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CPD and Lifelong Learning Courses: Design and Delivery

This document sets out the expectations that the University has for CPD (continuing professional development) and lifelong learning (LLL) courses that do not lead to a University award (i.e. that do not lead to a University Certificate, Diploma or Degree). It is hoped that departments and centres will use this document as an aide-memoire when designing, approving and delivering CPD and LLL courses. This document should be read in conjunction with Non-Award-Bearing Programmes of Study - Approval and Monitoring document
(http://www.york.ac.uk/staff/teaching/programme-development/programmes/approve/).


1.	Course information should enable potential participants to decide if a course is appropriate for their needs. 

Course information should normally include the following:

· the aims and objectives of the course
· the level of the course 
· any entry requirements
· the time commitment of the course (contact hours and any private study)
· the number of participants
· fees and any other costs
· course structure and content
· teaching and learning methods e.g. workshops or lectures
· who will teach the course
· whether the course will be assessed and, if so, how
· how participants will receive feedback on their progress
· whether successful completion of the course leads to a certificate of attendance, and/or the award of credit[footnoteRef:1], and/or professional recognition (e.g. CPD points) [1:  All courses which lead to the award of credit must be approved by the University’s Teaching Committee (in addition to Board of Studies approval) and the course and all its students entered onto the student records system (SITS). Departments and centres should consult the Academic Support Office for further advice if necessary.] 

· whether participants will have access to any learning resources e.g. books[footnoteRef:2], computers[footnoteRef:3]  [2:   Reference access to the University Library is available to all but borrowing rights are restricted. Access to electronic resources may be restricted by publishers’ licences and/or whether participants have a University username and password. Departments and centres should contact the Library for advice. ]  [3:  Access to the University computer system is restricted. Departments and centres should contact IT Services for advice.] 

· practical arrangements e.g. refreshments, accommodation, car parking and public transport.




2.	Course participants can expect that:

· there will be efficient procedures to enable prospective participants to select an appropriate course, including individual advice where required
· the course will be delivered as advertised 
· any substantive changes to the advertised course will be notified as far in advance as possible. If a substantive change is made, registered participants should be given the option of withdrawing their registration and receiving a refund of any fees that they have paid
· staff will be courteous and prompt
· the teaching will be of a professional standard
· they will have an opportunity to comment anonymously on the quality of the course and will be told how their comments will be reviewed 
· any complaints will be dealt with promptly and politely 
· learning resources will be appropriate to the level, length and type of course
· teaching accommodation will be suitable, safe and secure
· the course environment will be conducive to learning and free from discrimination and harassment 
· appropriate support will be provided for students with disabilities
· personal information will be protected
· (where relevant) University residential accommodation matches the description provided in the course publicity, and is in a proper state in terms of cleanliness, repair and security.

3.	The University expects that course participants:

· will be courteous, prompt and professional in their dealings with staff and other participants
· will contribute towards creating and maintaining an environment which is conducive to learning and free from harassment and discrimination
· will use University facilities with respect and consideration for other users 
· will comply with University rules and regulations.


Advice for departments and centres offering CPD and LLL courses

· Continuing Professional Development Centre - for advice and support on developing CPD programmes, market research and marketing advice. 
Contact: http://www.york.ac.uk/business/cpd/


· Centre for Lifelong Learning - for advice on running non-award-bearing programmes. Contact: Lesley Booth (ext. 4625, email lesley.booth@york.ac.uk) or Iain Barr (ext. 4620, email iain.barr@york.ac.uk)

· Academic Support Office - for quality assurance issues. Contact: http://www.york.ac.uk/admin/aso/contacts.html#aso 

· Planning Office – for advice on finance. Contact: John Busby (ext. 4648, email john.busby@york.ac.uk)



