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Non-Award-Bearing Programmes of Study
Approval and Monitoring
Introduction
1 [bookmark: OLE_LINK1]The University requires that all programmes of study, whatever their duration and whether or not they lead to credit or an award, are formally approved and monitored. This is to ensure that:

· there is a clear line of responsibility for teaching activities undertaken in the University’s name
· teaching activities undertaken in the University’s name are: (i) of an appropriate nature e.g. do not conflict with the institution’s aims and objectives, (ii) of an appropriate standard
· the University meets the reporting requirements of HEFCE and the Higher Education Statistics Agency (HESA).

2 Primary responsibility for programme approval rests with the relevant Board of Studies. The approval of the University’s Teaching Committee (UTC) may also be required. 

Definitions

3 A non-award-bearing programme is one in which successful completion does not lead to the award of a University Certificate, Diploma or Degree. Non-award bearing programmes may be credit-rated (students receive credits on successful completion) or non-credit-rated.

4 A wide variety of events and activities (including short courses that provide vocational and professional updating i.e. continuing professional development (CPD), summer schools, workshops, liberal adult education and access provision for disadvantaged students) fall into the non-credit-rated non-award-bearing programme category. This category does not normally include conferences and seminars. If there is any doubt as to whether an event or activity qualifies as a non-credit-rated non-award bearing programme, those involved should consult with the CPD Office (see below), or err on the side of caution.
Credit-rated non-award-bearing programmes
5 Credit-rated non-award-bearing programmes require the approval of the relevant Board of Studies and UTC (or its Chair). A credit-rated non-award-bearing programme may also require the approval of Planning Committee.    

6 If a department/centre/unit wishes to offer a credit-rated non-award-bearing programme, it should follow the procedures at http://www.york.ac.uk/staff/teaching/programme-development/programmes/approve/

7 . The Planning Office should be consulted at an early stage to confirm whether or not Planning Committee approval is required.

8 Modifications to credit-rated non-award-bearing programmes should be approved by the Board of Studies and may, in certain circumstances, require the approval of UTC. See http://www.york.ac.uk/staff/teaching/programme-evelopment/programmes/modify/ 
            or further details.

9 [bookmark: OLE_LINK3]If a department/centre/unit wishes to offer credit-bearing modules on a freestanding basis (in addition to offering them as part of an award-bearing programme), it should submit a proposal and the relevant module descriptions to the Academic Support Office (with a copy to the CPD Office). The Chair of UTC will need to be satisfied that adequate arrangements have been put in place for the support of students (including access to learning resources) and quality assurance.

10 All credit-rated non-award-bearing programmes and credit-bearing modules offered on a freestanding basis should be set up in the student records system (SITS).

Non-credit-rated non-award-bearing programmes of study 

11 Non-credit-rated non-award-bearing programmes require the approval of the relevant Board of Studies (or its Chair, or a formally constituted sub-committee) but do not require UTC approval. Boards of Studies are responsible for ensuring that the process of programme approval is rigorous and robust.

12 If a department/centre/unit wishes to offer a non-credit-rated non-award-bearing programme, the programme leader or primary contact should complete the Pro Forma for New Non-Credit-Rated Non-Award-Bearing Programmes (see Appendix I). Once the proposal has been approved by the Board of Studies, a copy of the pro forma should be sent to the CPD Office.
 
13 Modifications to non-credit-rated non-award-bearing programmes should be approved by the Board of Studies (or its Chair, or a formally constituted sub-committee).

14 In the case of non-credit-rated non-award-bearing programmes that are not under the jurisdiction of a Board of Studies, an alternative mechanism for programme approval and modification will be agreed by the Chair of UTC and the relevant parties (see below).
 
Proposals involving collaboration with other institutions or organisations
 
15 Additional guidance must be followed in respect of all proposals which involve collaborative teaching. If such an arrangement is being considered, the Academic Support Office and CPD Office should be notified at the earliest opportunity.

Record keeping and HEFCE/HESA returns
 
16 Departments/centres/units are required to keep accurate records relating to the approval and modification of non-award-bearing programmes (whether or not they are credit-rated). UTC or the CPD Office may audit these records.

17 Students on credit-rated non-award-bearing programmes (including credit-bearing modules offered on a free-standing basis) should be entered on the student records system (SITS) and will be returned to HESA via the main student return, and to HEFCE.   

18 Students on non-credit-rated non-award-bearing programmes (irrespective of length) should be returned on the Non-Credit Bearing Course return. This is administered, on an annual basis, by the CPD office and the collated data are submitted to HESA. On the basis of this information, the CPD Office will provide an annual overview report to UTC.

Ongoing quality assurance of non-award-bearing programmes
 
19 The Board of Studies is responsible for the quality assurance of all non-award-bearing programmes under its jurisdiction. The Board of Studies should, therefore, reflect upon its non-award-bearing programmes as part of its annual programme review process and inform UTC of any issues raised. The Board of Studies should also ensure that, in relation to non-award-bearing programmes, appropriate mechanisms are in place for: (i) obtaining, and acting upon, feedback from participants, and (ii) assessing the quality of the teaching provided.   

20 UTC may raise issues relating to non-award-bearing programmes (whether or not they are credit-rated) at periodic review visits. If a department/centre/unit has a large and/or complex portfolio of non-award-bearing programmes, or concerns have been raised about the provision, UTC, and/or the CPD Office and/or the Planning Office may arrange an ad hoc visit to the department/centre/unit concerned specifically to consider its non-award-bearing provision.

21 In the case of non-award-bearing programmes that are not under the jurisdiction of a Board of Studies (e.g. the York Award and IT Training for Students programme), alternative arrangements for quality assurance will be agreed by the Chair of UTC and the relevant parties (see below). 

Assistance

22 The following may be able to offer assistance in dealing with non-award-bearing programmes:
 
· Continuing Professional Development Office (Enterprise and Innovation Office) - for advice and support on developing CPD programmes, market research and marketing advice. 
Contact: Amanda Selvaratnam (ext. 5202, email  amanda.selvaratnam@york.ac.uk)

· Academic Support Office - for quality assurance issues. 	
Quality assurance departmental contacts:
http://www.york.ac.uk/about/departments/support-and-admin/academic-support/staff/#quality



· UTC Departmental Contact – 
http://www.york.ac.uk/about/organisation/governance/sub-committees/teaching-committee/contacts/ 


· 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)

· Planning Office – for advice on finance. 
	Contact: John Busby (ext. 4048, email john.busby@york.ac.uk)
 
Non-award-bearing programmes that are not under the jurisdiction of a Board of Studies
			
23 The following non-credit-rated non-award-bearing programmes are not under the jurisdiction of a Board of Studies and, consequently, alternative approval and monitoring mechanisms have been approved by the Chair of UTC:

	York Award
	New programmes and modifications submitted directly to the Chair of UTC for approval.
Annual report submitted directly to UTC.
Visits from UTC as appropriate.

	IT Training for Students Programme
	Formally constituted Steering Group, with student representation.
New programmes and modifications submitted directly to the Chair of UTC for approval.
Annual report submitted directly to UTC.
Visits from UTC as appropriate.




Appendix I

Pro Forma for New Non-Credit-Rated Non-Award-Bearing Programmes

	This pro forma is designed for new non-credit-rated non-award-bearing programmes only. For credit-rated programmes, you should refer to the documents at
http://www.york.ac.uk/staff/teaching/programme-development/programmes/approve/
Once completed by the programme leader, in liaison with the Finance Office and CPD Office as necessary, the pro forma should be submitted to the relevant Board of Studies for approval. A copy of the pro forma should then be sent to the CPD Office. 
For further information on how to complete this pro form please read the associated guidance notes.



	1. Title of programme




	2. Department/centre/unit




	3. Programme leader or primary contact




	4. Proposed start date (year and month)





	5. Length and status of the programme and mode of study (e.g. 10 weeks part time, at 2 hours a week)





	6. Details of proposed student numbers and the number of times that the programme will be run over 3 years. Please indicate where the majority of your participants will originate (e.g. public sector/private sector/specified other).







	7. A brief outline of the programme (not required if a programme specification or similar is provided)





	8. Entry requirements/prerequisites (not required if a programme specification or similar is provided) and reasoning for this






	9. The rationale for the programme 
You may wish to consider whether: (i) the programme has been developed in response to external prompting or pressure e.g. from professional bodies or industrial organisations, and (ii) whether the programme will lead to increased registrations on other programmes offered by the University.











	10. Relationship to other programmes
For example, does the programme replace or overlap with an existing programme?







	11. Programme development and marketing

Have the following been performed:

· market research to identify demand  	 			yes	no	n/a
· identification of potential competition from other providers	yes	no	n/a
· development of a marketing strategy				yes	no	n/a



	12. Partnership provision 
Is the programme to be delivered in partnership with any other institution or organisation? 
If so, please give full details. 












	13. Staffing
Who will deliver the programme? If another department is to be involved, what proportion 
of the programme will each be responsible for?
Is the programme to be delivered or supported by individuals who are not employed by 
the University of York? If so, please give full details of the arrangement and explain how 
the individuals concerned will be trained and monitored.









	14. Resources
Have the programme’s resource needs been addressed e.g. in terms of 
teaching accommodation, access to library and IT facilities? You may need to liaise 
with your Academic Liaison Librarian, IT Services, Timetabling Office/Conference Park etc.










	15. Quality assurance
How will the quality of the programme be assured? For example, how will you 
obtain feedback from programme participants and how will this be acted upon? 











	16. Finance
How will the programme be financed? All CPD programmes are classed 
as independently funded and the Financial Costing Form should be completed.








FINANCIAL COSTING FORM FOR CPD PROGRAMMES

If a new Cost Centre code is required for the programme please seek guidance from the CPD Manager.

Programme Development

Staff costs			salary				---------------------------
				
expenses			---------------------------

Marketing							---------------------------

Programme materials					----------------------------

Misc (please give any information available)		----------------------------



Overheads/top slicing etc					----------------------------


	Total Programme Development Costs (A)	

		====================================



Programme Delivery

Staff costs			salary				---------------------------
				
expenses			---------------------------

Marketing							---------------------------

Programme materials					---------------------------

Venue and equipment hire					----------------------------

Misc (please give any information available)		----------------------------



Total programme delivery costs (B)


No of programmes in 3 years (C)		----------------------------


Total costs over 3 years (D)=(A + (BxC))

Income Calculations

No of delegates					---------------------------

No of delegates based on 75% take up		----------------------------

Number of programmes over 3 years		----------------------------



Cost per delegate

Total income per programme



Total Cost of 3 years					

Total Income over 3 years (B)


Associated Cost Centre Code (where known)

			
Total Profit/Loss over 3 years (B-D)
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