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OXFORD UNIVERSITY DEPARTMENT FOR CONTINUING EDUCATION

Proposal for New Course 

A separate proforma is available for a proposal for a Major Course Revision. All sections in the proforma should be addressed,, if necessary by indicating  that the proposal has no implications in the stated area.

SECTION A: OVERVIEW

1. The award

	(a) Subject and title of Award
	

	(b) Level of Award
	

	(c) Nos. of CATS points
	

	(d) QAA Framework for HE Qualification descriptor
	

	(e) Subject Benchmark (if applicable)
	

	(f) Proposed dates of commencement and first examination
	

	(g) Student status (e.g. part-time, non-matriculated)
	


2. The proposers

	(a) OUDCE Proposer(s) / Proposal Contact(s)
	

	(b) OUDCE Division
	

	(c) non-OUDCE co-proposer(s)
	

	(d) Collaborating bodies (inside or outside the University)
	

	(e) Any relevant professional or statutory bodies
	

	(f) Membership of Course Planning Group
	


3. Proposed student intake

	(a) Initial number
	

	(b) Minimum no of students per cohort to make course financially viable
	

	(c) Maximum cohort size
	

	(d) Total no of students on programme at any given time
	


4.         Outline timetable for consideration of proposal

	(a) ATC
	

	(b) Academic Board
	

	(c) Faculty/Divisional Board

	

	(d) CE Board Standing Committee 
	

	(e) Continuing Education Board
	

	(f) Conference of Colleges
	

	(g) Education Committee
	

	(h) PRAS
	


SECTION B: THE COURSE
Please cross refer as necessary to  the attached Programme Specification for the course

1. Purpose

Please state the academic purpose in putting the course forward, together with the objectives it seeks to achieve, including a profile of the students at whom it is aimed.

2. Outline of the course

(a) Describe the ground the course will seek to cover

(b) Give a brief summary of particular regulatory, financial or other issues which have needed to be addressed in framing the proposal.

3. Aims and objectives

(a)
What are the aims of the course?

(b)
What are the learning objectives of the course?

4. Course content

(a)  Please identify by cross-referring to the Programme Specification the main features of the proposed syllabus and curriculum.
(b)
How will the course be taught [class based, on-line]

(c) What is the overall structure and timetable for the course?  [include information on the  contact hours, attendance at Oxford and pattern of classes (weekly, block)]

(d) Has any consideration been given to on-line or distance provision that might relate to the target student population (see section E6)? 
5. Admissions

(a)
What are the admissions criteria?

(b)
How will the admissions procedure work?

6. Assessment 

[This section should explain how the learning objectives are assessed and describe what form the assessment will take.]

a) How will students be assessed?

b) Why is the particular style of examining proposed?

c) What is the academic purpose that the proposed methods are intended to serve?

d) How will they provide an adequate assessment of the student’s coverage of all parts of the course and their performance in the course?

e) What arrangements are proposed to promote academic good practice and to minimise plagiarism or other forms of cheating?

f) In the case of dissertations, extended essays, project work and other examined assignments, proposals should include a statement describing the role intended for the tutor or supervisor(s)
.  

7. Management

What is the management structure for the course? (Please refer both to individual members of staff and to committees, and describe how key decisions/authorisations and day-to-day decisions will be made.)

8. Administration

(a) How many members of academic staff will be involved in running the course?

(b) What provision has been made for the additional workload (especially on the course director) associated with the first year or so of a new course?
(c) How many full time equivalents of administrators and clerical staff (including Registry and IT resources) will be involved in running the course? (Please consult Divisional Manager, Registry Officer, IT Manager, etc., to establish requirements.)

9. Quality assurance and enhancement

How will the quality of teaching and assessment provision be monitored,  reviewed and enhanced? [Please tie this in particularly with  sections of Programme Specification dealing with the evaluation and improvement of quality standards and providing indicators of programme quality. Specific attention should also be given to unusual or innovative aspects of the proposal, such as distance learning, placements.]
SECTION C: RATIONALE

1. Describe how  the course fits in with:

· The Department’s mission statement, 

· Its Five Year Plan and Annual Operating Statement,

·  Existing subject provision within the Department and more generally in the University,

· The Departmental Qualifications Framework.

i.e. please describe why the Department /University should offer the proposed course.

2. What is the expected demand for the course, in terms of student numbers and quality of potential intakes?  [Attach any available evidence from employers, other HE institutions, careers services, etc]
3. What is the rational for the expected demand for this course? [What does this course offer that can’t be found elsewhere; is there sufficient surfeit of students from existing courses offered by other HE institutions;  how popular is the subject across the target audience and what competing courses are available?]

4. What is the medium term (ten year) financial forecast for the course? 

5. What are the views on the case for the proposed course and its suggested format from academic peers inside and outside the University, potential collaborative partners, relevant employers, professional or statutory bodies, any other external advisers? Does the relevant faculty/department in the University support the proposal? [Attach copies of letters/responses]
6. Have the course proposals been reviewed in a final form by two external scutineers? [Attach reports]

SECTION D: RESOURCES
1. Teaching 

(a) What level of teaching resources is required in terms of staff hours and numbers of staff? [Part-time tutors, department lecturers, supervisors]

(b) How will new or extra teaching be provided? [Please mention any issues concerned with its availability within the timescales and at the levels of quality proposed.] 


(c) Have those expected to contribute to the teaching, supervision and assessment indicated their willingness and ability to do so?



(d) Are there any implications for the availability of resources for other courses within the Department?   [Will existing provision have to be given up in order to allow the new course to be offered? Will it be necessary to make adjustments to other parts of the department’s teaching resources in order to release teaching resources for the proposed new course?]
2. Assessment and examining

(a) How many examiners and assessors (internal and external) will be required. 

(b) Can people be found to act as the Chairman of Examiners and examiners?


(c) What arrangements are required for the nomination of examiners?

(d) What fees will be paid for examining?  (If relevant, which of the existing headings in the schedule of examination fees does the assessment fall under?)

(e) What arrangements are required for organisation of examinations?

[Registry Office, Examination Schools involvement]

(f) State the dates and method of publishing of the following: 

i. Timetable of assessment (dates of assessment submissions)

ii. Dates and method of examination entries (matriculated students)

iii. Option choices/titles/special subjects, etc

iv. Any special examination arrangements 

(g) What arrangements are required for publication of results?

(h) What are the procedures in the case of failure to reach the required standard in one or more components of the assessment? What, for example, are the arrangements for re-sits? 

3. Other Resources not covered elsewhere:

a. Library facilities [The librarians of all relevant libraries must be consulted and asked to provide a written statement concerning both the provision of books and any wider resource implications (recurrent and/or non-recurrent, staff and/or non-staff) which should be attached to the proposal.
]

b. Computing facilities [Are students expected to have access to computers independently of the Department? Please consult IT Manager as necessary]
c. Servicing arrangements What equipment, teaching accommodation, residential, catering or common room facilities may be required? (Please consult the Divisional Manager, to establish requirements.) 
d. College provision for Matriculated Students [Have colleges agreed to take students? Please list the colleges which have agreed to take students on this course.  (attach letters confirming this)]

e. Part-time or off-campus study [How is it proposed to meet any needs in this area,  including on-line or placement study? (please attach contracts or other indications  of availablility and cost)]

f. Staff training and development [Please specific any implications of the proposal in these areas.]
g. Language teaching [The Language Centre must be consulted if proposals might carry language teaching implications.]

SECTION E: STUDENTS

1. Profile
(a) What is the expected geographical spread of the students? [local to Oxford, widespread across the UK, overseas] How has this influenced the format and style of teaching and assessment? 

(b) Students who are in full time employment often find it difficult to keep up with their studies if their employer increases or changes their work load.   If it is expected that the students are to be recruited and admitted from a profession that is likely to be demanding, stressful or erratic, what steps have been taken to ensure that employers have agreed to support students from the outset of their studies? 

2. Financial matters
(a) What are the proposed student fees? 

(b) Specify  ‘additional’ costs such as field trips, equipment, unusually expensive books. (When and how will these be made known to potential students? )
(c)  What resources (e.g. scholarships) and what financial assistance are available to meet student costs?

3. Facilities.  
What facilities will all students have access to: working space (including library space);  common room provision; IT provision; study skills; student guidance, pastoral care and counselling and support.

4. Student representation

How will the views of the student body on the course be identified and taken into account in course planning and development

5. Academic environment 

What opportunities will the course provide for other forms of learning , for example from other students?

6. IT skills 

a. What level of IT skills will students require on admission to the course?

b. What level of IT skills should have been acquired on completion of the course? 

7. If the proposed course is to replace a similar course which will then be discontinued, are there vested interests, and how is it proposed to address them? 
8. In the case of postgraduate courses, what arrangement will be made  for Research training ?

ANNEX A


APPENDED SUPPORTING DOCUMENTS

Note: The following documents are referred to in the questionnaire. Please indicate whether or not they are attached to the proposal. (In any case where they are not yet available, please indicate below when they will be ready for consideration.) 

	
	Attached?

	1   A full programme specification
	YES/NO

	2 Written statements

(a) Evidence of demand if available  (C2) 

(b) Support from subject related departments/faculties (C5)

(c) Support from professional accredited bodies if appropriate  (C5)

(d) Approval from two external scrutineers (C6)

(e) Faculty board approval for the appointment of 2 external scrutineers (C6)

(f) From Examination Schools if appropriate  (D2)

(g) From University librarians (D3)

(h) From colleges taking matriculated students  (D6)

(i) From Language Centre if appropriate  (D10)
	YES/NO

YES/NO

YES/NO

YES/NO


YES/NO

YES/NO

YES/NO

YES/NO



	3 Draft regulations
	YES/NO

	4 Draft Conventions 
	YES/NO


Please state when any documents to be included, though not yet available,  will be submitted for consideration

ANNEX B

AUTHORISATIONS

The academic proposal should be read and signed by the following before its submission to Head of Department and to Assessment and Teaching Committee:

Departmental Librarian:
Date:

IT Manager/Director of the CTR:
Date:

Departmental Administrator:
Date:

Financial Controller:
Date:

Registry Officer:
Date:

Director(s) of Studies in relevant subject(s):
Date:

Divisional Manager:
Date:

Divisional Director:
Date:

Director:
Date:







� Faculty/Divisional Board approval will be required for all programmes offered jointly by Continuing Education and another faculty or department.  Courses to be offered solely by the Department will require support from the relevant Faculty: though the proposal is not necessarily considered by a Faculty Board as it may be signed off by key individuals.  A letter of support from the relevant faculty/department should be attached with this proposal.  The proposal should also be considered at Divisional level. The Registry Officer or Secretary to the CE Board will arrange for the proposal to be considered by the relevant party.  


� In EDC’s view, a reasonable involvement might extend to suggesting appropriate reading, discussing contentious points, commenting, where asked, on the proposed structure of an assignment, and reading a first, but possibly only a first, draft of any piece of work.





� A separate checklist is available to help to identify resource implications for the Department’s Library
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