ADP 2

Updated August 2011

[image: image1.png]) University
of Worcester





Academic Portfolio Committee

Guidance Notes on submitting an Academic Development Proposal to APC
All academic development proposals, including short-courses and award titles, must be approved by Academic Portfolio Committee (APC) before proceeding to validation or implementation.  It should be noted that approval from APC is approval to proceed to validation and is NOT approval to run the course.
All course proposals must be submitted to APC using the Academic Development Proposal Form (ADP 1).
Please complete all sections of the form.  Failure to use ADP 1 or complete it fully will result in your proposal being returned and not considered by APC.

Notes on the form

Explanatory notes are provided below in relation to each section of the Form.  The form is in Word format and the boxes will expand to allow text entry.  Additional pages/diagrams/supporting evidence may be appended.  In all cases a draft Prospectus Entry should be appended to the proposal.

Resources and costs

The form allows you to record information about the resources required to support the proposal.  This information will be used by Finance to complete a fuller UW Costing Form.  No proposal will be considered unless a full UW Costing Form is submitted with it.  In the case of collaborative courses, a business plan may also be appended to indicate the viability of the proposal from the perspective of the collaborating institution.
The Finance Department will give advice about any queries in relation to these aspects.  In the first instance please address queries to Clive Fletcher.
Supporting signatures

Prior to submitting of the complete proposal please ensure that the relevant Head of Department, Timetabling representative and Information and Learning Resources representatives have reviewed and approved the proposal. Please give sufficient time to address any concerns / issues raised by the above representatives prior to submitting the form to the Secretary.
Please submit the approved and fully completed ADP 1 to the Secretary of the Academic Portfolio Committee.

The deadline for submission of any course proposal is one month prior to the date of the scheduled meeting.  Proposals received after this deadline will be carried forward to the next calendared meeting.  In some instances it may be possible for proposals to be approved by Chair’s action.  Please liaise with the Committee Secretary.

Detailed guidance

	Information required
	Explanation



	
	

	PROPOSAL
	

	Title 
	Proposed title of the (new) programme

	Nature
	Indicate whether new course, additional award,  replacement of existing course, etc

	Start Date
	Month/year in which it is intended to register first intake


	
	

	PROPOSER
	

	Institute/School
	UW Institute or School leading the development 

	Key contact
	Person to whom correspondence should be addressed



	
	

	DETAILS OF PROPOSAL
	

	Award(s)
	Final and interim awards available

	Credits
	Give credit rating of the course (total and number at each level)

	Pathways 
	Indicate if proposal includes single, major, joint, minor pathways (u/g only)

	Mode of delivery 
	Indicate if the proposal is for a course delivered primarily through distance, e-learning or on-line learning, is delivered in evenings and/or weekends, use of summer schools etc

	Regulatory Framework
	Indicate which Framework will apply to the proposal

	
	

	STUDENTS
	

	Intended intake
	Give intended student numbers for each year of the course and intake for the first 4 years of the course.

Indicate clearly the number of FT and PT numbers, please state these as FTEs.

Ignore wastage

	Mode(s) of attendance
	Indicate whether students will be full-time and/or part-time, whether programme includes optional/mandatory sandwich element, or other non-standard mode of attendance

	Funding source
	Please state actual anticipated funding source.  

If HEFCE please state price group/band and value.  With respect to TDA, NHS or any other source of funding, again clearly indicate the actual amount per FTE.

For collaborative provision please again indicate the funding source for the proposal, e.g. HEFCE (indicate price group), TDA, NHS contract, or any other source of funding


	New or Existing Student numbers
	Please state whether the stated student numbers are ‘New’ or Existing.  If using existing student numbers please indicate which programme(s) this relates to.  If this virement of numbers results is a course closure a ‘Course Closure Form’ (ADP 4) will need to be submitted alongside this new proposal

	UW or other numbers?
	Please indicate the status of the student numbers, whether they are UW’s or a collaborative institution’s

	

	COLLABORATION/ACCREDITATION

	Collaborating partner Institution/UW Institute or School
	State whether proposal involves any collaboration with other UW departments and/or partners, give detail of nature of collaboration, including delivery of modules if shared and or by UW staff.  Please ensure that if collaboration is with another UW department, that evidence of discussions / agreements that have taken place, is provided

	Nature of collaboration
	Specify how the collaboration will work

	Site(s) of delivery
	Where will the proposal be delivered?  Specify all sites

	Confirmation of partnership agreement
	Is a formal Partnership Agreement in existence between UW and all collaborating partners?  Please specify for ALL partners

	External accreditation
	State any external body, e.g. PSRB that will be involved in accreditation of the course

	
	

	STRATEGIC CONTEXT

	Relation to institutional strategic plan and departmental plan 

	Proposals should demonstrate a clear relationship with the UW strategic plan in terms of the University’s curriculum profile, level and range of programmes, widening participation, local and regional needs (and/or international factors) and strategic collaboration.   Additionally proposals should show fit with departmental/partner plan and course portfolio (max 250 words)

	

	MARKET

	Intended target market

	Indicate the intended student market for the course, e.g. school/college leavers with A levels and equivalent, mature learners in full-time employment with no/few formal qualifications, top-up for graduates of related FD/HNs, bespoke employer based programme

	Perceived demand from potential students

	Evidence should be presented to show that there is potential demand from students for the course.  This should include details of current demand for similar courses elsewhere (also indicating potential competition), ‘feeder’ courses and progression links with local/regional schools and colleges, together with outcomes of consultations with employers, potential students etc and any market research carried out.

Please ensure that you liaise with Communication and Development to present clear evidence of market demand

	Perceived need for graduates of course

	Evidence should be presented to show there are employment opportunities for graduates of the course.  This should include details of local/regional/national skills shortages, need for professional updating, outcomes of consultations with employers, sector skills councils etc., reference to government and/or other publications of relevance

	Promotional strategy

	Indicate the strategy to be adopted to ensure recruitment to the course.  The strategy should have been discussed with Communications and Development


	STRUCTURE

	Outline of the proposal to include diagram showing modular structure

	Provide an outline of the basic modular and curriculum structure of the course, clearly identifying mandatory and optional modules, new and existing modules.  Ensure that you clearly indicate the length of each module

	

	RESOURCES

	Staffing and resources

	Indicate the resource implications of the proposal.
If existing staff will be used to delivery the programme please indicate the staff FTE.

If the development requires new appointments or staff development again indicate required staff FTE and indicate if it is anticipate that a request will be submitted for additional staffing as part of the University’s Planning Cycle. Also whether applicable indicated where efficiencies and economies of scale will be achieved.

In addition state whether the he proposal makes use of existing resources (library, IT, physical and specialist resources etc) or there will need to be additional investment.  

This section provides the basis for estimating UW costs (see below).  

In the case of collaborative proposals this section should be completed to only show the cost implications for UW no reference should be made to resource implications for the collaborative institution

	Impact on current modules and/or UW timetabling

	If applicable list the modules that are being replaced as a result of the introduction of new modules.  
If only new modules are being introduced, list the anticipated module title and if known the module code.

Clearly state the impact the introduction of the new programme will have on existing teaching resources and implications to the scheduling of the University Timetable 

Please ensure that you discuss this development with Timetabling prior to submission of the proposal

	Excluded subject combinations (UMS proposals only)

	It is not possible for every UMS subject to be studied with all other subjects available in the Scheme – no workable timetable could be prepared on that basis.  Here, please specify all those other UMS subjects which CANNOT be studied alongside the proposal.  Advice on this can be obtained from the Applications section in Registry


The remaining sections of the form are self-explanatory.  Advice on completing the Resources section can be obtained from the Finance Department, as noted above.
