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PUTTING TOGETHER A VALIDATION DOCUMENT
A guide for programme teams
September 2011
How to use this template
This document provides a suggested structure to help you put together your validation document. It is NOT intended to be prescriptive. You may approach your validation document any way you like as long as it serves the intended purpose.  This means it should:

· Provide a clear description of the programme and how it will operate.

· Provide sufficient information for the validation panel to form a preliminary view on the Programme
There is no recommended length for the document as this will depend on the number of modules, length of programme and other factors, such as information you may be required to provide for a professional body. 

Remember: the validation document forms the basis for the Definitive Course Document, although of course there may be additions post validation.  It is also likely that there will be sections which are useful for the validation panel but can be removed from the Definitive Document (for example, information on market research). The Definitive Document will be a key resource for the future, setting out programme regulations, admissions criteria and procedures, progression requirements, and all aspects of programme management. The tone of the document should be factual – what you say here is how you will be expected to run the programme over the next three to five years.
The following suggested format is a guide to help you check you have covered all the important areas.  It has been laid out the way a real validation document might be laid out so that you can, if you want, use it as a template for your own document. Feel free to change the order and add or delete sections which are not relevant (for example, your programme may not include placements or have programme specific regulations). The information to be included is the information that is important to your programme. If you require any advice on what to include, contact the Quality Enhancement Unit (QEU).
Before submitting your document, you may find it helpful to cross reference with the validation checklist. It should be possible to find the answers to all the questions on the checklist in your document.

Quality Enhancement Unit

September 2011
Tips for document production
Producing a validation document can be difficult not just in terms of writing the content. Usually more than one person will be working on it and there will be various versions floating around. The following tips are practical advice for those not regularly involved with handling this kind of process.

(1) Version control. Nothing is more frustrating than finding the document you have spent the last two hours reformatting is not the most recent version. This is easy to do if people are emailing versions back and forth. You can make life easier by using either a shared drive or the Intranet to store the working document. The Intranet has greater flexibility, but a shared drive will do as long as you name each new version carefully to make clear which is the most up to date. Speak to your School Office administrator or School Manager for advice.

(2) Track changes. It is important to accept changes once they are approved to stop the document getting too messy. You can hide the corrections and deletions on your own screen by selecting the Final view but this does not remove them from the emailed or printed document. To do that you have to click Accept all changes in document (the blue tick on a white page). Alternatively, you can go through the changes and decide to Accept or Reject them on an individual basis. 
(3) It is often wise to turn off Track Changes when attempting to change page numbers, paragraph numbers or footnotes. It is also advisable to turn it off when reformatting bullets, margins or tables. 
(4) Tables of Contents. In the following template, the numbered items in the Contents table are cross-referenced to Headings within the document. As you edit the document the page number of each section will change. To correct the Table of Contents right-click on the page number and select Update field (or click on the number and hit F9). The number will change to where the relevant Heading is now located. If you add new sections, you will need to format them as a Heading (style name Heading 1). You will then be able to cross-reference to the Heading in the Table of Contents by inserting a cross-reference in the page number column. 
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1. Summary
	Programme title(s)
	eg BA (Hons) Events Management or MSc Public Relations


	SCQF level of award
	SCQF level of the highest level of the programme: 10 for an honours degree; 11 for Masters; 12 for Professional Doctorate


	Subsidiary exit points
	Lower awards available for students who don’t complete the full programme.
Normal exit points are:

(Honours degree) CertHE, DipHE (both unnamed), BA / BSc (usually named)
(Masters degree) PgCert, PgDip


	Delivered by 
	Only for collaborative programmes where the teaching institution is not QMU


	Professional registration and / or professional body accreditation
	Only for programmes leading to professional registration


	Mode of study
	FT / PT / distance learning


	Duration
	Minimum and maximum time periods for completion, full and part time.


	Division
	Division housing the programme (or supporting it in the case of a collaboration)


	Programme Leader
	Name of programme leader (for a collaborative programme this will be the programme leader in the partner institution, not the academic link person)


	Academic Link Person
	For collaborative programmes only.  It is essential that each collaborative programme has a named link person from the host Division


	Expected student numbers
	Approximate numbers per level per year; if more than one cohort per year make this clear. If for practical reasons there is a maximum number of students you can admit, state the maximum number here.

	
	

	Start date
	Start date of first cohort (or first cohort to be covered by this version of the programme if revalidation)


2. Introduction

The introduction should set the context for the programme. If this is a revalidation of an existing programme, state the date of the last review. If there are any major changes to the programme compared to the previous version (such as a change of name) highlight this here. (You may cross-refer to the review document to avoid duplication of material.) If it is a new programme give an indication of where the initiative has come from.

Summarise the purpose of the programme and whether it leads to eligibility for any form of professional registration. It may be useful to state who the programme is aimed at and why people would want to take it. (eg “This programme is suitable for professional practitioners wishing to enhance their management and leadership skills and also for recent graduates looking to gain skills and knowledge for entry into the sector.”)  
The introduction should also touch on the relationship between this programme and other similar programmes delivered by QMU. 

3. Rationale
In this section you should set out the rationale for developing the programme and the philosophy informing the planning process.

This section is only required for new programmes, or for programmes which are changing significantly. A discussion of the external context and policy drivers that have impacted on programme design should be included here. A comparison should be offered with other similar awards offered locally, nationally and overseas (if applicable). A statement should be included on how the development fits with the University’s strategic plan.

Include statements on:

· The use of external reference points including the QAA Code of Practice, QAA subject benchmark statements and professional body standards

· The use of internal reference points including the University’s QELTA strategy, Student Experience Strategy and graduate attributes
· Any links to enhancement themes or other enhancement-led initiatives.
4. Market research and consultation
Evidence (in a summarised form) of the consultation engaged in the development of a new programme or in making major changes to an existing programme should be provided. This should include details of who was consulted, by what means, the information those consulted received on which to base an opinion (normally the draft programme proposal or a summary) and a summary of their opinions. It is important to remember to discuss both student and employer demand.

Consultation should take place with the following groups:
· Professional and statutory bodies as appropriate;

· Current External Examiners on related programmes or other assessors;

· Students currently on the programme (reviews only) or related programmes;
· Graduates of the current or related programmes;
· Potential employers;
· Service users;
· Others, as appropriate 
The document should also discuss the target market for the programme. This is particularly important where a programme is being put forward for revalidation despite low recruitment in the past. Discuss any plans to increase recruitment from previously under-represented groups, eg disabled students, direct entrants from FE, or students from previously under-represented genders or cultural backgrounds. 
5. Aims and objectives
List the programme aims and learning outcomes.

It is often helpful to categorise learning outcomes under the following headings:

a. Knowledge and Understanding

b. Intellectual Skills

c. Practical Skills

d. Transferable Skills

Overall programme learning outcomes should be aligned with the Scottish Credit and Qualifications Framework. They should also be checked against any subject benchmark statements that may apply. Postgraduate programmes should align with the Taught Postgraduate Framework, while undergraduate programmes at SCQF levels 9 or 10 should link with the University’s graduate attributes.
It is advisable to check during the planning process that all learning outcomes have been taught and assessed. It has been known for teams to forget to do this and find at the last minute that some outcomes simply can’t be achieved!

For undergraduate programmes it is appropriate to list learning outcomes for each individual level. For postgraduate programmes, list the learning outcomes for subsidiary exit awards – there will normally be fewer outcomes for the PgCert, more for the PgDip and all outcomes apply to the MSc.
6. Programme structure
There are various ways of approaching this section, but the key principle is that the panel should be able to see what the programme consists of, what students will be required to do and when, and how it all fits together. (This is a common condition or recommendation.) 
Diagrams are strongly recommended. It might be helpful to test the diagram on somebody unfamiliar with the programme to see if it makes sense to them. A sample diagram for a programme which includes periods of placement is below:
	Semester
	Academic Week 
	Activity
	Modules


	One


	1-14


	Academic


	· Science and Technology

· Professional Studies for Health Professionals

· Introduction to Cancer and its Management



	
	15-17


	Holiday


	

	
	18
	Clinical


	· Work-based Learning 1

	Two


	19-31
	Academic


	· Science and Technology (cont)

· Introduction to Cancer and its Management (cont)

· Radiotherapy Science



	
	32
	Holiday
	

	
	33
	Academic


	Assessment

	
	34
	Holiday
	

	Three


	35-52
	Clinical


	· Work-based Learning 1*
(To include 3 weeks of holiday)

	Four


	1-14


	Academic


	· Radiotherapy and Oncology Practice 1
· Research Methods for Health Professionals



	
	15-7


	Holiday


	

	
	18
	Clinical


	· Work-based Learning 2



	Five


	19-30


	Academic


	· Radiotherapy and Oncology Practice 2


	
	31-34


	Holiday
	

	Six


	35-52 
	Clinical
	· Work-based Learning 2




* students must pass Work-based Learning 1 to proceed to Work-based Learning 2
You should include clear information on:

· Core modules and optional elements

· Sequence of progression between levels / stages

· Routes for part-time students

· Pre-requisites and co-requisites

· Timing of placements (if applicable)

· Timing of projects

· Subsidiary exit points

For optional modules, clarify whether there are minimum numbers required for the modules to run.

You may wish to include a narrative section explaining how the curriculum builds and develops throughout the programme.

Information on the minimum QMU requirements for different awards is available on the Quality website (http://www.qmu.ac.uk/quality/documents/Awards%20Dec08.doc ).

7. Learning, teaching and assessment methods
This should be a substantial section that allows the Panel to get a full picture of how you plan to deliver the programme and all the strategies you will use to develop the students from bewildered freshers to confident graduates. The section should be descriptive and specific.
Outline your educational philosophy and the range of learning experiences students will be offered. Discuss anything unusual about the pattern of delivery, eg week blocks, blended learning, work-based learning. Don’t be afraid to highlight any examples of good practice. And don’t forget to include information about how you will use formative assessment.

Discuss the types of assessment that will be used (normally there will be a range of assessment types – if not, provide a justification). Most panels find it helpful if the various assessments can be presented diagrammatically, eg:

	Level 1
	
	

	
	
	

	Module
	Credits
	Assessment

	
	
	Sem 1
	Sem 2

	Introduction to Stuff
	20
	MCQ (40%) 
	case study (60%)

	Stuff and Society
	10
	2000 word essay (100%)
	

	Practical Stuff
	20
	abstract (100%)
	OSCE (pass/fail)

	Communication Skills
	10
	
	Presentation (80%); leaflet (20%)

	Evidence-based Stuff
	20
	
	3 hour exam (100%)

	Placement
	20
	Assessed by supervisor – pass/fail

	Interprofessional Stuff
	20
	Group project (80%)
	reflective essay (20%)


This allows the panel to see at a glance the variety of skills tested within the programme. A breakdown of which assessments will be due in which semester lets the panel estimate the overall assessment load for students. In the example given above, for instance, the panel might want to ask about the imbalance between student workload in semester 1 and semester 2. 

Panels also frequently ask about consistency in the volume of assessment and the word count for modules with the same credit value. There are no regulations at QMU regarding the expected word count per credit. However, panels will expect you to demonstrate consistency across modules in your programme and to be roughly in line with what happens across the University.
If you make substantial use of group activities for assessment the panel may wish to know more about how group work is marked, criteria for peer marking or use of ‘contribution’ marks, and how you will ensure equity of student experience.

Include a statement on Teachability and provide evidence of curriculum innovation and development to enhance the consideration of equality and diversity at programme and module levels..  The Centre for Academic Practice can provide guidance. (For more detail on Teachability see: http://www.teachability.strath.ac.uk/ ) Have you reflected on strategies for dealing with the potential exclusionary dimensions of the programme; for example, if a student’s cultural or religious beliefs prevents them from engaging meaningfully with every aspect of the curriculum?
8. Placements
If the programme contains any periods of practical placement, either core or optional, it is essential to provide information about how these are organised and assessed. Where the programme leads to professional registration this is particularly important. Normally, separate placement handbooks should be produced and the validation document may cross-refer to those for points of detail. The panel will, however, expect to be able to get the broad gist of how placements are managed from the validation document.
The type of questions panels may ask include:

· How do students identify placements? Are they expected to find the placement themselves or does QMU arrange it? What agreements are there with local employers / NHS trusts to provide places?

· What guidance do students get? Do they have to complete a portfolio? If so, the panel may wish to see this.

· What support is offered to students by QMU while they are on placement?

· What checks are there on the suitability of those supervising the placement? Are the placement supervisors offered any training or guidance? For professional programmes, the panel will expect to see a mentor / supervisor handbook.
· Do the placement supervisors assess the students? If so, what guidance do they receive on this?

Professional and regulatory bodies have detailed criteria regarding all aspects of practice-based learning and these should be referred to. It is also worth checking the QAA’s Code of Practice on work-based learning:
http://www.qaa.ac.uk/Publications/InformationAndGuidance/Pages/Code-of-practice-Section-9.aspx
Where appropriate, comment on any potential issues for individual students regarding the practicalities of placement; for example, if a student’s religious beliefs precluded them from working with LGBT organisations; or arrangements for students with family responsibilities.

9. Admission criteria
Set out the standard entry requirements for the programme, remembering to include any special criteria. Include:

· minimum IELTS score for students whose first language is not English (if this is higher than the QMU standard, provide a justification)

· any requirement for specific subjects of study

· any requirement for work experience 

· any requirement for current work role (eg must have access to a palliative care setting)

· criminal convictions policy

Discuss the options for non-standard entry, admission with advanced standing and Recognition of Prior Learning. A sample statement on this is below:

To enter the MSc International Business, applicants should normally hold an honours degree, or a degree plus substantive work experience, or the equivalent. As this programme is focused as a conversion degree we particularly welcome applicants from non-business related subjects.

In line with the university policy of seeking to offer opportunities to candidates regardless of their personal background and level of educational attainment, the programme team will promote entry to the programme for all students. Practically this means that the programme team will consider:

· Applicants who have obtained an undergraduate general degree level qualification but can demonstrate a period of substantive work experience (e.g. internship; management experience)

· Candidates who have no formal degree level qualification but can demonstrate substantive professional experience and suitable CPD outcomes. 

Applications for non standard entry will be assessed by the Programme Admissions Group to ensure consistency of decision-making . An interview with the applicant will normally be arranged in order to gather evidence. Entry will be based on the following criteria: 
· Evidence of appropriate work experience and supporting CPD activity which maps against the SCQF level descriptors for level 10; 

· A statement of what the applicant has learnt from the above activity, showing how the learning has been at the equivalent of SCQF level 10;

· Evidence of motivation to study at Masters level;

· Supporting references.

It may be appropriate for applicants without academic qualifications to be admitted initially as an associate student. Should they be successful in their first module as an associate student, they may then transfer to the full programme.
At the discretion of the Programme Admissions Group, students admitted to programmes may be given credit for previous postgraduate study on an equivalent programme completed not more than five years previously. Credit may also be given for prior experiential learning. Normally credit given will be specific rather than general, i.e. on a subject for subject basis, and must be Masters (M) level (SCQF 11). The marks or grades achieved in these earlier modules will not normally contribute towards a student’s final assessment mark. No more than half the credit for a QMU postgraduate award may be gained for study outside the institution. Credit may not be given for the Masters dissertation, which must be completed at QMU in order to gain the award of MSc.
It is normal to make reference to the QMU regulations on Admissions, eg “The standard precepts of the University Admissions Regulations apply”. (These can be found on the Quality website:

http://www.qmu.ac.uk/quality/gr/default.htm )
State any special admissions procedures that are used, such as auditions or interviews. Clarify safeguards in place to ensure equitable treatment of all applicants regardless of gender, ethnicity, disability, age, religion, nationality, culture and sexual orientation.
It is good practice to include a statement on the admission of disabled applicants, referring to section 7 of the above Admissions Regulations. If there are professional or regulatory body restrictions/requirements for admission, has this been made sufficiently clear?
10. Regulations
Include a statement: “Unless otherwise stated, the University Regulations apply.” You should include a link to the standard assessment regulations:
http://www.qmu.ac.uk/quality/gr/default.htm#regs
Your programme may have programme specific regulations, especially if it is a professional programme. Before the validation you should check any proposed regulation with the Assistant Registrar (Student Records) to confirm it doesn’t have any unforeseen consequences. 
Some programmes include attendance regulations in relation to key practical classes. Be clear as to how attendance is monitored and what happens when students don’t meet the attendance requirements.

11. Transition arrangements

This is only necessary for programmes which are being revalidated. If any students will be part way through the programme when it changes, set out the arrangements for ensuring they will be able to complete their degree without disruption. If the curriculum is changing significantly it may be simplest to continue to run the previous version of the programme for current students and start the new programme for new students only. Alternatively, you may wish to transfer existing students to the new award. Make clear which option you are going for and how it will work. 
Remember to consider how students who are part-time or who have to repeat or defer will be affected by any changes to the programme structure. Consider also whether modules that are running out will be viable with smaller numbers.
If no transition arrangements are needed, state this and explain why. In most cases, some arrangements will be needed to take account of students who repeat or defer.

In this section you should also explain how students affected by the changes have been informed and consulted.

12. Student support
In this section you should discuss:

· Support for study skills, both within the curriculum and through the LRC and Effective Learning Service.
· Support for students from the full range of diverse backgrounds (age, gender, disability, nationality, ethnicity, direct entrants, part-time / full-time). Going beyond support for individual students, it may be useful to indicate your strategy for developing an inclusive learning community and encouraging all students to feel part of a supportive cohort.
· Personal Academic Tutors – who acts as PATs, how frequent are meetings, whether the PAT will look at draft work.  You may wish to refer to the Personal Academic Tutoring guidance on the quality website: http://www.qmu.ac.uk/quality/gr/default.htm#pol
· Arrangements for personal development planning and how this links to the PAT role, or any assessed elements of the curriculum.
· Opportunities for student involvement in quality processes eg through the Student Staff Consultative Committee or other regular meetings with tutors. For part-time programmes it may be difficult for students to attend formal meetings – what alternative mechanisms can be put in place to ensure the student voice is both heard and formally recorded?
· Careers advice, both from Student Services and from the programme team
Students on programmes delivered at QMU will have access to on-site Student Services. Programmes delivered by collaborative partners should clarify how they will provide an equivalent level of support.

Discuss any special support needs your students may have, depending on the nature of the cohort. For example, the needs of pre-registration Masters students who have already completed a degree will be different to part-time learners who are in employment, rarely visit the campus and have been out of academia for some years.

13. Resources
This can be a fairly short section for programmes delivered at QMU, as it is not necessary to go into detail about the standard facilities available on campus. However, collaborative partners should provide more information about the facilities available at their institutions.

Include statements on:

· Teaching and learning accommodation and equipment;

· Learning resources;

· Central resources and services, including Library, IT, and educational technology resources;

· Others (please specify).

New programmes should not be allowed to proceed to validation until the Portfolio Development Group has confirmed that all resources required can be costed for within budget.  Existing programmes do not need PDG approval unless a significant change in delivery methods is planned.
Collaborative programmes should be clear about the resources to be provided by QMU, eg access to QMU Library and IT facilities – this will need to be negotiated at an early stage in the planning process with the Academic Link Person and relevant staff from support departments.
14. Staff 
Following on from the discussion of resources, it is important to indicate that the staff team is big enough to handle the delivery of the programme and that it covers all the specialisms necessary. Include a statement on the opportunities for staff development and research and, if appropriate, how this is used to inform the curriculum. Teams will be expected to demonstrate commitment to a full range of staff development, including up to date learning and teaching methods and methods of supporting a diverse student cohort. It may also be appropriate to discuss the level of technical and administrative support. It is useful to include information on how new staff are inducted.
For professional programmes, the panel will wish to be assured that a sufficient number of staff are registered professionals. It may be helpful to include information on other existing programmes so that the panel can see how the programme under consideration impacts on the team’s overall workload.
Clarify the extent to which visiting lecturers and other external contributors will be used. If a number of VL inputs are anticipated, include a statement on how they will be co-ordinated to ensure their input is relevant to the learning outcomes.

For collaborative programmes, the panel will need to be assured that there are appropriate opportunities for staff at the partner institution to develop their knowledge and understanding of QMU procedures and regulations.

15. Programme management
Briefly discuss the respective roles of:

· The Head of Division
· The Programme Leader

· The Programme Committee

· The Student Staff Committee

· The Joint Board of Studies (collaborative programmes only)

· The Board of Examiners

· Module co-ordinators

The Quality website is a useful resource:

http://www.qmu.ac.uk/quality/pm/default.htm
It is important to describe the programme management arrangements which will apply in your Division or institution, not merely to copy from the regulations. 

For collaborative programmes only it is useful to summarise arrangements for liaison between QMU and the partner institution, for example:

· Will there be regular staff exchanges?

· How will staff work together to evaluate and enhance the programme?

· For franchise programmes, will module co-ordinators have direct contact with their counterpart at the partner institution?

16. Quality assurance procedures
Quality assurance arrangements for the management, operation and monitoring of the programme, including: 
· student feedback arrangements 
· evaluation mechanisms and how module evaluation data is used
· provision for student representation 
· annual monitoring

· external examiners

The documentation should identify any areas where the programme deviates from the standard University quality assurance procedures, citing the reasons, such as professional and statutory body requirements. This section should also be used to highlight any innovative approaches to quality assurance either planned or in operation.
For collaborative programmes it is useful to note that there will be a signed Memorandum of Agreement setting out respective responsibilities and entitlements of both partners.

17. References
Any documents or sources referred to above.
APPENDIX I

Module Descriptors

Electronic copies of the module descriptor forms and instructions for completion are available on the Quality website (www.qmu.ac.uk/quality/fm).  It is important to ensure that they are completed in full and in a standardised format.  

Particular attention should be paid to ensure the following:

· Module descriptors are complete (including the SCQF level, SCOTCAT and ECTS
 credit value) and standardised;
· Learning outcomes are appropriate for the level;

· Texts cited in module descriptors are reviewed and updated;
· Pre- and co-requisites have been included;
· Notional hours of student effort have been included (10 hours per credit);
· Where there is more than one element of assessment, the weighting between each element is included. Do not, however, attempt to assign weightings between elements of assessment which are marked as pass/fail only.

Some care needs to be taken over the grid identifying the skills and learning outcomes assessed in the module. Not all outcomes need to be assessed, although it is preferable if they are. If you are including a learning outcome that is not assessed, think carefully about why this is. Do not tick all the boxes, A, B, C and D – learning outcomes are unlikely to fall into all four categories. Here is an example of how it should look:

	Learning Outcomes 

On successful completion of the module the student will be able to:
	Assessed in this module
	A
	B
	C
	D

	L3
	discuss the sources of error, bias and other limitations of the major methods of clinical assessment  
	Formative
	√
	√
	
	

	L4
	interpret data and use this data to inform practical interventions
	Summative
	√
	√
	√
	

	L5


	demonstrate the range of clinical skills required to practice within a clinically effective environment  
	Summative
	√
	
	√
	√


Remember you can use the ‘Other relevant details’ box to add in more information that doesn’t fit under other headings.

Programme teams are strongly encouraged to seek advice from the Centre for Academic Practice on the completion of module descriptors.
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Module Descriptor
	Title 
	
	Code (if known)

	
	
	

	SHE Level
	
	Semester & Mode of Study
	
	Credit Rating
SCQF  

	SCQF Level
	
	
	
	ECTS 

	Module Co-ordinator


	

	Module Team


	

	Pre-requisites 
	

	Co-requisites
	

	Prohibited Combinations
	

	Aims

	

	Learning Outcomes 

On successful completion of the module the student will be able to:
	Assessed in this module
	A
	B
	C
	D

	L1
	
	
	
	
	
	

	L2
	
	
	
	
	
	

	L3
	
	
	
	
	
	

	L4


	
	
	
	
	
	

	L5
	
	
	
	
	
	

	L6
	
	
	
	
	
	

	L7
	
	
	
	
	
	

	L8
	
	
	
	
	
	


A – Knowledge and Understanding

B – Intellectual Skills

C – Practical Skills

D – Transferable Skills

	Learning Experiences  

The module will engage the student in the following types of learning experiences:

	

	Assessment Pattern

	

	Can this Module be Anonymously marked?        Yes/No                If No please provide an explanation.

	

	Content

	(A short paragraph to summarise the module content which will be held in ISIS)


	Main Texts

	

	Other relevant details

	

	Signed


	Date




APPENDIX II

Membership of the planning team

Programme Leader

Staff in the Division
Student / graduate representatives (if applicable)

Employer representatives (if applicable)

LRC representative (if applicable)

Service user representative (if applicable)

� ECTS (European) credits are half the number of SCQF (Scottish) credits.
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