
1 
 

UNIVERSITY OF ULSTER Paper No LTC/15/1b) 
 
LEARNING AND TEACHING COMMITTEE Agenda Item 4bi) 
1 April 2015 
 
A REVISED MODEL FOR REVALIDATION 
 

1 BACKGROUND 
 
The University’s Strategic Institutional Sustainability Indicator 2.1 is ‘in the context of 
the principles of effective organisational development and design, to review existing 
policies, procedures and structures and agree the required policies, procedures and 
structures to ensure a sustained focus on enhancing the students’ experience, thereby 
serving to achieve a transformative experience for all students’.  A specific target set 
for 2014/15 is ‘in the context of reviewing existing policies, procedures and structures, 
to develop and successfully pilot a new approach to revalidation’. 
 
There are currently about 125 internal revalidation units, ranging in size from one 
course to 12, as determined by the Faculty.  They are managed in a five-year 
revalidation cycle, with an average of 25 events per annum, some jointly co-ordinated 
with professional and/or regulatory bodies.  A further 60+ external units exist for 
provision in partner institutions. In addition evaluation events are organised for new 
course proposals.  These then join an existing unit for revalidation, but have often been 
retained by Faculties as separate units.  Extensions for particular courses have 
increased the number of units. 
 
The existing arrangements for evaluation and revalidation have served the University 
well, satisfying internal requirements for the assurance of standards, providing 
flexibility to ensure that fulfilment of University priorities (as set out in the Learning and 
Teaching Strategy) is evidenced through them (eg research-informed teaching), and 
demonstrating through external audit robust and rigorous procedures which satisfy the 
relevant chapters of the Quality Code. 
 
The efficiency review of 2000/01 replaced ‘periodic review’ (which at that time involved 
a single course review coupled with the course team’s commentary on five years of 
annual course review datasets) with ‘revalidation’.  It sought to avoid duplication in 
process or effort by ensuring that the revalidation of groupings of cognate courses 
focused on standards in the revised curriculum and did not replicate annual monitoring 
activity, which should ensure that problems flagged by various statistical indicators, 
external examiner comments and students’ views were quickly addressed.  Instead 
the most recent University Annual Subject Monitoring report and minute of the relevant 
University committee were provided along with two years of external examiners’ 
reports, and the latest external review reports if applicable.  From 2006/07 a digest of 
statistical information publicly available from the then TQI website, relating to student 
entry, continuation, achievement and destination as well as NSS results, were 
provided to panels for further context and to signal potential areas for attention.  The 
dataset was removed from 2008 along with the ASM report as a consequence of a 
review of process seeking further streamlining efficiencies: their implications were 
already expected to be addressed by Faculties, in the context of their annual review 
of quality and ongoing viability of courses. 
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The current review has been stimulated by the need to refocus faculty/school activity 
on the ongoing student experience, supported by an engaged course team, rather 
than on the production of a course document every five years.  The requirement for 
further cost savings and the prospect of radical reshaping of the academic 
organisation of the University and its taught course portfolio in the short-term makes 
this review timely.  While revalidation gives course teams a formal opportunity to 
refresh their curriculum, the Staff Development Unit and chairs of panels have also 
reported variable engagement from the whole team in the development and 
subsequent presentation of their courses, and from the School/Faculty management 
in demonstrating their commitment to their provision, and in responding to the priorities 
of the Learning and Teaching Strategy, as witnessed in preparatory work with the Staff 
Development Unit and performance on the day.  Likewise concerns have been 
reported that the limited contribution of some panel members have not served the 
process well. 
 
It has also been noted that, despite the review processes within the Programme 
Management System and the Learning and Teaching Strategy and Academic 
Planning providing Faculties with datasets to enable them to identify courses of 
doubtful viability and/or those which are performing below benchmark in NSS and 
retention/progression over a period, such courses are often retained.  Separately, 
changes are being proposed to the PMS monitoring arrangements which will ensure 
that it is not necessary to introduce a detailed focus on past performance into the 
revalidation process and so avoid duplication and maintain clarity of purpose.  
 
In addition, the resources available to support the assurance of standards and quality 
in faculties and centrally are likely to be curtailed; yet the University must continue to 
have rigorous and robust processes to meet the requirements of the UK Quality Code 
(in particular Chapter B8) and public expectations. The first phase of the Curriculum 
Management System development has already sought to introduce efficiency in the 
management of curriculum information, by maintaining a reliable, and electronically 
accessible, single repository of definitive course and module information and by 
providing an electronic process for the compilation of evaluation and revalidation 
documentation.  The second phase will build on this and aim, inter alia, to bring 
together from existing sources additional information to assist course teams and 
approval panels and to make this available to panels electronically.   
 

2 OUTLINE OF REVISED REVALIDATION PROCESS 
 
Informed by a preliminary wide-ranging discussion in November 2014 and subsequent 
meetings between the Pro-Vice-Chancellor (Learning, Teaching and Student 
Experience), Joint Project Leads for the ‘Reframing and Enhancing Approach to the 
Revalidation Process project’*  (Professor Ruth Fee and the Head of Staff 
Development), and the Heads of Quality Management and Audit Unit and Academic 
Office and other staff from the latter two units, this section sets out proposed key 
features of a revised process to be called ‘Programme Review and Development’ 
(PRD) instead of ‘Revalidation’.  The process is outlined here.  It will apply to taught 

                                            
*One of four projects within Ulster’s VITAL (Valuing Innovative Teaching and Learning) Organisational and Cultural Change 
Programme.  Ulster’s VITAL Programme Team is led by the Head of Staff Development and includes the following five other 
team members: HR Director, CHERP Director, ADDL Director, Professor Ruth Fee (Head of School, Member of ADEC and 
Senate) and a student representative.  Ulster is one of 23 UK and Australian universities participating in this HEA Reward and 
Recognition: Promotion, Process and Policy Programme.  The main thrust of this HEA Programme is to enhance the 
processes, policies and strategies for recognising and rewarding excellence in learning and teaching. 
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course provision within the University and in outcentres and to franchised provision.  It 
will not apply to research programmes, nor to external provision in partner institutions, 
nor to joint courses with other institutions. 
 

a) School-Based Units: Larger Units and Longer Events 
 
The units are to be school-based and preferably contain all the School’s courses of 
study and associated modules. Stand-alone credit-bearing modules (including those 
linked to the Certificate of Personal and Professional Development and Postgraduate 
Certificate of Professional Development frameworks) are included.  125 units might be 
reduced to 20 – 25 depending on the number of schools in any organisational re-
configuration, with about five events scheduled annually in a five-year cycle for the 
whole University.  There are currently about 350 separate internal course entries on 
the revalidation schedule which would mean 14-18 courses on average per unit, but 
ongoing review would reduce that figure.  In some large schools, it will however be 
necessary to consider separate subject-based divisions, and it may be safer to 
assume 33 units initially with say a further seven sub-units reflecting the current 
number of schools and other internal providers, resulting in up to eight events per 
annum.  
 
In order to do justice to the scale of provision encompassed by such units, final 
meetings will generally last longer than one day – perhaps two days will be more 
typical with some three day events, depending on the provision that remains and the 
progress made through ongoing iteration in the revised process as at c) below.  Indeed 
if there is good engagement many issues that currently emerge at revalidation events 
will already have been addressed. 
 

b) Documentation 
 
The burden of production of documentation will continue to reduce, as electronic 
means are used to collate information from existing sources. This would include 
(current sections in parentheses): 
 
i) Full programme specifications for each course (B1) and module descriptions 

(current B4), as updated in the Curriculum Management System.  (This is the 
minimum information set which is provided to ensure that a panel has sufficient 
information to be able to confirm continuing alignment of programme learning 
outcomes with national reference points (national frameworks for qualifications 
and credit, subject benchmark statements etc) through a systematic process as 
expected in the Quality Code). (As short course modules are not associated with 
a course they are maintained in the CMS but not automatically presented with 
the other modules in a Revalidation Unit.  In the next phase of CMS, development 
work is desirable to provide for this rather than the current work-around of 
exporting module descriptions and uploading them in a supporting document.)  
The course regulations for each course will continue to be provided in a grouped 
section (B3). 

 
ii) Updated course handbooks (template attached at Appendix 1, approved June 

2012) for each course in the unit will become the means to provide information 
to panels about the intended student experience in each course – at present this 
is given through the general ‘Commentaries’ section (current B2). The 



4 

 

information in the handbooks on teaching, assessment and feedback strategies 
and methods and other processes to support students’ learning and 
employability should be sufficient for review by panels, but they should now 
additionally include an exemplar assessment schedule and be augmented with 
information on the internal coherence of the course, progression opportunities, 
relations with PSRBs, and the achievement of graduate qualities (previously in 
Commentaries) and also the new key principles underpinning the Ulster Student 
Experience.  

 
As course handbooks should contain a programme specification, summary 
module descriptions and course regulations for the PRD process, this information 
will be presented twice – once in grouped sections B1, new B2 and B3 and then 
combined in the individual handbooks in new B4. 

 
iii) The School will continue to prepare commentaries (previously B2) on matters not 

covered in the (new) Course Handbook template: recent and proposed changes, 
research-informed curriculum and teaching, creativity, innovation and good 
practice, standards.  These will be part of the overview statement (iv) below). 

 
iv) An introductory overview statement (A) on the origins and continuing demand for 

the provision and projected intakes for the next five years for each course would 
be provided as at present, and the information from current commentaries not 
included in course handbooks will be incorporated into this section (iii) above).  

 
v) As at present a statement and commentary on the physical resources (C1) which 

support the provision under review should be prepared.  However, the Subject 
Librarian should prepare the Library resources section in collaboration with the 
School.  Similarly, the Faculty/School technical staff should prepare the 
description of specialist resources. 

 
vi) The section on staff resources (C2) will continue to include relevant staff profiles.  

The brief CV template will hopefully become electronic in the second stage of 
CMS development. 

 
A commentary should continue to be provided on the School’s staff development 
plan to support the continuing professional development of its staff in 
consultation with CHERP and Staff Development.  (This will be amplified to 
include reports on proportion of staff with higher degrees, recognised HE 
teaching qualifications, and category of membership of HEA, professional bodies 
and other achievements for the School/unit and information on leadership roles 
of School staff.)  The Professional Recognition dataset for the School of targets 
related to the UKPSF will be included (C2.) 
 

vii) Standards: Panels will continue to be provided with a handbook briefing them on 
the University’s regulatory and standards framework as well as the relevant 
national subject benchmark standards and, for the last two available years, 
external examiner reports.  Additions to the evidence base would be the course 
team/School’s responses to each of these reports and the most recent PSRB 
report(s) and response, where applicable. The School commentary (A) will also 
address its overall response to these reports (which is rarely seen at present).   
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It is not proposed to extend further the investigation, in quasi audit mode, by adding a 
requirement for information on School strategies and procedures for developing and 
reviewing curricula and the quality assurance of provision (including 
organisation/reporting charts for school/committees/officers, description of process for 
fulfilment of standards, considering and approving changes and relationship to Faculty 
and University processes), nor to seek to verify other current/proposed public 
information.   
 
As at present, no detailed commentary would be provided on quantitative data, as 
these are addressed through the annual processes.  It is not proposed to add 
plagiarism reports for the same reason and because of the generally low levels of 
reported incidents, which would suggest that it is well managed. 
 
An outline of the proposed documentation is given at Appendix 2. 
 

c) Availability of Information Resource to Panel 
 
The scale of provision and the broader agenda will mean that information must be 
available to panels earlier than at present and indeed an iterative engagement is 
envisaged.  So a minimum of 16 weeks or more in advance will be set as the deadline, 
rather than the current three to four weeks.  Much curriculum information, being 
currently maintained in the CMS, will already be accessible before that time to internal 
panel members, and may be available to externals depending on how the information 
can be provided to them (see f) below).  School staff will be at liberty to enter into 
informal dialogue with panel members before the deadline, although they may be 
satisfied to start their engagement at 16 weeks, rather than being viewed as 
consultants to course teams, a role that might engender confusion with the current 
external examiner’s function. Panel members will be expected to explore the resource 
and give feedback and flag potential areas for discussion with the School/Faculty 
before it submits a ‘definitive’ version six weeks in advance. (See also g) below re 
timeline.)  A new, more structured CA7 will be drawn up requiring panel members to 
provide comments (about 500 words) under each of six headings. 
 

d) Panel Membership 

Chair 
 
Panels will be chaired by a Pro-Vice-Chancellor.  In view of the small number being 
scheduled each year it should not be necessary for a Dean or Head of School to 
substitute, although exceptionally a Dean or Associate Dean may be used. 
 
Externals 
 
The scale of the provision being considered will probably require more than two 
external subject experts.  These would continue to be nominated by the Faculty, and 
a selection will be made from the pool identified following detailed discussion of their 
suitability at an early preparatory meeting.  As currently, professional/statutory body 
representatives may be involved, but employers would no longer join panels as they 
will be met formally as a stakeholder group (see below). 
In the early years of the current revalidation process, we had large units (Built 
Environment, Engineering) with panel meetings running over three days.  This process 
proved unpopular with considerable reluctance from panel members in view of the 



6 

 

time demanded for the volume of information to be reviewed.  It will be important to 
manage expectations at the time of invitation so that they are aware of the commitment 
that will be required.  The total commitment will of course be significant, as panel 
members will need to access information from an early stage in order to familiarise 
themselves with its contents and reflect on it, and provide detailed comments.   
 
The honorarium paid should relate to the current fee of £200 and £100 for each 
additional day’s attendance, with perhaps £500 paid in total with an assumption of two 
days for review and feedback before the final document is submitted.  While the fee 
would preferably be paid in two instalments, the first after the initial submission of 
comments and the second after the panel meeting, there may be a problem with the 
first payment as there will be no on-site visit enabling actual verification of identity 
through comparison with passport photograph taken during a visit and in-person 
meeting in order to verify the right to work in the UK.  A single payment would then be 
made. 
 
Cost-savings in the area of taxi fares and airfares may be offset to some extent by 
increased hotel and meal bills. 
 
Internals 
 
Two (rather than the current one) internal members of staff from a different Faculty will 
join the panel: one at Head of School level in view of the school-based focus and the 
other a Faculty Learning and Teaching Co-ordinator.  A Students’ Union Officer will 
continue to be a member. 
 
External and internal staff members should meet Descriptor 2 of the UK Professional 
Standards Framework (Fellowship of the HEA).   
 

e) Attendance and Programme for Final Meeting 
 
The Chair, internal member and external academic experts will be present for the 
duration of the meeting which is the culmination of the process.  The Students’ Union 
representative may attend for specific parts of the meeting if they prefer not to attend 
the whole meeting. 
 
Professional and regulatory body representatives would be encouraged to attend for 
the whole meeting. Where joint events are organised with a PSRB, the agenda would 
be extended to meet the additional requirements of that body. (The size of the new 
units may lead to some bodies preferring to hold their own separate re-accreditation 
event.) 
 
The responsible Head of School would be expected to attend the full event, and give 
an overview presentation at the start.  Meetings with course teams will be scheduled 
and in total the proportion of an event devoted to this engagement will last longer than 
at present in view of the scale of provision. 
 
A meeting with a representative group of students will continue to be held; it may be 
organised into parts so that attention to experience in individual courses is not lost.   
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A meeting with a range of employers, say four or five, will be introduced instead of 
having an optional employer representative on the panel. It is assumed that they would 
be willing to participate.  This will be arranged at lunch-time, so as not to inconvenience 
them too much. 
 
Central administrative departments (Library, ADDL, Student Support, Employability 
and Marketing, International Department, Staff Development, CHERP) should 
participate in discussion.  It is proposed that the Panel would interrogate these support 
providers as a separate group, during a meeting scheduled in the programme some 
time after discussion of the strategic overview and resources and after the meetings 
with students and employers.  The Head of School and Course/Subject Directors 
would be invited to attend this discussion. 
 
Tour of Facilities 
 
The inspection of specialist facilities will continue and, if applicable, take account of 
multi-campus and outcentre and franchise operations. 
 
A typical agenda and programme for a two-day event are set out at Appendix 3A and 
3B. 
 

f) Presentation of Documentation 
 
It is hoped that, building on work in the first phase of CMS, as much information as 
possible can be accessed from existing electronic data resources or that these are 
developed in the CMS.  Access by panels to individual live course support and module 
areas in the VLE is not proposed as it may prove a distraction from the proposed 
curriculum and handbooks, updated for the next intakes, as well as involving technical 
complexity in providing temporary access to a large number of course locations. It is 
hoped that, building on the current Evaluation and Revalidation Units section in the 
CMS, folders for each unit would host electronically the full suite of course and module 
information and course handbooks, as well as school commentaries, external 
examiner reports and responses, and standards reference documents and the agenda 
and programme.  It will be critical that this large information resource is easily and 
reliably accessible and navigable by internal and external staff and Students’ Union 
representatives. 
 
It is not envisaged that hard copy documents will be provided to the panel, except on 
request, but the documentation should be printable.  An electronic site perhaps in 
SharePoint (and/or USB pen drives/memory sticks, or emailed folders if necessary – 
particularly for external panel members), and the additional time provided to panel 
members will allow them to explore and digest all the information therein before the 
meeting which will complete the PRD event. Meeting rooms should be equipped to 
enable panel members and course teams to have access to the documentation folder 
from their laptops.  One hard copy of the documentation will be held in the meeting 
room for reference purposes.  The Academic Office will also print a hard copy of the 
final version as a working document for final review (this is an additional cost to the 
Academic Office offset against savings in postage costs).  If the School engages well 
with the process prior to the meeting, few final changes or corrections may be needed 
and a printed copy would not be necessary. 
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g) Organisation and Management  
 
Instead of Revalidation Unit Co-ordinators with a special role in managing the 
proposal, the Head of School will be responsible for oversight of school/subject 
preparation. 
 
As at present, the Academic Office will continue to manage these complex events, 
with a nominated member of staff guiding the Head of School in the process and 
internal and external panel members through the resource, from the initial planning 
meeting with the School and Staff Development to the final PRD meeting and sign-off 
of the documentation.  
 
The Academic Office will also provide preliminary comments, as other panel members, 
in advance (rather than on the day as at present) so that the School can rectify errors 
or respond to the issues identified, with subsequent discussion if need be. 
 
An advanced deadline (much earlier than at present – four months) before the 
scheduled meeting will be set by which time the School will have completed, and the 
Faculty approved and therefore released, its preliminary draft ‘document’ to the Panel 
and internal departments.  Panel members and the Academic Office will provide their 
detailed comments on this material within one month.  These comments will be 
‘posted’ to the folder in the site and/or forwarded to the Head of School for attention.  
The School will revise its documentation as it sees fit and provide a commentary on 
how it has addressed these reports [is this commentary required?]. The definitive 
final draft document is then provided six weeks before the event. This replaces the 
preliminary draft in the folder as the current document (although the preliminary draft 
version is held in the ‘history’ of the unit, should access to it be needed).  [Is the panel 
then to provide further written comments?] 
 
This iterative process will add value to the final meeting as the School will be able to 
discuss feedback and act to improve the curriculum and meet the University’s 
regulatory framework before the event. The events will be able to focus on outstanding 
matters and have deeper discussions with course/subject teams around pedagogy.  
Much less work should be required afterwards to achieve final approval and sign-off.  
In addition, Faculties should not need to organise mock events. 
 
There will be a standard agenda and programme to give structure to events and to 
schedule meetings with various groups (see Appendix 3).  Where appropriate this will 
reflect subject discipline/undergraduate/postgraduate dimensions within Schools. 
 
An indicative timeline of the PRD ‘journey’ is given at Appendix 4. 
 

h) Evaluation of New Courses 
 
As at present, new courses will normally be evaluated as separate events except 
where they coincide with a scheduled review.  The process will seek to adopt aspects 
of the new revalidation model but the shorter timeframe, which Faculties use as they 
seek to respond quickly to opportunities, may constrain this.   
 

i) Academic Governance 
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While various approaches are possible in the continuum between devolved and 
centralised responsibility, it seems appropriate to expect, in accordance with principles 
of quality assurance and institutional responsibility, to retain a central role in the 
strategic approval and re-approval of provision which meets applicable standards.  
This approach remains valid as the new model will resemble in some aspects a 
departmental review with scrutiny of whole-school taught provision and review of 
support from support departments. 
 
LTC and its CASC will maintain this oversight.  As the number of annual revalidation 
events will be considerably reduced, CASC would meet less frequently than at 
present.   
 

j) Timing of Events 
 
Events will be scheduled in the October – April period to ensure that students are 
available for meetings. 
 
The timing of revalidation of collaborative courses, especially Foundation degrees, 
may need to be reviewed to follow the internal school-based event so that articulation 
arrangements can be reviewed.  Local and overseas outcentre visits may be organised 
before or after the main panel meeting. 
 

3 INTRODUCTION OF NEW MODEL 
 

It is envisaged that there will be substantial work in 2015/16 to undertake the 
necessary computer system development and to document the new process and 
create the necessary guidance. 
 
Pending the completion of that work, the ‘whole school’ approach and new 
methodology could be tested in 2015/16.  For example the three units in Psychology 
might be combined with one other brought forward from the following year (covering 
eight courses).  The current CMS process could continue to be used to bring together 
CMS generated information (programme specifications (B1); module descriptions 
(new B2)) and Word documents (A, new B3 and B4, C).  These could be hosted in a 
SharePoint folder or exported to a pen drive or other device for externals to read on 
their PCs/laptop, while internal panel members have access to this information from 
the CMS as well. Hard copy would not be issued. 
 
A development schedule will need to be worked out with ISD to ensure the new 
process, including access for external participants, is part of the enhancements to be 
made in the second phase of the CMS project.  It would be intended to introduce the 
new model from 2016/17, fully integrated and accessible from the CMS if the 
technology permits. Depending on progress, some features which lend themselves to 
standardised production, eg course regulations or staff CV, might be added in 
2015/16.  During the test period it may be necessary to maintain the current structure 
of the documentation, thus retaining B4 as the Modules and providing Course 
Handbooks within the current Commentaries (B2), unless the system can cope with 
two models. 
 
A draft schedule based on existing schools and courses will also need to be 
developed.  Some current approvals may be curtailed or extended.   The schedule will 
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be agreed in consultation with professional, statutory and regulatory bodies as current 
five-year cycles will be disrupted.   
 

4 RISKS 
 

(Possible) Mitigation 

  Delays in development of computerised 
system to manage the information.  

 Use shared drives, pen drives and 
copy programme and module 
documentation from CMS and 
course handbooks from VLE or 
other source. 

 
  Portfolio of current provision not 

significantly reduced, so that new units 
are too large and unwieldy: standards 
assurance is compromised, if 
insufficient rigour and robustness in 
process and time commitment for each 
event is too long for panels.  Larger 
units result in lack of attention to 
specific courses.  

 

 Possibility of sub-units for schools 
with very large portfolio.  Extended 
consideration by panel with two 
formal engagements with the 
documentation. 

 Insufficient time in programme may 
mean Panel and Academic Office 
comments (on preliminary and final 
draft documents) may not be addressed 
before meeting. 

 

 Extend timetable further. 

  Failure to meet deadlines as set out in 
timeline impacts on other steps in 
process. 

 

 

  Staff (and panel) resistance to new 
methodology and computerised 
system. 

 

 Burden of documentation reduced.  
ISD to ensure CMS development 
runs to schedule and standard. 

 
  Reduced responsiveness to 

development opportunities, as major 
quinquennial exercise involving whole 
School becomes focus. 

 

 Possibility of sub-units. 

  Document overload. Panel may be 
expected to absorb a substantial 
amount of duplicate information in 
course handbooks and this may result 
in them not reading all sections/material 
provided.   

 

 Willingness of externals to participate. 
 

 Possibility of sub-units. 
 

 While each Handbook will be 
unique where distinct approaches 
taken, it is anticipated that many 
sections may be increasingly 
common across Schools and the 
University.  Much standard text 
already exists.  (This might be 
developed further to assist 
Schools leaving only a small 
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number of sections to be 
customised.)  

 

 The School should highlight 
common sections in Handbooks.   

 
  Draft documentation submitted before 

external examiner reports received for 
events scheduled early in year. 

 Provided events not too early in 
year, externals’ comments can be 
addressed before six week 
submission deadline for 
documentation (except Master’s 
courses). 

 

 Schedule events in semester 2. 
 

  Fewer joint PSRB events which may 
mean changes arising from separate 
PSRB reports having to be processed 
by CA3. 

 

 

  Insufficient time to train academic and 
support staff for 2016/17 
implementation. 

 

 Delay full implementation to 
2017/18. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

25 March 2015 
 
AGF/lh 
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APPENDIX 1 
 

Course/Subject Handbook Template for taught courses 
(Text in italics should be included in Handbook as given) 
 
It is suggested that some material to which students should be directed may be placed on 
the Blackboard course support area, or linked to from that area.  Courses that do not 
require students to have access to the VLE will need to put all the required information in 
the paper Handbook.  Course/Subject Directors should decide the appropriate medium 
through which the necessary information will be provided to students. 
 

Paper 
 

Blackboard (Course Support Area) 
 

1. Introductory Section 
 

 Welcome by Head of School and/or 
Course/Subject Director 

 Guide on use of course/subject 
handbook including direction to 
Blackboard Learn Course Support area 
and explanation of its use 

 Faculty/School/Department location 
and details of School/Department Office 
including opening hours 

 Communication 
Use of notice boards and other means of 
communication, including University 
email 

 Teaching & Learning Charter:  
This Charter is for all students studying 
on a taught course at the University of 
Ulster.  It underlines the University’s 
commitment to the development of a 
partnership in learning and the provision 
of an enriching learning experience for 
its students.  It sets out what you can 
expect from the University and what we 
expect of you in relation to the teaching 
you will receive, how you will be 
supported in your learning and in 
relation to assessment. 
(http://www.ulster.ac.uk/quality/qmau/l&t
charterjuly2013.pdf) 
 

1. Introductory Section 
 
 Welcome from Course/Subject 
Director  

 Photos of Course Team 

 Relation between Course/Subject 
Handbook and Blackboard area 
 
 

 Map of key locations and opening 
hours 
 
 
 

 

 Link to Teaching & Learning Charter: 
http://www.ulster.ac.uk/quality/qmau/l&tc
harterjuly2013.pdf 
 

 
 
 
 
 
 
 
Note: Bold in text indicates additions to Handbook previously in Commentaries as part of PRD. 

 

http://www.ulster.ac.uk/quality/qmau/l&tcharterjuly2013.pdf
http://www.ulster.ac.uk/quality/qmau/l&tcharterjuly2013.pdf
http://www.ulster.ac.uk/quality/qmau/l&tcharterjuly2013.pdf
http://www.ulster.ac.uk/quality/qmau/l&tcharterjuly2013.pdf
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2.  Course Section 
 

 Induction material 
Reference to induction process and any 
materials, and to the ongoing support 
that underpins the first year learning 
experience 

 Programme specification 
Introductory paragraph, explain 
programme specification and how it 
informs learning and teaching 
experience.  Link to online version. 

 Reference to Academic Calendar in 
Blackboard Course Support area  

 
 
 

 Course structure and internal 
coherence and progression within 
course, the nature of the learning 
environment 

 Contact/teaching and study hours, a 
brief description of learning and teaching 
methods and Blackboard usage 

 Learning in Higher Education,  brief 
paragraph on expectations of learners in 
HE, including use of non-contact hours 
for study, use of feedback (see also 
below), and fixed nature of deadlines  

 Course regulations 
Introductory paragraph and weblink 

 Studies Advice 
Nature of Studies Advice system – what 
student should expect.  

 

 Information on modules (including 
choice where applicable) 
Supplemented by more detailed 
information in module handouts and in 
module areas in Blackboard 

 How work will be assessed 
To include brief explanation of University 
marks/grades/classification, use of 
formative and summative assessment, 
assessment criteria (with appropriate 
links), reference to self and peer 
evaluation, as appropriate, anonymous 
marking, and consequences of failure 
(with link to Student Handbook – 
Academic Life section) 

 Sample Assessment Schedule 
The following statement from the 
Student Handbook should be included:  
You will receive information and 
feedback on your performance in 

2. Course Section 
 

 Induction materials 

 Any relevant materials and links (e.g. 
to Skills Plus area (widget will be 
available)) 

 

 Programme specification link 
 
 
 
 

 Academic Calendar with additional 
dates added (reproduced from Student 
Handbook, with significant course dates 
added, e.g. dates of field trips, 1st year 
assessment hand-in) 
 

 
 
 
 
 
 

 Link to Skills Plus area (widget will 
be available) 
 

 
 

 Course regulations 
 

 Indicative agendas for Studies 
Advice meetings (from Guidance on 
Implementation of Code of Practice for 
Studies Advisers) 

 Module information 
 
 
 
 
 
 

 Assessment criteria 
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coursework and examinations.  You 
should note that marks and grades are 
subject to a process of moderation, 
which ensures their validity and 
reliability, and that no result is finalised 
until confirmed by the Board of 
Examiners. 
 

 Feedback and how it can support 
your learning 
How feedback will be given, formative 
and summative, how to use it 
constructively 

 Referencing and plagiarism 
Importance of accurate referencing and 
link with avoidance of plagiarism. 
Introduction to specific style of 
referencing that is to be used by 
students and direction to Blackboard 
course area for supporting materials.  
 

 Definition of Plagiarism  
Plagiarism is the act of taking or 
copying someone else’s work, 
including another student’s, and 
presenting it as if it were your own.  
Plagiarism is said to occur when ideas, 
texts, theories, data, created artistic 
artefacts or other material are 
presented without acknowledgement 
so that the person considering this 
work is given the impression that what 
they have before them is the student’s 
own original work when it is not.  
Plagiarism also occurs where a 
student’s own work is re-presented 
without being properly referenced.  
Plagiarism is a form of cheating and is 
a disciplinary offence. 
 

 Student Declaration of Ownership 
(This should also be used when 
assignments are being submitted 
electronically.) 
I declare that this is my own work and 
that any other material I have referred 
to has been accurately and 
consistently represented.  I have read 
the University’s policy on plagiarism 
and understand the definition of 
plagiarism.  If it is shown that material 
has been plagiarised, or I have 
otherwise attempted to obtain an unfair 
advantage for myself or others, I 

 
 
 
 

 
 
 
 

 Link to Student leaflet on feedback 
http://uusu.org/files/focus-on-feedback-
2011.online.pdf 
   

 

 Materials on referencing in subject 
style  

 Examples of correct referencing and 
plagiarism relevant to subject 
 
 
 
 
 

  Link to Plagiarism Policy: 
In Student Handbook: 
http://www.ulster.ac.uk/studenthandbook 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://uusu.org/files/focus-on-feedback-2011.online.pdf
http://uusu.org/files/focus-on-feedback-2011.online.pdf
http://www.ulster.ac.uk/studenthandbook
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understand that I may face sanctions 
in accordance with the policies and 
procedures of the University.  A mark 
of zero may be awarded and the 
reason for that mark will be recorded 
on my file.   
 

 Electronic Detection System 
At the discretion of the module co-
ordinator, coursework may be 
submitted to an electronic detection 
system in order to help ascertain if any 
plagiarised material is present.  At 
enrolment you have given your 
consent to your work being submitted 
to electronic detection systems. 
 

 Plagiarism Offences 
Where a member of staff suspects that 
your coursework contains plagiarised 
material, you may be asked to attend 
for interview to discuss the piece of 
work.  A record of the meeting will be 
kept.  You may also be required to 
undertake an oral examination on the 
content of your work.  If plagiarism is 
found to have occurred, you will be 
penalised in accordance with the 
Framework of Penalties for Plagiarism 
Offences in Taught Programmes and 
Master of Research (look at the 
Course Handbook in your Blackboard 
Course Support area for the 
framework).  A note will be placed on 
your file and the offence will be 
recorded on the central plagiarism 
register. 
 

 Higher Education Achievement 
Report (HEAR) 
This record of your achievements will be        
developed from the time you arrive at 
the University.  It will contain a detailed 
academic record of modules taken and 
your marks and a record of additional 
achievements, such as volunteering or 
representative roles, additional 
University awards and prizes.  It will 
enable you to present a record of a 
wider range of achievements to potential 
employers or postgraduate tutors, so 
enhancing your employability.  See 
Sections 3, 4 and 5 of this handbook for 
some of the available opportunities. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Link to Framework of Plagiarism 
penalties:  

In Student Handbook: 
http://www.ulster.ac.uk/studenthandbook 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 Link to HEAR information: 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ulster.ac.uk/studenthandbook
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 Other key learning resources 
(Library, Labs, Performance spaces, 
studios) 

 Any additional costs incurred in 
doing the course – books, equipment, 
materials, field trips 

 Copyright:  You should be aware of 
the limits on photocopying and scanning 
materials required by copyright law. 
 
As an individual student what amount 
can I photocopy? 

 You should seek to observe the 
extent limits or so called “safe copying” 
limits of: 

 One article from an issue of a 
journal  

 5% or a chapter from a work 

 Under fair dealing you may only 
copy for yourself. You cannot make 
copies for other people. 

 You may make only one copy of the 
same work. 

 As a general rule you may not copy 
more than the so called “safe copying 
limits” from the same work at around the 
same time (i.e. you cannot copy one 
chapter from a work one day and a 
further chapter for the same work the 
next).  

 Your copying should be for non-
commercial research or private study 
purposes.  

 You should acknowledge the source 
of your copy. 

 
 
 
 
 
 

 Link to Copyright Information: 
http://www.ulster.ac.uk/copyright.html#fa
qs  

3. Course Organisation 
 

 Brief details of staff involved in 
course 

 Roles of key members of staff 

 Course/Subject Director 
A course committee is responsible for 
the organisation and management of the 
course. It is made up of all the academic 
staff associated with its delivery. One of 
these staff is appointed the Course 
Director who looks after its day-to-day 
running. You should contact this person 
if your Adviser of Studies, the module 
co-ordinator or other lecturing staff are 
not able to help you with a particular 
problem or query relating to the course. 

3. Course Organisation 
 

 Staff details 
 

 Expanded descriptions of roles, 
perhaps examples of person student 
might approach with different questions 
(FAQs?) 
 
 
 
 
 
 
 
 
 

http://www.ulster.ac.uk/copyright.html#faqs
http://www.ulster.ac.uk/copyright.html#faqs
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(If relevant) For major, main and minor 
subject strands contributing to modular 
Honours degrees a Subject Director and 
Subject Committee take on these roles 
and a campus co-ordinating group, 
comprising all subject directors, and 
chaired by the Director of Combined 
Studies, consider inter-subject matters. 

 Module Co-ordinator 
Each module has a Module Co-ordinator 
who has overall responsibility for the 
module. The main responsibilities of the 
Module Co-ordinator are: 
• Planning the module and changes to 
the module 
• Co-ordinating and managing teaching 
on the module 
• Co-ordinating the examining of 
students on the module In cases where 
a module is delivered by more than one 
member of staff, some responsibilities 
will be shared. 

 Studies Adviser (edit as necessary) 
Each registered student on a taught 
course is assigned an Adviser of Studies 
who provides guidance in matters 
relating to choice of modules, 
assessment and progress. Students are 
encouraged to talk to their advisers 
about their work and progress and to 
seek assistance, if required, with study 
or examination skills. 
Studies Advisers will be pleased to 
provide students with information about 
the range of support available e.g. from 
Student Support, Chaplaincy, Career 
Development Centre and, if requested, 
will make arrangements for students to 
seek specialist advice or help. 
You will be given the name of your 
Studies Adviser during the first week of 
the semester. You should meet with 
your Adviser at least once each 
semester. Your Adviser will agree with 
you the frequency and format of these 
meetings. 

 Placement Tutor 

 Head of School 

 External Examiner 

 Timetable and attendance 
Explanation of nature of different 
sessions in the timetable and 
preparation for them.  Importance of 
regular attendance and procedure for 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Timetable for year (as soon as 
possible) 
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monitoring and following-up on 
attendance.  Absence reporting. 

 Submission of coursework 
(procedure, submission sheet, location) 

 Changing an optional module  
The University's regulations allow you to 
add or drop optional modules provided 
that you notify the Registry Office on a 
Module Amendment Form signed by 
your Course Director or Studies Adviser 
within the first two weeks of the 
semester in which the module is taught.  
 

 Staff-Student Consultative 
Committee (with reference to Student 
Handbook) 
Explain purpose of Committee, including 
sharing of External Examiners’ reports 

 Procedures for electing Course 
representatives 

 How students provide feedback on 
their learning experience 

 Module Feedback Survey from 
2014 

 National Student Survey  
 

 Extenuating circumstances 
 

 Appeals 
 

 

 Health and Safety 
 

 Rooms used for teaching 
 

 

 Downloadable submission sheet 
 

 Link to Module Amendment Form: 
http://www.ulster.ac.uk/academicservice
s/student/moduleamendform.pdf  
 
 
 
 
 

 

 Further details  and link to Students’ 
Union course rep site: 
http://www.uusu.org/content/783643/  
 
 
 
 
 
 
 
 
 

 Link to EC1 form: 
http://www.ulster.ac.uk/academicservice
s/student/common/ec1form.pdf  

 Information on appeals procedure 
http://www.ulster.ac.uk/academicservice
s/student/appeals.html  

 Enhanced Health and Safety 
information as relevant 

 Maps 

4. Student Experience, Graduate 
Qualities and Employability  
(previous title: Community 
Engagement and Employability) 
 

 Principles underpinning the 
Ulster Student Experience 

 Graduate Qualities 

 Relations with PSRBs (where 
applicable) 

 Opportunities within the 
programme, including 

 Personal Development Planning 
(PDP) (with reference to the Student 
Handbook) 

 Entrepreneurship 

 Creativity 

 Work-related learning 

 Placement (where applicable) 

4. Student Experience, Graduate 
Qualities and Employability   
(previous title: Community 
Engagement and Employability) 
 
 
 
 
 
 
 
 

 Directions for accessing PACE from 
the portal 
 
 
 

 

 Placement information 

 Details of CPPD modules 

http://www.ulster.ac.uk/academicservices/student/moduleamendform.pdf
http://www.ulster.ac.uk/academicservices/student/moduleamendform.pdf
http://www.ulster.ac.uk/academicservices/student/moduleamendform.pdf
http://www.uusu.org/content/783643/
http://www.ulster.ac.uk/academicservices/student/common/ec1form.pdf
http://www.ulster.ac.uk/academicservices/student/common/ec1form.pdf
http://www.ulster.ac.uk/academicservices/student/appeals.html
http://www.ulster.ac.uk/academicservices/student/appeals.html
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 Modules within the CPPD 
framework – brief introduction and value 
of student engagement with these 
additional learning opportunities 

 Opportunity to undertake work 
experience e.g. Tutoring in Schools 
Tutoring in Schools is a programme that 
places University of Ulster student tutors 
in a primary, secondary or special 
school. 
Traditionally popular with students 
wishing to complete a PGCE and 
undertake a career in teaching, the 
programme is however open to any 
student who wishes to gain valuable 
placement experience. 

 Opportunity to study abroad 
Include, as appropriate, reference to 
StudyUSA, Erasmus scheme, 
International Student Exchange 
Programme) 

 Opportunity to work with Social 
Enterprises e.g. through Science Shop 
The Science Shop offers all University of 
Ulster students an opportunity to 
undertake a project with a community or 
voluntary group across Northern Ireland. 
Community groups in need of help put 
forward projects ideas that are then 
offered to all University of Ulster 
students. Students who engage in 
Science Shop activities come from a 
variety of disciplines including, 
architecture, communications, social 
policy, geography, business and 
management, law, environmental health, 
computing and many more. 

 Support provided by the Career 
Development Centre  
The Career Development Centre is 
available to offer friendly and impartial 
help and advice with career planning 
and provide opportunities for you to 
develop your employability skills. There 
are Information Centres on each of the 
campuses. 
Services provided include: 

 A comprehensive range of current 
career information resources, for 
reference and to take away.  

 Access to graduate vacancies for 
permanent employment, placement, 
vacation and part-time work. 

 Regular opportunities to meet 
employers and professional bodies at 

 
 
 
 

 Link to Tutoring in Schools website: 
http://www.ulster.ac.uk/teachlearn/acces
s/tis 

 
 
 
 
 
 
 
 

 

 Any relevant links 
 
 
 

 

 Link to Science Shop website: 
http://ulster.scienceshop.org/home/defaul
t.asp  
 
 
 
 
 
 
 
 
 
 
 

 
 

 Link to CDC web pages: 
http://careers.ulster.ac.uk/  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ulster.ac.uk/teachlearn/access/tis
http://www.ulster.ac.uk/teachlearn/access/tis
http://ulster.scienceshop.org/home/default.asp
http://ulster.scienceshop.org/home/default.asp
http://careers.ulster.ac.uk/
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fairs, forums, presentations and 
interviews throughout the year. 

 Accredited CPPD careers modules 
to help you find out more about career 
options and develop career 
management skills.  

 Access to high quality interactive 
careers resources on Ulster GradNav.  

 Careers Connect – register for e-
mails alerts on current careers events 
and job opportunities  

 Ulster Edge  
The EDGE Award is an opportunity for 
undergraduate students at Ulster. The 
award has been designed to enhance 
the employability of Ulster students by 
providing official recognition and 
evidence of activities outside your 
programme of study.  It is taken in 
addition to your programme of study and 
enrolling is free. 
For the award you will take part in a 
wide range of activities to enhance your 
career prospects and also to show future 
employers you are committed to 
developing your personal skills. 
When you graduate from Ulster, the 
EDGE award will appear on your official 
transcript – giving you the ‘edge’ in your 
career. 

 
 
 

 My Careers’ Tab of the University 
portal http://portal.ulster.ac.uk 
 
 
 
 
 
 

 Link to Edge web pages: 
http://edge.ulster.ac.uk/  
 
 
 
 

5. Other Enrichment 
Opportunities 
 
Other ways that you can get involved in 
University life, enjoy yourself and 
enhance your C.V. 
For example: 

 Students’ Union 

 Clubs and Societies 

 Being a course representative 

 UUSU Volunteering Centre 
The University of Ulster Students’ Union 
Volunteering Centre is here to support 
students who want to lend a helping 
hand in their local community or 
Students’ Union whether they are 
passionate about social change, seeking 
to gain valuable experiences and skills 
or whether they just want to meet new 
friends and have fun.  

 Voluntary organisations e.g. Young          
Enterprise 

 Mentoring schemes 

 Being a Peer Leader (if relevant) 

 Prizes 

5. Other Enrichment 
Opportunities 

 
 
 
 
 

 Link to Students’ Union: 
http://www.uusu.org/ 
 
http://www.uusu.org/ 
 

http://portal.ulster.ac.uk/
http://edge.ulster.ac.uk/
http://www.uusu.org/
http://www.uusu.org/
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 Competitions 

6. Support 
 
It is normal to have questions about your 
studies and University life, and the 
University provides a variety of places 
that you can get information and 
support.  You are encouraged to make 
full use of them to help you with your 
learning in higher education. 
   
Who to talk to: 

 Studies Adviser 

 Course Director 

 Student Support  
There are personal challenges in 
learning and living in the University 
environment. Student Support is a one 
stop shop for services which focus on 
helping you to make the most of your 
time at University and to cope with any 
problems which might arise. We aim to 
offer support for all aspects of your 
personal and academic life while you are 
studying at the University of Ulster. Our 
services are available to all students 
including full time / part time/ e-learners 
Undergraduate, Postgraduate, Masters 
and PhD students. 
All of the services are confidential, 
provided in a supportive atmosphere 
and are staffed by well-qualified 
professionals.  

 Students’ Union (text to be 
provided) 

6. Support 
 
 
 
 
 
 
 
 
 
 
 
 

 Link to Student Support: 
http://www.studentsupport.ulster.ac.uk/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 Link to Students’ Union: 
http://www.uusu.org/  

7. Other Useful Information 
 

 Other charters, policies and codes 
of practice, with an explanatory note on 
how these affect students 
http://www.ulster.ac.uk/studentcharter  

 
 
 
 
 
 
 
 
 
 

 Student Complaints Procedure 
(Refer to Student Handbook – Policies 
and Regulations) 
 

7.  Other Useful Information 
 

 Links as appropriate to: 

  Student Charter and support 
charters for: 

 Learning and Teaching  

 Information Services 

 Student Support 

 Career Development Centre 

 Residential Services 

 International Students  
 
http://www.ulster.ac.uk/quality/qmau/uuo
nly/studentcharter.html 
 

 Link to University pages on 
complaints: 
http://www.ulster.ac.uk/quality/qmau/com
plaints.html  

http://www.studentsupport.ulster.ac.uk/
http://www.uusu.org/
http://www.ulster.ac.uk/studentcharter
http://www.ulster.ac.uk/quality/qmau/uuonly/studentcharter.html
http://www.ulster.ac.uk/quality/qmau/uuonly/studentcharter.html
http://www.ulster.ac.uk/quality/qmau/complaints.html
http://www.ulster.ac.uk/quality/qmau/complaints.html
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Disclaimer 
Details of the course/subject* are set out 
in this Handbook. The University will use 
all reasonable endeavours to deliver the 
course/subject* in accordance with this 
description. However the University 
does not provide education on a 
commercial basis and is largely 
dependent on public and charitable 
funds, which the University has to 
manage in a way which is efficient and 
cost-effective, in the context of the 
provision of a diverse range of 
programmes to a large number of 
students. The University therefore 
reserves the right to make variations in 
the content or method of delivery or 
assessment or other changes if such 
action is reasonably considered 
necessary by the University in the 
context of its wider purposes. [The 
University cannot guarantee complete 
success in placements being secured for 
all students.*]  
*delete if not applicable.  

 

Retention of Information 
You are advised that you should retain 
this Handbook and associated module 
handbooks for future reference. You 
may be asked to provide documentary 
evidence of modules taken and their 
content by potential employers or in 
connection with an application to 
undertake further study. The University 
can provide such details from its 
records, but will make a charge to cover 
the costs involved in conducting 
searches and supplying information. 
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APPENDIX 2 
 

PROGRAMME DEVELOPMENT AND REVIEW DOCUMENTATION FOLDER (INTERNAL PROVISION)  
 

SECTION A: 
OVERVIEW 
 
 

A Strategic Overview 
 
Title page giving Faculty approval date 
List of courses (and short course modules) 
Strategic overview of courses in School [and this sub-unit]; Head of School’s narrative 
giving a commentary on rationale, origins, demand and relationship with other courses 
in the Faculty; projected intakes for next five years; recent and proposed changes to 
courses; research-informed curriculum and teaching; creativity, innovation and good 
practice in pedagogy; standards, related to University and Faculty policies and 
strategies; relations with PSRBs; unless covered at B4 in Handbooks. 
 
Copy of Head of School’s presentation, if available. 

SECTION B: 
CURRICULUM AND 
COURSE/ 
SUBJECT 
HANDBOOKS 

B1 Programme Specifications (For each course/modular subject (with information relating 
to each strand), a summary statement of its main features and learning outcomes in 
accordance with standard template, including structure tables. Generated through 
CMS.) 

B2 Module descriptions For each module in accordance with standard template. Modules 
indexed and grouped by level.  Short course modules listed separately. Generated 
through CMS (currently B4). 

B3 Course regulations In accordance with standard template  

B4 Course/subject handbooks Updated for each course/modular subject in accordance 
with standard template to include a programme specification, summary module 
descriptions, course regulations and to provide information on: 
 

 Internal coherence and progression opportunities 

 Standards  

 Learning and teaching and assessment strategies (to include student support/ 
guidance arrangements, development of study skills, exemplar assessment 
schedule and arrangement for feedback in accordance with Principles of 
Assessment and Feedback for Learning) 

 Relations with PSRBs 

 Arrangements to meet the University’s expectations for Graduate Qualities, the 
Ulster Student Experience, and Employability to include 

        -  Principles underpinning Ulster Student Experience 
-  Graduate qualities 

        -  Widening participation 
        -  Work-based learning 
        -  Personal development planning 
        -  Entrepreneurship training 
        -  Employability, career opportunities, development and progression  

SECTION C:  
RESOURCES   

C1 Resources (physical) 
Description and commentaries on teaching, accommodation, library, laboratory, 
computing and other equipment (General resources need only be described briefly, but 
specialist resources should be detailed. For Library resources specifically identify 
whether they are available from the library catalogues.  Dedicated resources for 
particular courses and separate locations should be clearly identified.) 
 
Maintenance and renewal plans 

C2 Resources (staff) 
Summary statement and brief CVs for all staff contributing to the provision including 
Recognised Teachers (with particular reference to more recent activities).  (These staff 
form the course or subject committees.  CVs should be no longer than 1 or 2 pages.   
A summary matrix indicating which staff contribute to which courses or subject strands 
should be provided.) 

Statement of how the teaching and research areas represented are of relevance to the 
subject 
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Information on the use of part-time lecturers, postgraduate teaching assistants and 
demonstrators, and recognised teachers 

Information on CPD  

SECTION D: 
STANDARDS 
DOCUMENTATION 

  Quality Code Qualification Descriptors 

 Subject Benchmark statements 

 External Examiner reports and responses for last two years 

 PSRB report(s) and response. 

PANEL 
DOCUMENTS 

  Agenda and programme 

 Guidelines for Panels 

 Aide Memoire 

 Previous comments provided by Panel members and Academic Office to School 

 [Summary of response from School?] 

 Report on inspection of resources and other campuses/outcentres 

 Report from ADDL for fully online provision 
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 APPENDIX 3A 
 
UNIVERSITY OF ULSTER 

PROGRAMME REVIEW AND DEVELOPMENT OF XXXX: 

 
A meeting of the PRD Panel will be held on _____________________ at ________________ in 
____________________. 
 
Date 
 

AGENDA  

 
1 MEMBERSHIP 

 
To note that the membership of the Panel is as follows: 
 
In attendance: 
 

2 SCHOOL PROVISION 
 
To note the provision:  [List all courses and specific short course modules included] 
 

3 GUIDELINES FOR PROGRAMME REVIEW AND DEVELOPMENT PANELS 
 
To receive the Guidelines for Panels. 
 

4 STANDARDS 
 
To receive the Quality Code qualification descriptors and subject benchmark statement(s) for [Subject]. 
 
To receive external examiners’ reports for the last two years, [PSRB report] and course/subject teams’ responses. 
 

5 DOCUMENTATION FOLDER 
 
 To note the documents contained in the folder. 
 
 (To receive reports on inspection of resources at other campuses/outcentres.)  
 
6 DISCUSSION 

 
To receive the programme and to discuss with the School the curriculum and support for student learning as 
presented in the programme specifications, module descriptions and course handbooks: 
 
Overview of provision 
Aims and intended learning outcomes of courses/subjects 
Course structures and coherence 
Syllabuses and reading lists  
Learning and teaching and assessment strategies and methods (including support and guidance for students, 
the development of study skills, and arrangements for feedback) 
Research and/or scholarship-informed curriculum and teaching 
Standards 
Regulations 
Ulster Student Experience, Graduate Qualities, Employability 
Physical resources 
Staff resources and staff development 
 

7 CONCLUSIONS AND RECOMMENDATIONS 
 
To note strengths, creativity, innovation and good practice and other aspects for commendation. 
 
To consider the Panel’s conclusions on standards and recommendations regarding approval. 

 

Note all documentation is held in a PRD documentation folder. 
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APPENDIX 3B 
 

 
OUTLINE PROGRAMME FOR PROGRAMME REVIEW AND DEVELOPMENT MEETING  
 
 
DAY 1 
 
9.30 am – 10.30 am Private meeting of Panel 

 
To note the agenda and to identify matters which should be 
discussed with the School. 

 
10.30 am – 11.30 am Tour of Facilities (if required) 
 
11.30 am - 12.30 pm Meeting with Dean and Head of School  
  

To receive the Head of School’s overview. 
 
To consider how the provision fits within the Faculty’s academic 
plans, and to discuss such matters as the Faculty and School 
learning and teaching strategies, staffing and other resources. 

 
12.30 pm – 1.15 pm Private Meeting of Panel and Lunch 
 
 To confirm matters which should be discussed with the students, 

employers and support departments. 
 
1.15 pm – 2.15 pm Meeting with Employers 
 
 [List provided to panel to identify name, role and organisation.] 
 
2.30 pm – 3.30 pm Meeting with Students 
 
 [List – name, course, year] 
 
3.45 pm – 4.45 pm Meeting with Support Departments and Faculty/School 

technical staff 
 
 [List provided to panel to identify name, role and department.] 
 
 [Library, ADDL, Student Support, Employability and Marketing, 

International Department, Staff Development, CHERP, technical 
staff] 

 
5.00 pm Private meeting of Panel 
 
 To review key themes for discussion on Day 2. 
 
 
[15 minutes unscheduled between other meetings not timetabled formally to allow for 
slippage/recapping by panel.] 
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DAY 2 
 
9.00 am – 10.00 am Private meeting of the Panel [Is one hour long enough to 

discuss responses to comments on preliminary draft and new 
comments on final draft for each course?] 

 
10.00 am – 12.30 pm Meeting with Course Teams 
 
 [Individual or grouped meetings depending on the extent of overlap 

in course content and subject discipline.] 
 
12.30 pm – 1.00 pm Panel Lunch 
 
 
1.00 pm – 4.00 pm Meeting with Course Teams 
 
4.00 pm – 4.30 pm Private meeting of the Panel 
 
 To note strengths, creativity, innovation, good practice and other 

aspects for commendation. 
 

To confirm the qualification level of each course. 
 
To confirm the credit value and level of all modules. 
 
To confirm course regulations. 

 
To finalise the Panel's conclusions and recommendations as 
follows: 

 
a) whether the provision within the Unit is current and valid, and 

should be approved; 
 
b) whether intended learning outcomes are being achieved by 

students and the programme specifications are being 
delivered; [Should this statement be removed as 
curriculum to be delivered is likely to be substantially 
revised from what had been offered and so the external 
examiner reports are not an adequate guarantee for the 
future curriculum?  This matter is therefore determined 
through PMS - or change to ‘likely to be achieved’.] 

 
c) conditions of approval, if any; 
 
d) recommendations for further consideration by the Faculty; 
 
e) the date by which a response should be received. 
 

4.45 pm – 5.00 pm Meeting with Dean and Head of School  
 

To communicate the Panel's conclusions and recommendations. 
 
 
 
If no tour of facilities on Day 1, private meeting of panel may commence at 9.30 am.
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APPENDIX 4 
 

PROGRAMME REVIEW AND DEVELOPMENT ILLUSTRATIVE TIMELINE 

 Stage 4 Final Approval 

25 January 2017 +11 weeks Curriculum approved in CMS. 

11 January 2017 +9 weeks Final documentation submitted. 

30 November 2016 +3 weeks Report of meeting approved. 

9-10 November 2016 Week 0 Panel Meeting. 

[26 October 2016 -2 weeks Panel provides further comments?] 

12 October 2016 -4 weeks School provides list of students and employers. 

 Stage 3 Final Draft 

28 September 2016 -6 weeks Final date for submission of final documentation 
by Faculty. 

17 August 2016 -12 weeks Final date of submission of comments by Panel 
members and Academic Office (4 weeks 
extended to 6 because of summer period). 

 Stage 2 Preliminary Draft 

6 July 2016 -16 weeks Final date for submission of preliminary draft 
documentation from Faculty. 

27 January 2016 - 38 weeks Invitations issued to Panel members; support 
departments alerted to schedule of events in 
2016/17 and their expected attendance. 

16 December 2015 - 42 weeks Meeting between Academic Office, Staff 
Development and Head of School to discuss 
CA6, select external panel members, and brief 
on process. 

 Stage 1 Initial Preparation 

4 November 2015 - 48 weeks Return of CA6 by Faculty. 

7 October 2015 - 52 weeks Issue of CA6 for confirmation of courses, 
nomination of potential external members and 
PSRB contacts and comments on proposed date 
of final event. 

______________________________________________________________________ 
Allowance made for one week closure at Christmas and Easter, and in this example two 
weeks’ holiday in July/August period.   
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