will be the appropriate funding council. The predominant source of funding should be selected where there is more than one source.  For further details see http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5EMSFUND.html/
17 Cost Recovery HESA has defined this as programmes “Cost recovery is defined as courses for which income from the fees paid by the students and/or other payments for the course (e.g. by sponsors, or purchasers of training) covers, or is intended to cover, all, or the vast majority of, the costs of provision, including an appropriate share of the institution's overheads (such as central administration, buildings, heating, etc).see link
If this applies to the programme then specify Y, otherwise specify N.
18 Disclosure Check Please specify Y if the programme requires either Basic or Enhanced Disclosure processing, otherwise specify N.
19 Method of Study The following are the valid methods of study-
FTFY 

Full-time Full year

FTPY

Full-time Part year

PTFY

Part-time Full year

PTPY

Part-time Part year

PTUS

Part-time Unstructured (Intermittent)

20 Expected Length of Study This field should indicate the normal elapsed time in units of years, months or weeks from the commencement of study, (the first learning/teaching week) to completion of the programme.
For further details see

http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,S%5E_%5ESPLENGTH.html/
21 Distance Learning If this is a Distance Learning programme then please specify Y, otherwise specify N. 

For further details see http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,S%5E_%5ELOCSDY.html/
22 Regulatory Body This field identifies the regulatory body for medical, dental, health and social care, and veterinary students.  For further details see http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5EREGBODY.html/
23 Sandwich Course (UG only) Thick sandwich courses are full-time programmes for which an obligatory placement causes continuous non-attendance for at least one academic year.

Thin sandwich courses intersperse periods of practical training with periods of full-time study during the same academic session.

For further details see http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,S%5E_%5EMODE.html/
24 Start Dates  

Taught programmes (UG and PG) – The default is that 2 apply links will be set up – i.e. September of the specified Academic Year and the following academic year.  If the programme you are requesting does not follow this pattern, then you MUST be specific – e.g. January and April.  Where necessary, use the Additional Comments Start Dates field.

Research programmes – The default is that 24 apply links will be set up - the first of each month of the next 2 academic years.  

We are aware that some areas only run certain research programmes in September.  However, in order, to avoid any errors, you MUST specify the required start dates.  

25 Length of Year in Weeks – HESA requires institutions to return the normal number of weeks (excluding holidays and placements) from the commencement of study (the first teaching week) to the completion within the current year of the programme.  The information is required for each year of study and a normal UG 4 year programme of study would be represented by 30, 30, 30, 30.  
For further information please see http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5EYEARLGTH.html/
26 Fee Deposit (PG only)

27 Additional Program Costs (PG only)

28 APC Number of Years (PG Education ICL programmes only)

29 Teaching Load – HESA returns require us to provide details of the courses taught.  The Level 6 Unit represents the academic cost centre in which the module is being taught.  It is critical that this code is correct to ensure the correct allocation of funding.  For further details see http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,S%5E_%5ECOSTCN.html/
Subject Code(s) and Percentages These MUST be specified in the following format – Combination of JACS code and the level 6 unit within which it is being delivered (e.g. N300_SU780  50%).  Please note that the percentages given MUST total 100%.
30 ATAS requirements (PG only)  Where ATAS requirements apply, the JACS code MUST be specified with the level 6 unit (see 29 above) and an optional Note may be specified.

31 Teacher Training  This section should only be completed if the programme is a Teacher Training programme.

Teacher Training Indicator
Every programme requires a value to indicate the type of teacher training programme.

Valid values are:

1 – Initial/pre-service course with QTS/GTC Scot reg

5 – Inset course

Teaching Qualification Sought Sector
Where the Teacher Training Indicator is 1, this field MUST be completed.  Valid values are:

1- Primary

2- Secondary

3- Further education/higher education

4- Nursing and midwifery

Teaching Qualification Sought Subject(s)
If Teaching Qualification Sector is 2 (Secondary) then the subject(s) in which teacher training students are pursuing their teaching qualification MUST be given.

32 Fees  Where the fees are non-standard you MUST complete the Fee Details and the Date of approval by Fee Strategy Group fields.  If you have any queries concerning fees these should be directed to the Fees team in Registry.
33 Further Information for Collaborative Programmes Please provide the requested details.  Where there is more than one Other Institution, the additional institutions and their teaching % MUST be noted in the Additional Comments section below.

Type of Other Institution Please refer to 
http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5ECOLLORG.html/
Other Institution (providing teaching) Please refer to http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5ETINST.html/
% not taught by Edinburgh Please refer to

http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5E_%5EPCOLAB.html/
Please also specify the Lead Institution and the Admitting Institution.
34 Supporting Documents (PG only)

	Type 1

Standard PGT

Academic transcript 

Transcript translation (if Transcript not in English)

Degree certificate

Degree translation (if Degree certificate not in English)

English Language certificate

Reference 1

Reference 2


	Type 2

PGT with work sample

Academic transcript 

Transcript translation (if Transcript not in English)

Degree certificate

Degree translation (if Degree certificate not in English)

English Language certificate

Reference 1

Reference 2

Samples of work


	Type 3

Professional PGT

Academic transcript 

Transcript translation (if Transcript not in English)

Degree certificate

Degree translation (if Degree certificate not in English)

Professional certification 

Professional certification translation (if Professional certificate not in English)

English Language certificate

Reference 1

Reference 2

	Type 4

Standard PGR

Academic transcript 

Transcript translation (if Transcript not in English)

Degree certificate

Degree translation (if Degree certificate not in English)

English Language certificate

Research proposal

Reference 1

Reference 2
	Type 5

PGR with work sample

Academic transcript 

Transcript translation (if Transcript not in English)

Degree certificate

Degree translation (if Degree certificate not in English)

English Language certificate

Research proposal

Reference 1

Reference 2

Samples of work


	Type 6

Professional PGR

Academic transcript 

Transcript translation (if Transcript not in English)

Degree certificate

Degree translation (if Degree certificate not in English)

GTC Registration

Professional certification 

Professional certification translation (if Professional certificate not in English)

English Language certificate

Reference 1

Reference 2


35 Requested by Please provide the name of the school contact that has requested this programme and their contact telephone number.
36 College Authorisation  Please provide the name of the college staff member authorising this request (the email sent to EUCLID_Staff_Support@ed.ac.uk should be from this individual)
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Stand-alone.  Each document must be discrete and not distributed between two or more documents.


Balance completeness with brevity.  There should only be sufficient text to provide accuracy, clarity, brevity, relevance and logic. For example, a thirty-page programme proposal (actually submitted previously) lost focus, included unnecessary content and created nugatory review workload. A much shorter document would have been more effective.


Non-pdf.  As the College may subsequently need to copy and paste parts of the text (or tables) provided, documents should be in “Word”, “rtf” or “Excel” format.


Acronyms.  Please explain any non-standard acronyms.


Document Naming Convention.  To aid consistency and ease of managing many files we adopt a naming convention for those documents associated with new programmes.  The convention is:





<School abbreviation> - <new programme title> – <type of document>





eg 	HCA – History of Scotland - Proposal


	PPLS  -Psychology of Things – Progspec


	EDU –Teaching Teachers - DPT


.











Programme Proposal


Programme Specification


Degree Programme Table (DPT)


Course Details (new courses only)


Minutes of the approving Board of Studies


External Assessor’s Report


DRPS entry (for new qualification types only)


Prospectus text








DRPS entry (for new qualification types only)


Prospectus text


Completed EUCLID form for new programme 








MSc in “subject X with specialism A”





MSc in  generic “subject X”





Application





Exit Awards





MSc in “subject X with specialism B”





Potential Transfer





MSc in “subject X with specialism C”





Why the new programme will be of benefit, including the core vision of the programme.


The timetable, including progression and teaching arrangements,


Market information, including likely student numbers, competition


Costing, funding and resource issues,  in particular indicating how the new proposed programme has been costed (see Annex A for more detail) 


How the programme would fit into the school plan. 


Confirmation that where similar topics or disciplines are already part of a PGT programme elsewhere in the university, that any potential conflicts have been resolved.


Sustainability 


how do you intend to grow the programme over the coming years?


At what point would you consider that the programme is non-viable if it is not meeting the recruitment targets?








Name.  The name of the proposed programme. 


Mode.  Whether the programme will be for full-time, part-time (or both) study.


Dates.  The start date(s) and duration of the programme (in months). If, for example, PhD students can start in any month of the year, then this must be explicitly stated.


Entry Requirements.  Specific text stating the entry requirements, including any options applicable.


Exits.  The exit qualification(s), particularly showing whether this includes (or excludes) a PG Certificate or PG Diploma. All exit qualifications share the same programme name.


Credits and Credit Levels.   For each course.


Length of Study. In months.


Contacts.  The name and contact details of the academic member of staff responsible for the programme, (often the Programme Director), together with the name and contact details of the administrative staff involved.


Fee.  The fee involved, and confirmation that this is either standard (see Fees URL at � HYPERLINK "http://www.ed.ac.uk/schools-departments/student-funding/tuition-fees/postgraduate" ��http://www.ed.ac.uk/schools-departments/student-funding/tuition-fees/postgraduate� ) or that any non-standard fees have been agreed by the College Registrar�..  The date of this agreement must be stated.


Additional Programme Costs.  The value of the APC, and the listed reasons why such APC are needed.








Subject: Title of the proposed programme (Note:  The title does not include the exit qualification (“MSc in….”)


Exit Qualification:  State all the exit qualifications (MSc, PG Dip, PG Cert, etc)


Study Mode:   Whether full-time and/or part-time, and the timescales involved (eg Full time (12 months MSc, 9 months PG Dip); and Part Time (24 months MSc, 21 months PG Dip))


Entry Requirements:  Degree grade, any subject limitations, experience requirements, English language standards.


Start Dates.  Include the month(s) in the academic year when the programme will start (eg Sep, Jan, Apr). 


Programme. Description of the programme, what it is designed to equip students with, what it will enable the student to do, etc.


Learning Outcomes.  State what the students will be able to do or will have achieved by the end of the programme.  State what the programme will prepare the students for.


How You Will Be Taught.  A description of the teaching process, for example:


“The learning process is didactic, seminar-based and research-focused….”


”The courses that you take will be taught by …….”


“Courses are usually assessed by…….”


“Candidates are also required to………….”


“For the dissertation…………….”


Fees and Funding.  Include value of Additional Programme Costs,  together with the itemised reasons why APC is needed


Contact Information.  Title, name, full address,  telephone number and email address of admissions focus and academic focus.





The relevance of the programme content in the context of the school’s teaching and research strengths; the place of the programme within the school’s general academic strategy.


Complementarity with existing and planned academic activities; areas of synergy and collaboration with other taught programmes.


Whether it is intended to replace an existing programme.


The appropriateness of the academic standards.


Conformity with standard expectations in terms of credit rating, QAA subject guidelines etc.


Conformity with quality assurance requirements.








How many students is it aimed to recruit?  who are they and what evidence is available to assess how realistic the estimate is? what is the potential for overseas recruitment?


What is the competition?


Will the programme support or feed other programmes?


Do other schools or colleges already have programmes of a similar nature?  Is there a potential conflict or duplication involved?  If so, how is this resolved?


What level of fee is proposed? (do not just assume the standard postgraduate fee – see below)


How do the costs, when  compared with fees and forecast intake numbers,  impact on viability?


What would be the new demand on library, laboratory, office space and computing equipment resources? how would this be met?


What would be the new demand on administrative and support staff and how would this be met?


Who will staff the programme? is there a reasonable degree of resilience in case of academic staff departures, retirements, sabbaticals, etc., over, say, a five year period?


Will the programme share modules with other master’s or honours programmes?


If sharing with honours, the school must define what extra resources would be provided to meet postgraduate needs.  Different assessments are clearly needed but schools would need to demonstrate  that sometimes extra resource would need to be provided at Level 11 (eg extra seminars).











What skills and knowledge will the students gain through the programme?


Which sectors, academic areas and/or professions need these skills?





What training provision currently exists for this group and/or in this field? 


What formats of delivery will suit the target group?


Who are your competitors?


What seems to be the going price? 


Who are the gatekeepers in the sector/profession? 








Ensure it is easy to navigate to the programme from your main webpage


Ensure your page is tagged with the appropriate key words to be picked up by search engines


Send information to appropriate email lists you are member of and ask colleagues to spread the word


Identify email lists that target your group – some will allow you to post information for free when the course is of benefit to the group


Use relevant social media channels such as Linked-In, Facebook and Twitter











� � HYPERLINK "http://www.ed.ac.uk/schools-departments/registry/graduations/order-tickets-documents/transcript-overview" ��http://www.ed.ac.uk/schools-departments/registry/graduations/order-tickets-documents/transcript-overview�


� 
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