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1.

Scope
e of this cha
apter

1
1.1

This ch
hapter comp
plements chapters 2, 3,4
4 and 5 of th
he Quality & Standards Handbook, and covers
the folllowing proce
edures in respect of sho
ort course prrovision:
 ap
pproval of ne
ew CPD/sho
ort courses [[sections 3-5]
 ro
outine monito
oring and pe
eriodic revie
ew of short courses
c
[sec
ction 6]

2
1.2

This ch
hapter is primarily focus
sed on credi t-bearing sh
hort course provision
p
deeveloped and
d delivered
by Bro
ookes staff (e
either on-campus or at o
other locatio
ons). Additio
onal require ments relating to the
approvval, monitoring and revie
ew of course
es delivered
d, assessed and/or suppported throug
gh
partnership arrang
gements with
h one or mo
ore other org
ganisations are
a covered in Chapter 5 of the
ds Handboo
ok. The Facculty’s link Quality
Q
Assurrance Officeer should be contacted
Qualityy & Standard
for guid
dance on th
he process to
o be followe
ed.
1.3 Note o
on non-crediit bearing sh
hort coursess: the approv
val of non-crredit bearingg short cours
ses falls
outside
e the scope of this chap
pter. Howeve
er, for transp
parency and
d to ensure a good quality student
experie
emic departm
ments shoulld follow sim
milar process
ses to those set out belo
ow. It is up to
ence, acade
the Fa
aculty manag
ging the prov
vision to doccument the approval pro
ocess (throuugh Faculty
AESC//QLICs), and
d the Facultty should ma
aintain their own registe
er of non-creedit bearing provision.
The Fa
aculty should also ensure that certifficates issue
ed to students follow Unniversity guid
dance for a
formal record of th
he achievem
ment of atten
ndance outsiide of a form
mal qualificattion (click on
n ‘certificates’
at https://www.bro
ookes.ac.uk//about-brookkes/corporatte-identity/w
wordtempla
ates/miscella
aneous/#cerrtificates )

2.

Definitions

2.1
1

Short ccourses (sometimes refferred to as CPD course
es) are defin
ned at Brookkes as cours
ses leading to
t
the aw
ward of less than
t
60 aca
ademic crediits, at any le
evel from level 4 to level 7, but which do not lead
to a formal Univerrsity qualifica
ation as defiined in A1.1.2 of the University reguulations. Pro
ogrammes of
o
of 60 creditss or more sh
hould be app
proved throu
ugh the norm
mal processees for the ap
pproval of
study o
progra
ammes leadiing to Unive
ersity awardss, as set outt in Chapterr 2 of the Quuality & Stan
ndards
Handb
book (or, for those delive
ered through
h partnership arrangements, Chaptter 5).

2.2
2

Short ccourses are most comm
monly develo
oped in resp
ponse to a sp
pecific markket or individ
dual employe
er
deman
nd, but existting modules
s already ap
pproved with
hin a Brookes programm
me may also be approve
ed
for ma
arketing as in
ndividual sho
ort courses.

2.3
3

Studen
nts’ access to
t Brookes learning
l
res ources shou
uld be equiv
valent to thatt of other stu
udents
studyin
ng on an existing module, but, beca
ause of the nature
n
of short courses,, teams mus
st ensure tha
at
accesss entitlemen
nts to other support
s
servvices for stud
dents on the
ese program
mmes are cle
ear from the
start (a
and factored
d into busine
ess cases). Early discus
ssions with the Studentt Records & Curriculum
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Management Team and the APQO, regarding the enrolment of students and access to learning
resources and support services, are strongly recommended.
2.4

Short courses may lead to the award of a certificate of credit alongside the transcript, and may be
made up of any number of modules totalling less than 60 academic credits. For single-module short
courses, the title will be taken from the module title; and for multiple-module short courses, a title will
be assigned during the development process and the title for the certificate (if issued) taken from the
programme specification. Students should also be able to use credit from short courses towards a
substantive award, either specified at the time of approval, or through the Open Award Scheme.
Programme Leads should give due consideration to how students might use the credit gained on
short courses.

2.5

Short courses are categorised on the student records system as follows:
Category
Undergraduate
Postgraduate

Level of course
4-6
7

Standard module size
15 credits
20 credits

2.6 Although the University awards all credit, it is the Faculty’s responsibility to produce the certificates
and transcripts for short course provision if they are to be issued alongside the transcript – advice on
format should be sought from the Registry. For short courses being offered in collaboration with a
partner organisation, advice should be sought from the Communications Team
(https://www.brookes.ac.uk/marketing-and-communications/communications-team/ ) on the design
of the certificate, which should be agreed with the partner organisation prior to formal approval of the
course.
3.

Approval process

3.1

The approval process for credit-bearing short courses should enable the University to:
 respond in a timely fashion to the needs of the market a short course is designed for;
 ensure that short courses are appropriately costed;
 assure itself that appropriate academic standards are being set for all its credit-bearing
provision.

3.2

As with proposals for new programmes of study leading to a substantive University qualification,
initial development approval must also be sought for new short courses from the Faculty Executive
Group - or other Faculty group with appropriate authority - as it is important that such provision is
carefully costed in order to set appropriate tuition fees. LPAG approval must be sought for short
courses delivered in partnership with another organisation.

3.3

The format of submissions will vary according to Faculty (or LPAG) requirements, but they should
include the following minimum information:
 rationale for the development of the new programme;
 the contribution of the new provision to the achievement of Faculty and University strategic
objectives;
 evidence of potential market demand, for all proposed modes of study;
 business case, including costs of development and delivery; funding and fees (income)
information; risk assessment; and
 proposed staffing for the course.

3.4

Responsibility for the approval of short courses (home provision) is devolved to Faculty
AESC/QLICs, supported by APQO through the Faculty’s link Quality Assurance Officer. The
approval process is managed by the Faculty AESC/QLIC (in some cases, via the quality sub-group)
and the outcomes reported to University QLIC through the Faculty committee minutes.

3.5

The following documentation should be prepared for course approval:
 Part 1 of the approval report template (T6.1). This document provides the FAESC/QLIC, or
approval panel sub-group, with information and evidence of:
a. the likely demand, course management arrangements, delivery arrangements and schedule,
student support arrangements, learning resources (and access to them), staff delivering,
mechanisms for student feedback, and information about the introduction of the course.
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b. whether the credit gained through the proposed short course can contribute to a higher
award, together with any progression requirements.
c. evidence of externality, including (as a minimum) consultation with an external examiner on a
cognate programme within the department or an independent external adviser, as
appropriate.
d. student/stakeholder consultation (including with Directorates), as applicable.
short course programme specification (T6.2) and module descriptors (using the standard
University module descriptor template T2.8, available via Chapter 2 of the Quality & Standards
Handbook) For single-module short courses, the single-module short course specification (T6.3)
acts as both the programme specification and module descriptor;
handbook to be provided to students;
a sample of the certificate to be issued to successful students (see 2.6 above);
for collaborative provision, an operations manual governing the delivery arrangements.

3.6

The panel should also be provided electronically with relevant reference material, to provide context
for the proposal (e.g. any PSRB standards that apply to the programme), plus guidance note G6.1,
which sets out the approval criteria.

3.7

The documentation should be presented by the team for approval by the Faculty AESC/QLIC, or by
a sub-group of the Faculty AESC/QLIC, as agreed between the course leader and the ADSE.
Where a sub-group is convened, this must include the Chair and/or Faculty PL for Quality Assurance
and Validation, the link QAO, and at least one academic representative from outside the proposing
Department.

3.8

Where a cross-Faculty course or module is proposed, a “home” Faculty must be agreed to oversee
the development, approval and ongoing management, monitoring and review processes. The
meeting approving the proposal, be it the FAESC/QLIC or a sub-group, must include appropriate
panel representation from each Faculty involved in the proposal.

3.9

Where a course is delivered substantially or wholly by distance learning, the FAESC/QLIC or subgroup panel will require a demonstration of the VLE for the course and of the learning materials.

4.

Course approval criteria

4.1

Before the FAESC/QLIC or its sub-group confers an approval decision, programme approval panels
must gain evidence - from the documentation submitted and during discussions with the programme
team - that the criteria set out in guidance note G6.1 have been met, or may be met within a
reasonable period from the panel event, such that conditional approval may be given.

5.

Outcomes of approval

5.1

The Faculty AESC/QLIC Secretary will prepare a short report, using the template for short course
approval reports (T6.1). The report, once confirmed by the Chair (and members of the sub-group, if
convened), will be considered by the Faculty AESC/QLIC (if approved by a sub-group) and by
University QLIC.

5.2

Once any conditions of approval have been met to the satisfaction of the Chair of the Faculty
AESC/QLIC, the completed report template and approved programme documentation must also be
submitted to the APQO. The report and course documentation will also be provided to the Student
Records & Curriculum Management Team, and Admissions.

6.

Monitoring and review

6.1

Teams will need to consider processes and arrangements for the continuing monitoring and review
of courses, and information about these should be included on part 1 of the approval report template
(T6.1).

6.2

Feedback from students
Arrangements must be in place for delivery teams to collect and respond to feedback from students
as part of the continuous improvement of courses.
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6.3

Subject Committees
Short courses must be overseen by an appropriate Subject Committee, normally as part of a group
of cognate programmes.

6.4

Annual Review
Short courses are subject to the normal annual review process as described in Chapter 3 of the
Quality & Standards Handbook, and where possible should be reviewed as part of a group of
cognate programmes.

6.5

Internal moderation
Arrangements should be in place for internal moderation, in line with the Faculty policy, and should
be described in the student handbook.

6.6

Examination Committees
Short courses must be considered at an appropriate examination committee, normally as part of a
group of cognate programmes.

6.7

External examining
Credit bearing short courses are subject to external moderation and should have an external
examiner assigned, in order to assure the University of the standards of the award of credit being
made. It would be normal for an external examiner to cover a number of short courses, or for the
duties of an existing programme external examiner to be extended to include a new short course, as
appropriate.

6.8

Modifications
Modifications to short course provision subsequent to approval should be processed through the
normal procedures described in Chapter 2 of the Quality & Standards Handbook. Modifications will
normally be considered using the minor change process.

6.9

Periodic review
Short courses are subject to the normal periodic review process described in Chapter 4 of the
Quality & Standards Handbook, and should, where possible, be reviewed alongside a group of
cognate programmes within the Department. The documentation required for periodic review is:
 a section in the evaluative statement for the provision under review on the operation and quality
of the short course programme/s, drawing on evidence such as external examiner reports,
student feedback, recruitment and achievement data, etc, and outlining any plans for changes to
enhance the provision;
 programme and/or module specifications.
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