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Guidance for Programme Approval:
Glossary of terms for Programme Development

Glossary of Terms for Programme Development 
	Name
	Definition

	Academic and Professional Process Systems Team
	Responsible for maintaining information about programmes on the University’s systems.

	Academic Calendar/ Academic Year 


	This governs the University’s academic operations and service provision.  It is a single calendar that incorporates an overall academic year for undergraduate students and an overall academic year for postgraduate students alongside concurrent structures for those programmes that require different structures as a result of professional, statutory and regulatory bodies; funding constraints; modes of delivery; or over-riding market constraints.

The year is divided into three terms.

See https://intranet.city.ac.uk/staff/academic-year/ 

	Academic Services
	Academic Services is responsible for supporting:

· Programme development, including 1) new educational developments within the University and through validation and partnerships, 2) programme amendments, 3) programme monitoring

· The enhancement of student learning

· The development and implementation of academic policy

· Appeals, complaints and disciplinary cases, including those associated with extenuating circumstances or academic misconduct

· Admissions

· Educational transitions

The Unit reports to the Deputy Vice-Chancellor and works closely with School staff including Associate Deans (Education) and Programme Directors; validated institutions; the Students’ Union; the Learning Development Centre; and University Academic Leads such as the Dean of Students and the Dean of Validation.

See http://www.city.ac.uk/about/education/academic-services 

	Accreditation
	A process for verifying or approving a higher education programme, or a higher education institution, by an authorised external organisation. Programmes can be accredited by a professional or regulatory body (PSRB).


	Accreditation of Prior Experiential Learning (APEL)
	A process by which credit is awarded for learning derived from a candidate’s life experience which has not previously been assessed and/or awarded credit.  (Senate Regulation 19.9).

See http://www.city.ac.uk/__data/assets/word_doc/0007/68965/guidelines_apl_apel.doc

	Accreditation of Prior Learning (APL)
	A process by which credit may be awarded for learning derived from study at this or another institution which has previously been assessed and/or awarded credit.  (Senate Regulation 19.9).

See http://www.city.ac.uk/__data/assets/word_doc/0007/68965/guidelines_apl_apel.doc 

	Administrator
	The individual member of administrative staff with designated responsibility for supporting the programme director and module leaders in the management and administration of the programme and its modules.

	Approval and Significant Amendment to a programme
	All new programmes of study require approval in accordance with the University's procedures managed by the Deputy Vice-Chancellor (and advised by Education Committee (formerly APPSC)) on behalf of Senate.

The procedure for the approval of new programmes of study and major amendments to existing provision considers academic standards, strategic fit, the quality of learning opportunities and the student experience. 

Any amendment that makes significant change to the market, viability or educational purpose of a programme should be considered at University level as well as Board of Studies level.  This is will enable appropriate University oversight of, and dialogue with, Schools about educational direction and alignment with University Strategy.  This would include, for example, where there is significant revised educational content and learning outcomes or changes to mode of delivery.  Such scale of amendment would be considered through the principles of the process for Stage 1 (followed by Stage 2). 

 

All other types of amendment (Board of Studies Amendments) should be considered at the Programme Approval and Review Committee, which is responsible to Board of Studies for peer-scrutiny of all proposals (see Board of Studies Amendment and Programme Approval and Review Committee).

See http://www.city.ac.uk/about/education/quality-manual/3-programme-development,-approval-and-amendment 

	Assessment
	The method(s) used to assess student achievement.

	Assessment component/elements
	A module may be assessed by one or more pieces of assessment (eg coursework, examination, performance). These are referred to in PRISM/SITS as components.

There is a defined list of assessment tasks that can be used in conjunction with the Key Information Set, SITS and PRISM. This can be found in the Programme and Module Specifications paper considered at the February meeting of the Education Committee.

	Assessment criteria
	Assessment criteria provide mechanisms by which the quality of a student’s performance in an assessment can be measured. They explain what a student needs to demonstrate in order to complete an assessment successfully. These provide the minimum requirement expected of students. Assessment criteria will differ according to the discipline, the type of assessment and the level of the students.
See http://www.city.ac.uk/__data/assets/pdf_file/0008/68921/assessment_and_feedback_policy.pdf

	Assessment specification
	Descriptions of the nature and format of an assessment, providing students with clear information on what they are expected to do, how they are expected to go about it and how their marks will be allocated (either specifically or through reference to assessment or grade-related criteria). (See assessment or grade-related criteria)

The assessment specification is included in the module specification.

	Assessment sub-component
	In some cases the assessment components are subdivided into a lower level (eg if two pieces of coursework are required).  

	Attendance policies
	If attendance requirements are developed as a result of professional, statutory, regulatory or local Board of Studies requirements they shall be laid out in the Programme Specification and the assessment scheme for the programme or module. These requirements shall normally lead to a pass or fail and shall not normally contribute to overall classification.



	Award
	A qualification, or the allocation of credit to a student who has achieved the intended learning outcomes and passed the assessments required to meet the academic standards set by an institution for the award. 

Awards may be divided into modules, units or elements at various levels and with different volumes of study, each of which has attached to it intended learning outcomes and academic standards to be achieved by students in order to receive the final award.  (QAA CoP Assessment Definition of Terms) 
An award name will appear on certificates and transcripts.

	Award Hierarchy
	A ranked set of permissible awards associated with an approved Programme. Interim awards (eg CertHE, DipHE if these are available) together with the final award (eg BSc (Hons)) make up the Award Hierarchy within a Programme.

	Board of Studies
	Committee of Senate, responsible for overseeing programme and module approval and review for an academic area. The Programme Approval and Review Committee (PARC) has authority, delegated from Board of Studies, for approval of programmes and programme amendments.

Boards of Studies are also responsible also for identifying someone to take overall responsibility for the security of assessments.

	Board of Studies  Amendment
	Amendments to programmes or modules where there is no significant change to the market, viability, educational purpose or learning outcomes are made in accordance with the University's procedures managed by the Education Committee (APPSC) on behalf of Senate. They are considered and approved at School level, by the Programme Approval and Review Committee (PARC) on behalf of BoS.

An example of this is where a programme is making changes to satisfy PRSB requirements but where there is no significant impact on market and resources.  Minor editorial amendments are outside of this process and do not require approval.  If in doubt please seek guidance from Academic Services.

	Collaborative Provision
	Educational provision leading to an award, or to specific credit towards an award of City University delivered and/or supported and/or assessed through an arrangement with a partner organisation. 

See http://www.city.ac.uk/about/education/academic-services/validation-and-partnerships 

	Compensation
	Where the Programme Specification identifies modules that can be compensated, the Assessment Board may decide that good performance by a student in one part of the curriculum may be used to compensate failed performance elsewhere, within limits defined by the University Assessment Regulations, on the basis of which credit will be awarded for the module which has technically been failed. Compensation may only be applied if it can be demonstrated that the learning outcomes for the programme have been met.

	Continuing Professional Development (CPD)
	City University offers Continuing Professional Development provision. CPD modules may be credit-bearing and may contribute towards an award.

	Credit


	A quantified means of expressing equivalence of learning (National Credit Guidelines). To progress and/or to be granted an award a student must accumulate a specific number of credits at a defined level or levels. The credit value for a module is drawn from the number of learning hours for the module (scheduled contact hours plus self directed learning hours). City’s Credit Framework sets out the parameters within which credits operate.

See http://www.city.ac.uk/__data/assets/pdf_file/0010/68941/credit_framework.pdf 

	Credit Framework
	City University London’s Credit Framework provides the basis upon which programmes at the University are structured.  Within this Framework, programme teams develop programmes most suited to individual disciplinary contexts, including taking account of any relevant benchmark statements and/or professional body requirements.

See http://www.city.ac.uk/__data/assets/pdf_file/0010/68941/credit_framework.pdf

	Credit Level
	An indicator of the relative demand, complexity and depth of learning and of learner autonomy.  (From SEEC glossary of terms. See http://www.seec.org.uk/ ) 

	Curriculum
	The subject-specific detail of the course being studied, comprised of the modules (both core and elective) offered for a programme or programme route.

	Delivery Mode
	See mode of delivery

	Editorial Amendment [to programmes/modules]
	Programme directors can make editing changes to bring programmes up-to-date without approval for example updating of indicative reading list or other minor changes that do not have an impact upon any systems aspects of the programme data.

	Education Committee (formerly APPSC)
	The Education Committee (formerly Academic Practice, Programmes and Standards Committee (APPSC)) is advisory to the DVC.  It is designed to support the development of academic policy and practice and to support and enhance the maintenance of academic standards.  

See http://webapps.city.ac.uk/adu/university_governance/new/edc/edc.html 

	Educational Aims
	The overarching aims of the programme route or module. These relate to the learning outcomes: programme learning outcomes will also relate to the individual module learning outcomes. Educational aims are provided in the programme specification. 

	Elective module
	An elective module is a module that is defined within the programme specification as optional to the programme and/or programme route. 

	European Credit Transfer and Accumulation System (ECTS)
	European Credit Transfer and Accumulation System is a standard for comparing the study attainment and performance of students of higher education across the European Higher Education Area, which comprises members of the European Union and other collaborating European countries.  See City University’s Credit Framework for equivalence.

See http://www.city.ac.uk/__data/assets/pdf_file/0010/68941/credit_framework.pdf 

	External Adviser appointment criteria
	The requirements against which the University determines the suitability of a potential External Adviser. They are included in the Guidance for External Adviser.

See http://www.city.ac.uk/__data/assets/pdf_file/0016/110284/guidance_for_external_advisers.pdf 

	External Adviser Appointments
	Are made on an ad-hoc basis as part of the programme approval process.

	External Advisers’ report
	External Advisers are required to write a report outlining their considerations of the proposed programme. This is undertaken using a report template provided. The report is submitted to Academic Services following their involvement at School Stage 2 and should provide written confirmation of their comments and suggestions as raised during the meeting. The report is reviewed by the Stage 2 University Programme Approval Committee.

See http://www.city.ac.uk/about/education/quality-manual/3-programme-development,-approval-and-amendment 

	Extra-programme module
	A module from a programme that is made available to students from other programmes and/or from other schools.  The originating programme is the principal programme.

	Formative assessment
	An assessment task which has a developmental purpose and is designed to help learners learn more effectively by giving them feedback on their performance and on how it can be improved and/or maintained. Reflective practice by students sometimes contributes to formative assessment.  (QAA CoP Assessment Definition of Terms)

	Free standing module
	A module which does not form part of a defined programme leading to an award, but may be offered to students outside a programme, for example Language Breadth Modules.

Programmes may decide to make this type of module available to its students.

	Graded
	A module or an individual assessment is graded unless it is assessed on a pass/fail basis only. The standard module pass mark is 40% for undergraduate level study and 50% for postgraduate level study. Any alternative pass mark would require approval as an exception to the Assessment Regulations (this would normally only occur for PSRB reasons). (Senate Regulation 19.5)

See http://www.city.ac.uk/about/education/academic-services/senate-regulations 

	Grade-related criteria
	Grade-related criteria explain what a student needs to demonstrate in order to achieve a

certain grade or mark in an assessment. These enable students to be positioned within

the overall set of marks available for an assessment. These may be customised as

appropriate according to the discipline, assessment type, level of study or the module or

assessment in question.
See http://www.city.ac.uk/__data/assets/pdf_file/0008/68921/assessment_and_feedback_policy.pdf

	HEFCE
	The Higher Education Funding Council for England (HEFCE) distributes public money for teaching and research to universities and colleges. www.hefce.ac.uk 

	HESA
	The Higher Education Statistics Agency (HESA) is the central source for the collection and dissemination of statistics about publicly funded UK higher education. The University makes a number of statistical returns to HESA each year, and as in many cases these directly influence HEFCE funding it is important that information is recorded accurately.

	Institutional Partnerships
	Institutional Partnerships are a particular type of partnership where the partnership may contain a mixture of provision that may be designed and delivered by an approved/ validated partner and/or one or more Schools of the University. To enable consistency of approach and efficiency, the quality and standards of the provision are managed and governed centrally under the Validation and Institutional Partnerships Committee, drawing upon academic expertise of those involved with the provision and external input. Institutional Partnerships will normally be underpinned by an institutional Strategic Alliance Agreement and a strategic level group. 

This is different from Partnership provision, which is managed at School level (see Partnerships) and from validation (see Validation). 

	Interim award (also known as an exit award)
	An award which is available if a student has not met the full credit requirements for their target qualification but has nonetheless obtained sufficient credit for a lower award (eg a Postgraduate Diploma where a Masters degree was aimed for).  In most cases students may not enrol directly for an interim award. Interim awards are only available if approved as part of the programme specification and will not normally be awarded where a student is still seeking to achieve the main qualification.

	JACS Codes
	JACS (Joint Academic Coding of Subjects) is the system used by HEFCE and HESA to identify the subject matter of programmes and modules. The codes relate also to the allocation of funding. JACS is also the basis of the UCAS course coding system. For single honours programmes, it is likely that there will be only one JACS code, but for joint or major/minor programmes there may be up to 3 codes. In the case of modules one JACS code will usually suffice, but it may in a small number of cases be appropriate to apply more than one. Strategy and Planning can provide support on this.

See http://www.city.ac.uk/about/student-administration/transcripts/jacs-codes 

	Joint owned cross school programme
	A programme that is delivered by more than one school.  

	Learning Aim
	All Programmes should have clear and specified Aims.  In the Programme and Module Specifications, learning aims are usually listed within the “summary description” section. 

	Learning Outcome
	A learning outcome defines what a student is expected to be able to do by the end of a period of study. Learning outcomes should be specific, achievable and relate appropriately to the credit level. Module learning outcomes should generally be measurable through the module assessment. Programme learning outcomes may be defined more broadly. In the Programme and Module Specifications, learning outcomes are listed within the “what will I be expected to achieve?” section.

	Level
	From 2010/11 City University is aligning to QAA FHEQ and uses levels 4, 5 and 6 for UG programmes, level 7 for Masters, and level 8 for Doctorates.  Foundation courses previously delivered at HE0 will now be delivered at level 3.

See credit and Credit Framework. 

	Mode of Attendance (or delivery)
	Indicates the basis for student attendance on the programme, most frequently full-time, part-time or by distance learning. In the Programme and Module Specifications, mode of attendance is found in the “type of study” section.

	Module code
	Each module has a unique code which consists of 6 characters. The first two characters indicate the subject area, the third character indicates the level of study, and the last three characters (usually digits) are determined by the School in line with the local coding system. 

	Module co-requisite
	A module which must be selected in parallel with a specific module due to interdependencies in the syllabus.

	Module Implementation
	An adaptation of a module owned by one School for use with permission by another School. Specific rules apply (guidance is available from Academic Services). The most usual form of adaptation is the application of a different assessment pattern to fit the requirements of the second School's programme.

	Module Leader
	The individual member of academic staff with designated responsibility for the management of the module.

	Module Level
	See credit and Credit Framework.

	Module non-requisite
	Two or more modules which overlap in content and which therefore may not be used to provide credit towards a single award. The modules may form part of the same programme or programme route but may not be chosen together by an individual student.

	Module pre-requisite
	A module which underpins another and thus must be successfully completed prior to undertaking a subsequent module

	Module relationships
	Module diets comprise a number of module relationships including core modules, elective choices and co-requisites, non-requisites and pre-requisites. PRISM does not currently support full definition of module relationships.

	Module Specification
	A document which defines the core details of a particular module including definitive information such as learning outcomes and assessment specification. 

	Modules
	Modules are defined by their subject content and their learning outcomes and are usually associated with one or more defined programme route(s). A module specification also requires the following information: module code, credit level and volume, notional study time (in hours), teaching and learning methods, and assessment methods and details.

	Modules – core/compulsory
	A core module is a module that is defined within the programme specification as compulsory to the programme route. 

	Modules – optional/elective core
	An optional core module is a module that is defined within the programme specification as compulsory to the programme route but may be substituted for an alternative core module, or selected from a choice of core modules. (The selection of a given optional core module might be dependent on pre-requisite/co-requisite modules and not necessarily student choice.) 

	Moodle
	The University’s new Virtual Learning Environment, which forms part of the Strategic Learning Environment and started to be used in the academic year 2009-10.  This replaced CitySpace.  Moodle forms a core part of the University’s Strategic Learning Environment


	Part
	A stage of a programme with a defined set of modules and assessment which students must pass to progress to the next Part or to complete the programme. Undergraduate degrees most frequently comprise 3 parts, each equivalent to a full-time year of study. Postgraduate programmes usually only have one part unless there is a clearly defined progression point part way through the programme, which will be fully explained in the assessment section of the programme specification.

	Partnerships
	Partnerships as a term encompasses all collaborative activity except validation (see Validation) and institutional partnerships (see Institutional Partnerships).

Partnership provision usually involves the award of City University London credit or award and operates solely at the level of the programme, normally in one School.  The activity is managed governed at local/School level.

The University also engages in other types of collaborative provision - see Partnerships and Institutional Partnerships.

	Pass requirements
	Pass requirements are determined for each module and for each award. These are stated in programme and module specifications.

	Pathway
	An identifiable component of a programme route.

	Principal Programme
	The originating programme for a module that is offered to programmes in other BOS areas and/or programmes in the same BOS area.

	PRISM
	Prism stands for PRogramme Information and Specification Management and is the name of the single sourcing application which came into operation early in 2008.  

The predecessor application to PRISM was called PMDCS (Programme and Module Data Collection System) which operated between 2002 and 2008.  As of early 2012, the use of PRISM is under review

	Programme Approval
	Programme Approval is required for new programmes or any amendment that makes significant change to the market, viability or educational purpose of a programme should be considered at University level as well as School level.  This is to enable appropriate University oversight of, and dialogue with, Schools about educational direction and alignment with University Strategy.  This would include, for example, where there is significant revised educational content and learning outcomes or changes to mode of delivery.  Such scale of amendment would be considered through the principles of the process for Stage 1 (followed by Stage 2).  

See http://www.city.ac.uk/about/education/quality-manual/3-programme-development,-approval-and-amendment 

	Programme Approval and Review Committee (PARC)
	Responsible to the Board of Studies for the peer-review scrutiny of the development of new or amended programme proposals as well as for the preparations of periodic reviews. The Committee will also normally oversee preparations for PSRB visits for accredited programmes.

	Programme Cluster
	A set of programme routes within a particular subject area with a high degree of interdependency, which may be together for APE and Periodic Review purposes.

	Programme Director
	The individual member of academic staff with a designated responsibility for the management of the programme and its modules

	Programme Route
	A permissible combination of subject or subjects leading to a named award of the University.

	Programme Specification
	A document which defines the definitive and approved elements of the programme.

It has a set template. Information provided in the Programme Specification will feed in to the Key Information Set.

	Programme Structure
	The programme structure defines the number of parts, the number, credit value and level of the modules associated with each part (eg 8 modules each of 15 credits at level 5) and any elements specific to the programme route eg a placement or professional component which falls outside of the credit structure.

	Programme/Programme of Study
	Programme is a course of study leading to an award(s) that has a single set of credit, assessment and progression and award rules.  Within a programme there may be one or more routes, each leading to a different named award. 

	Progression requirements
	A set of rules, located in the Programme Specification, detailing how students may proceed to the next part of the programme.

	Project

Dissertation

Thesis
	An extended piece of work submitted by a student for their first degree as a result of a task which might encompass applying theory to practice.

An extended piece of written work which may include an extensive literature review or a small scale study focused on a topic related to the degree this is being submitted to achieve and this would normally be at master's level.

An extensive report based upon original research conducted for the award of a doctorate.

	QAA
	The Quality Assurance Agency safeguards and helps to improve the academic standards and quality of higher education in the UK. The QAA requires the University to have Programme and Module Specifications. The QAA carry out periodic Institutional Audits of the University. www.qaa.ac.uk

	Qualifying mark
	SITS terminology for the minimum progression mark of an assessment component.  This can be the pass mark for the module or, if programmes allow this, a mark lower than the pass mark at which students are able to progress if their performance in other assessment components justifies this.

	Repeat
	The process by which a student may be offered another resit opportunity.  Repeats can happen as partial repeats with attendance, partial repeats without attendance or full repeats with attendance.  The processes governing repeats are listed in the Assessment Regulations (Senate Regulation 19.6 and 19.7)

	Resit
	The process by which a student may redeem failure in a module or component of a module by undertaking further assessment as specified by the Assessment Board. The processes governing resits are listed in the Assessment Regulations. (Senate Regulation 19.6 and 19.7)

	Resources
	Before a Programme is approved the University must be sure it has the resources to offer that programme (staffing, teaching space, library resources, computer labs etc).

	Route
	See Programme Route

	Self -directed study 
	These are hours a student will spend studying for a module outside of scheduled teaching.  The student determines what they will study in this time although there may be some guidance from a lecturer.  This time is also used to undertake work or preparation for the assessment(s) of the module.

	Service Teaching
	An arrangement where a member of staff from one school teaches a module on a programme that is offered by a different school.  Service teaching involves a financial arrangement between schools for the provision of the teaching. 

	Set
	Where the marks for more than one assessment component are aggregated together (rather than the student required to pass each individually) to achieve the specified pass mark'.

	Shared teaching
	Describes the delivery process where two modules with different codes etc are delivered together.  The delivery may or may not be through a service teaching arrangement.  Shared teaching arises where a module is adapted for another programme of study.  As a result of the adaptation process, a new module is approved and separate code prescribed.  This is appropriate to ensure that there is clarity regarding learning outcomes, academic standards and assessment methods designed to test these. 

	SITS
	The student records system is called SITS (Strategic Information Technology Services) and provided by a company called Tribal.

	Summative assessment
	A form of assessment that is used to indicate the extent of a learner's success in meeting the assessment criteria used to gauge the intended learning outcomes of a module or programme.  (QAA CoP Assessment Definition of Terms). Usually undertaken at the end of a period of learning.  

	Synoptic assessment
	An assessment that encourages students to combine elements of their learning from different parts of a programme and to show their accumulated knowledge and understanding of a topic or subject area. A synoptic assessment normally enables students to show their ability to integrate and apply their skills, knowledge and understanding with breadth and depth in the subject. It can help to test a student's capability of applying the knowledge and understanding gained in one part of a programme to increase their understanding in other parts of the programme, or across the programme as a whole.  (QAA CoP Assessment Definition of Terms)

	Teaching pattern 
	The teaching pattern incorporates the teaching components (eg lectures, group work, workshops, labs) and hours (timetabled contact hours and student self-directed hours). Detailed information describing the teaching pattern is included in module specifications.

	The Framework for Higher Education Qualifications (FHEQ)
	The QAA has set out a Framework for all degrees and other awards made by universities to ensure common standards. The Framework uses “Descriptors” for what is expected at various “Levels” (e.g. Masters Level). One purpose of Institutional Audit is to ensure that qualifications are at an appropriate Level meeting the Descriptors. 

When new or amended modules are considered for approval, consideration of the alignment with the relevant FHEQ level is undertaken.

See http://www.qaa.ac.uk/AssuringStandardsAndQuality/Qualifications/Pages/default.aspx 

	Transitional arrangements
	Refers to students and not programmes and modules. Students register for a specific version of a programme that has specified within it modules. Students either transition to the new version of the programme, route or module or they remain on the version for which they are registered or are currently taking. 

	UCAS/UCAS codes
	The University and College Admission System (UCAS) is a national system which all students (home/EC and overseas fee-paying) must use for applications to full-time undergraduate programmes. Each undergraduate programme is allocated a UCAS code - these are different from SITS codes. www.ucas.ac.uk 

	Updating
	The process by which the University ensures that information about programmes and modules retained in the single sourcing database is accurate. Updating applies to changes to the information that do not require approval through the amendment process

	Validation
	Validation is a process whereby the University recognises the quality and standards of programmes delivered and designed by an approved institution as equivalent to its own. Successful students receive a certificate, diploma or degree from City University London. The quality and standards of validated programmes are managed and governed centrally.

	Weighting - award level
	The weighting of module marks normally relates to the credit value of each module as a proportion of the total credit for a part or an award. Where a programme contains parts, the contribution of each part to the overall aggregate mark for the award may also be weighted (eg for an undergraduate degree comprising 3 parts, the aggregate mark for part 1 may be weighted at 10%, for part 2 at 30% and for part 3 at 60%). The overall aggregate mark for an award will be used to determine classification of the award.

	Weighting - module level
	Weighting of assessment marks may be applied to assessment components or sub-components in order to calculate an overall aggregate mark for a module. The weighting indicates how much each component or sub-component contributes towards the module mark.

	Year
	See Part and Academic Calendar/Year
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Scope


All taught and research programmes leading to an award of City University London











To be read in conjunction with 


Quality Manual Section 3
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