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Introduction 
The purpose of this document is to provide Academic Departments with guidance to completing a 

Course Proposal for consideration via the Course Approval system. 

Within the sections of this document, users will find information regarding the first stage of how to 

create a Course Proposal and then detailed explanations of how to complete each section of the 

form. 

For apprenticeship proposals, information on the approvals process for apprenticeship provision can 

be found in the Course Approval Flow Diagram. Further guidance on completing the approvals form 

for apprenticeship provision can be found in the Course Approval Guidance document. Both 

documents can be found here Apprenticeship Templates (warwick.ac.uk).  

Departments with queries regarding the online workflow, which have not been addressed by this 

Guidance Document, should direct their questions to the Course Approval team on 

courseapproval@warwick.ac.uk.  

Workflow User Tips 
 If there are one or more contributors working on a Course Proposal, the workflow will highlight 

which area of the section that is being worked on and other users must not enter this section. 

 Only one person can work on any given section of the workflow at a time. Two people making 

changes to the same section at the same time will result in one set of changes being wiped. 

Users must select ‘SAVE’ or ‘CANCEL’ when they wish to exit a section. If they simply ‘go back’ work 

will not be saved, the section will highlight that a user is working on this section and the user will be 

exited from the system and taken to an ‘error’ page.

Disclaimer 

This document is intended as guidance material only and should not be considered as a substitute 

for reading the relevant documentation (regulations, conventions, subject benchmarks etc.) 

highlighted within the guidance. 

https://warwick.ac.uk/study/degreeapprenticeships/universitystaff/templates/
mailto:courseapproval@warwick.ac.uk
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Checklist 
Below is a checklist for Academic Departments to ensure they have uploaded all supporting evidence 

in any of the relevant sections of the proposal form: 

SECTION DOCUMENTS REQUIRED UPLOADED? 

Section 1: General Information 

External Assessor's report 

Response to External Assessor's 
report

Consultation with Student Staff 
Liaison Committee(s)

Consultation with other Departments 
within Warwick

Consultation with external institutions 
(where appropriate)

Section 4: Finance

AASC finance upload / degree 
apprenticeship financial model 
spreadsheet (for apprenticeship 
provision only)

Section 7: Route Specification  

Core and optional core MAP forms –
all core modules and optional core 
modules should be approved prior to 
submitting the course proposal for 
University Level Review (only required 
to be uploaded when not listed in the 
Module Catalogue) 

Section 8: Collaborative 
Learning

External documents

Statement of support from the Course 
Director (partner institution)

Statement of support from the 
Director (partner institution)

Section 11: Apprenticeship 
Provision  

Apprenticeship provision section 
(Word document) 

Consultation with employers  
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Creating a Course Proposal 
Creating a Course Proposal

 To begin creating a Course Proposal, upon entering the 
Course Approvals online workflow, proposers will be 
presented with the following green ‘Actions’ button.  

 Clicking on this will allow you to select ‘Create New 
Proposal’ where proposers will need to complete the 
‘Stage 1 Details’.

Stage 1 Details 

New Course Title 

 Enter the proposed title for the proposed new course 
excluding the award title. 

 Once the proposal is created, there is the option to amend 
the course title under the ‘General Information’ section at 
a later stage if necessary. 

Academic Year 

 Select the academic year in which the Department are 
proposing that the new course’s first intake will start from 
the drop-down menu. 

 Once the proposal is created, there is a field under the 
‘General Information’ section where the exact start date is 
to be detailed. 

Length in Years 

 Select the proposed length of the course (in years) from 
the drop-down menu. 

 For apprenticeship provision, this should be the length of 
the whole apprenticeship including the EPA period. 

 Once the proposal is created, there is a field under the 
‘General Information’ section where the exact course 
Length will be determined in the correct units. 

Department 
 Begin typing in the name of the Department that will ‘own’ 

the course and a drop-down list will appear from which 
proposers should select the correct Department. 

Contributors

Current Contributors 

 This field will be auto populated with details of the original 
proposer. 

 If the staff member creating the proposal is not intended 
to be the course proposer, there is a field under the 
‘General Information’ section where the correct member 
of staff can be selected. 

 Course Proposers can add Departmental staff, as well as 
members of staff from other Academic Departments and 
the Professional Services Teams, to review the content 
included within the Course Proposal.  

 Departments are strongly advised to liaise with the 
Professional Services Teams at Departmental stage to 
mitigate any delays once the proposal has been submitted 
for University-level scrutiny. 

Staff Member 

 The original proposer can add any other member of staff 
that they wish to contribute to the proposal- 

 Begin typing in the surname of the member of staff that 
the proposer would like to add as a contributor and a drop-
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down list will appear from which the proposer should 
select the correct staff member. 

 Once the proposal is created, there is the option to amend 
or add more contributors to the proposal at a later stage. 
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Editing the Course Proposal  

Section 1: General Information 

Summary of Changes 
 Outline the course changes being submitted within the 

proposal.  

Select FHEQ Level 

 Refer to the Frameworks for Higher Education 
Qualifications of UK Degree-Awarding Bodies 
(Qualifications Frameworks) from the UK Quality Code for 
Higher Education.  

 For apprenticeship provision, also refer to the Institute for 
Apprenticeships. 

Award Title 

 All Award Titles currently available at Warwick are listed in 
Ordinance 8.  

 N.B: The introduction of a new award title will require an 
amendment to Ordinance 8, necessitating approval by both 
the Senate and the Council twice.  

Course Title 
 The title of the course should be concise, clear, and 

distinguishable from other courses. 

Exit Qualifications 

 The exit qualifications table will be determined by the 
FHEQ level selected. 

 ‘Award Available’: Proposers should select the levels of 
award available for students to exit the programme at. 

 ‘Direct Recruitment’: Proposers should select the levels of 
award available for entry on to the programme. 

Credit Weighting 

 Credit weightings are expressed in percentages.  

 Some degrees have different schemes for combining 
module results from the years of study to calculate the 
final overall result for the course. 

 A three-year Honours degree for Arts and Social Studies is 
typically weighted as:  
Year 1: 0% Year 2: 50% Year 3: 50% 

 A three-year Honours degree in the Faculty of Sciences is 
typically weighted as: 
Year 1: 10% Year 2: 30% Year 3: 60% 

 Where students take an intercalated year, the assessment 
is not usually counted towards the degree classification.  

Placements 
 If the programme includes Placement Learning, select ‘yes’ 

to enable Section 8: Placement Learning to become 
available for completion within the proposal.   

Is this a Collaborative 
Programme? 

 If the programme is collaborative, select ‘yes’ and 
complete the further questions to enable Section 9: 
Collaborative section of the form to become available for 
completion. 

 Apprenticeship provision is classed as being collaborative.  

Mode of Study 
 Select from drop down list if the course will be Full-Time, 

Part-Time of Distance Learning. 

Mode of Delivery 
 Select from drop down list where the course will be 

delivered and provide further details in the free text box if 
needed.  

http://www.qaa.ac.uk/en/quality-code/the-existing-uk-quality-code/part-a-setting-and-maintaining-academic-standards
http://www.qaa.ac.uk/en/quality-code/the-existing-uk-quality-code/part-a-setting-and-maintaining-academic-standards
http://www.qaa.ac.uk/en/quality-code/the-existing-uk-quality-code/part-a-setting-and-maintaining-academic-standards
https://www.instituteforapprenticeships.org/apprenticeship-standards/?
https://www.instituteforapprenticeships.org/apprenticeship-standards/?
https://warwick.ac.uk/services/gov/calendar/section2/ordinances/degreesdiplomascertificates/
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 To select multiple modes of delivery, hold the ‘ctrl’ button 
down whilst making selections. 

 For apprenticeship provision, please provide more detail 
(such as if delivery is block or day release).  

Closed Course 

 Closed Courses are programmes that are not open for any 
applicant, and open only to specified candidates (typically 
cohorts from a specific organisation).  

 If the proposed course will be a Closed Course, select ‘yes’ 
and provide details in the box underneath. 

Does this Course replace an 
existing Course? 

 If the proposed course is replacing an existing Course, 
select ‘yes’. A drop-down box of existing Courses will 
appear and proposers are to select which course is to be 
replaced. 

Course Proposer 

 This field is automatically populated with details of person 
who has created the proposal. 

 If a different member of staff should be detailed, delete 
data from field and type in correct person’s surname and 
any member of staff becomes available to select. 

Start Date 

 Input all fields of the date the course is proposed to start, 
or, if amending a course, the date the changes will come 
into effect. 

 For Undergraduate Courses, proposals need to be 
approved two years in advance of a new course starting. 

 For Postgraduate Courses, proposals need to be approved 
18 months in advance of a new course starting. 

 For apprenticeship provision, there is greater flexibility in 
start date to meet employers needs. The start date will 
have been agreed in principle during the Outline Approval 
Stage. 

Length of Course 
 Select the appropriate unit from the dropdown box ('years’ 

is usually most appropriate). 

 Confirm the length of the course in the free text box. 

Expected Recruitment 

 Select the expected range of students per year from the 
dropdown box. 

 Provide the number of students expected to recruit to the 
course in the free text box. 

Entry Requirements 
 Provide an overview of the course Entry Requirements. 

 N.B: Section 3: Typical Academic Entry Requirements will 
request full details for the Course. 

External Assessor Details 

 Provide the name of the external assessor in the free text 
box. 

 Departments are required to seek external advice in the 
development and planning of new courses. 

 This advice should be sought from a senior academic with 
direct experience of a related degree course in an 
academic institution of comparable standing to the 
University of Warwick. 

 This person should not be a current external examiner. 
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 The External Assessor should have sight of all Core modules 
and Optional Core modules to inform their assessment of 
the proposal.

External Assessor's Report 

 A report from the external adviser is to be attached via the 
upload facility. 

 Comments should be provided on the overall curriculum 
design, the academic content and skills development, 
balance of core and optional elements, methods of 
assessment, collaborative aspects (if appropriate), student 
support arrangements, distinctiveness of the proposals in 
relation to other similar subject provision in the UK, 
alignment with the relevant QAA Subject Benchmark 
Statements, alignment with the Framework for Higher 
Education Qualifications. 

 For apprenticeship provision, comments should also be 
sought on the alignment with the relevant standard.  

Response to External 
Assessor's Report 

 A report from the Course Proposer in response to the 
report from the External Assessor is to be attached via the 
upload facility. 

 Comments should be provided on the advice given and 
providing response as to how the Department will/have 
addressed any issues that they may have raised. 

Professional, Statutory or 
Regulatory Body (PSRB) – 
Recognition or Accreditation 

 A number of the University’s Courses are subject to various 
forms of accreditation, validation and inspection by 
professional, statutory and regulatory bodies (PSRBs).  

 Click ‘Other’ and provide details in the free text box below. 

 Departments interact directly with PSRBs, supported by 
EPQ. This recognises that colleagues in departments are 
best placed to engage with their own professional bodies, 
particularly as dialogue often extends well beyond 
discussion of educational and curricular matters. EPQ 
offers support to departments in their engagements with 
PSRBs on teaching and learning issues as well as 
accreditation and validation visits.  This is formalised in the 
PSRB Engagement Support process. 

Consultation 

 Early consultation with other stakeholders is required 
within the Course Approval process. Evidence of this is 
pivotal and must be provided within the proposal 
submission. 

 For apprenticeship provision, please make brief reference 
to the employers that have been engaged. Further detail 
will be captured in Section 11.  

Consultation: Student Staff 
Liaison Committee 

 Confirmation of consultation with students is required for 
all changes, however minor, and details of their 
endorsement or concerns should be provided. 

Consultation: Other Depts 
within Warwick 

 Confirmation of consultation with other departments 
within Warwick is required. Evidence can be supplied in the 
form of a statement or email correspondence. 

 Details of the departments consulted should be provided 
with in the details free text box. 

http://www.qaa.ac.uk/en/quality-code/subject-benchmark-statements
http://www.qaa.ac.uk/en/quality-code/subject-benchmark-statements
http://www.qaa.ac.uk/en/quality-code/the-existing-uk-quality-code/part-a-setting-and-maintaining-academic-standards
http://www.qaa.ac.uk/en/quality-code/the-existing-uk-quality-code/part-a-setting-and-maintaining-academic-standards
https://www.instituteforapprenticeships.org/apprenticeship-standards/?
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 Evidence of this consultation is to be provided via the 
‘Statement of Support’ upload facility. 

 If the proposal includes any content that may overlap with 
another department, the Course Proposal Scrutiny Panel 
will be composed to include a representative from said 
department(s) to ensure that there is no duplication of 
offering and full consultation has taken place. 

Consultation: External 
Institutions 

 Confirmation of consultation with external institution(s) is 
only required if the external institution is contributing to 
the Course. 

Brief Description of Course 
 A description of the course is to be detailed within the free 

text box. 

University/Department 
Strategy 

 Comments as to how the proposed course will fit within 
the University and Departmental strategies should be 
provided within the free text box. 

 Relevant information can be found on the University 
Strategy webpage.  

Diversity of University 
Population 

 Comments as to how the proposed course will diversify the 
University population should be provided within the free 
text box. 

Does your programme involve 
a partner organisation in any 
aspect of its conception, 
delivery or award 

 If the proposed course has had any involvement from a 
partner organisation in any aspect of its conception, 
delivery or award, select ‘yes’ and provide answers to the 
questions that appear. 

 For apprenticeship provision, it is a condition of ESFA 
funding that higher education providers must ensure that 
the programmes they offer are designed to enable the 
apprentice to develop the knowledge, skills and behaviours 
(KSBs) specified in the relevant apprenticeship standards. 
Please ensure that it is clear how employers have been 
involved in these stages of the Degree Apprenticeship. 
Please upload any supporting documents and dates of 
relevant Degree Apprenticeship Development Workshops 
and any letter of intent from employers.  

Provide names of collaborative 
partner(s): 

 Provide details of any collaborative partner(s). 

 For apprenticeships, this information is captured in Section 
11.  

The collaboration is 
international 

 If the proposed course has an international collaboration 
element, select ‘yes’ and provide details within the free text 
box that appears. 

Has all of the academic content 
of the programme been 
created/conceived by Warwick 
staff alone? 

 If the proposed course has not been created/conceived by 
Warwick staff alone, select ‘no’ and provide an explanation 
as to which elements of the course content have been 
created by the partner. 

Will the partner organisation 
be jointly or independently 
awarding a qualification in part 
or wholly linked to this 
programme? 

 If the partner organisation be jointly, or independently, 
awarding a qualification in part or wholly linked to the 
Course, select ‘yes’ and provide details within the free text 
box that appears. 

https://warwick.ac.uk/about/strategy/
https://warwick.ac.uk/about/strategy/
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Does the programme involve 
non-Warwick staff from the 
partner in: 
Teaching/Assessment/Other 
facilities, resources, 
recruitment etc.) 

 If non-Warwick staff from the partner organisation will be 
involved in teaching or assessment or Other, select ‘yes’ to 
the relevant sub-headings. 

 If answering ‘yes’ to ‘Other (facilities, resources, 
recruitment etc.)’, provide details within the free text box 
that appears. 

 For apprenticeship provision, please add any further 
information on non-University staff involvement in the 
delivery of the course. This should include recruitment and 
selection, admission, work-based learning mentoring and 
formative/summative assessment. 

Is the proposed collaboration:

A validation arrangement 

 A validation arrangement – process by which Warwick 
authorises an award, or a programme, conceived and 
delivered by another organisation as of an appropriate 
quality and standard, to lead to an award from the 
University of Warwick. 

A franchise arrangement 

 A franchise arrangement – process by which Warwick 
authorises another organisation to deliver (and sometimes 
assess) part of, or all of, a programme created, developed 
and approved by the University of Warwick. 

A “closed course” 

 A “closed course” - where the University is contracted to 
deliver a programme for an external organisation and for 
which admissions to a programme will be restricted to 
candidates as articulated by the partner, usually a group of 
its employees. 

 For apprenticeship provision, please respond here if the 
programme is ‘closed’ so to be delivered to only one 
employer. 

Does the programme require 
students to travel 

 Proposer are to make the appropriate selection if students 
are required to travel abroad, to a non-Warwick site in the 
UK, or both, as part of the proposed Course. 
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Section 2: Programme Management 
Home Department  Provide the name of the Department that the course will 

belong to. 

Examination Board for 
Programme 

 If the course will be attached to an existing Board of 
Examiners, select ‘no’ and provide details in the box below. 

 Selecting ‘yes’ indicates there will be a bespoke Board of 
Examiners for this course. 

External Examiner
Requirements 

 If the course is to be considered by a new External 
Examiner, select ‘new’. 

 If the course is to be considered by an existing External 
Examiner, select ‘existing’ and select External Examiner by 
adding criteria. 

Admissions Procedures and 
Requirements 

 If there are any special recruitment or admissions 
procedures required for the proposed Course, select ‘no’. 
For example: for 2+2 degrees, part-time degrees, PGCE, 
which do not use the traditional UCAS or postgraduate 
admissions procedures. 

 If no, provide details of the specific requirements in the 
free text box. 

  Select ‘yes’ if this course meets standard admissions 
requirements. 

Student Support and Guidance  Provide details of the Student Support and Guidance that 
will be provided for students on the course. 

 For apprenticeship provision, please state what the 
University will provide and what the employer will be 
expected to provide.  

Monitoring and Evaluation  Provide details of how the course will be monitored and 
evaluated, including how the quality of the course is 
managed at departmental level. 

 For apprenticeship provision, please detail the monitoring 
and evaluation process that follows the apprenticeship 
lifecycle. This should briefly include all stages from course 
conception through to EPA and graduation. Please ensure 
that all aspects are referred to, including the institution, 
department and external monitoring and review. 

 For apprenticeship provision, please provide details of the 
recording of feedback from the apprentice, employer and 
University work-based learning mentors. Special attention 
needs to be given to how tripartite meetings will be 
conducted and how the details from the meeting are 
captured and shared with the line manager, mentor, and 
apprentice. 

 For apprenticeship provision, please note that all degree 
apprentice programmes will undertake an annual 
programme review. Each apprentice will also have an 
annual review as part of the Tripartite Review process. 

Teaching Staff  Provide list of all teaching staff that will be involved in 
delivering the Course. 
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Proportion of Course taught by 
PT, Temp or Teaching 
Assistants 

 Provide the proportion of the course that will be taught by 
part-time, temporary staff or teaching assistants as a 
percentage. 

Proportion of Course taught by 
Non-University Staff 

 Provide the proportion of the course that will be taught by 
non-University Staff as a percentage. 

Delivery of Course Dependent 
on New Staff 

 If the delivery of the course is dependent on new staff, 
select ‘yes’ and provide further details in the free text box. 

Delivery Readiness Review 
Needed? 

 If ‘no, provide the review date and details in the box below. 

QAA Subject Benchmarks  Please provide information on the relevant QAA Subject 
Benchmark in the free text box. 
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Section 3: Market Analysis and Intelligence 
We recommend that this form is completed at an early stage in the new course development 
process. Please contact insight@warwick.ac.uk for additional information.
Research has shown that the following factors contribute to the successful launch of new 
programmes: 

 the field of study is in demand 

 low levels of competitive intensity 

 the title is appealing (and reflects market rhetoric) 

 optimal timing of launch into market 

This section of the form aims to capture key information relating to the above to assess likely 
demand. Two dashboard reports are available on the Strategic Planning and Analytics website
which can be used to assist you in completing the form. The following are available:  

1. Course Market Position dashboard & reports – Analysis of 1st Year UG UCAS applications, 
accepted applicants and HESA enrolments. 

2. Course Title and Enrolment Search report – Allows users to input any course title 
keywords and return student enrolment data by course / institution. 

If you cannot access any of these intranet pages please email dashboards@warwick.ac.uk
NB: not all questions will be relevant to all programmes, please leave blank any that are 
irrelevant. 

Stage 1 – Defining the Programme Offering

Who do you expect to be the 
likely target student audience 
for the programme? If 
applicable, what do you expect 
their background to be? 

 Provide details of the course target audience and what the 
background of these candidates is likely to be. 

 For example: overseas students, current Warwick UG 
students, UK students studying A-Level Maths. 

What are the key selling points 
of the course, and why would a 
potential student want to 
enrol? This might include 
aspects of employment which 
would have particular appeal. 

 Provide details of the key selling points of the course and 
reasons as to why it will attract applicants.  

Stage 2 – Demand Indicators

How large is the current market 
for the potential course area? Is 
it a new market? Is it growing 
or declining? How is demand 
changing for the Russell Group? 

 Provide details of the current market size and if it is 
growing, declining or remaining the same. Evidence of 
research to support this to be included. 

Is the market largely UK or 
overseas? Is the UK/ overseas 
market growing or declining? 
Which countries? 

 Provide details of the current market base, and whether 
this is largely UK or overseas.  

 Provide details of growth or decline and the countries the 
market is based in. 

What is the A level attainment 
of those studying related 
subjects? Are certain grade 
boundaries growing/ 
declining?  

 For undergraduate programmes, provide details of A-Level 
requirements in those subjects relating to the proposed 
Course.  

 Provide comment on any grade boundaries where there is 
particular growth or decline. 

mailto:insight@warwick.ac.uk
https://warwick.ac.uk/services/spa/
mailto:dashboards@warwick.ac.uk
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Has any market research or 
consultation with stakeholders 
(potential students, careers 
advisors, teachers, parents, 
alumni, employers) taken 
place? This could be to gain 
opinion on the proposed 
course, to be involved in 
designing the curriculum or 
placements, or to establish a 
regular student stream. Please 
detail below the nature and 
outcomes of any consultation: 

 Provide details of what consultation has taken place with 
which stakeholders. 

 Provide details of the outcomes of any consultations that 
have taken place. 

Does the proposed course have 
any links with Industry or 
employers? Are there any 
stakeholders that could help in 
creating a source of potential 
students? 

 If the proposed course has links with specific employers or 
industries, provide details of these within the free text box.

 If the course does not have specific links to these, provide 
details of any Stakeholders that could create a source of 
potential students. 

If there are related courses 
currently offered at Warwick, 
how are they performing? Have 
there been any similar courses 
offered previously at Warwick, 
and if so, why did they stop 
running? 

 Provide details of any courses currently provided by 
Warwick that relate to the proposed Course, including 
information on their performance. 

 Research as to whether any similar course has been 
offered at Warwick previously must be carried out and 
information as to why they were discontinued provided. 

What are the implications for 
existing portfolio of the 
Department/University (please 
address any potential overlap 
with existing courses): 

 Provide details as to what implications the proposed 
course may have on the existing portfolio of the 
Department or University. 

 If there is any potential overlap with an existing course(s) 
on offer at the University, provide details of these. 
Potential overlap will require consultation with the 
relevant Department(s) and evidence of their support for 
the course should be supplied under Consultation within 
‘Section1: General information’. 

Stage 3 – Supply Indicators

Who are the largest providers 
in the subject area? How many 
institutions offer similar 
courses? 

 Within the relevant free text boxes, provide details of the 
largest comparator Universities and their programmes. 

 The following information must also be included: Home 
and international Fees, International Student numbers and 
whether the numbers of Students on these programmes 
are growing, shrinking or constant. 

How are likely competitors 
promoting their courses? What 
are their entry requirements? 
How will the proposed course 
differ (if at all)? 

 Provide information within the free text box on the 
following: 
- How the competitors identified are promoting their 

courses and their entry requirements. 
- Competitor programme’s entry requirements. 
- How the course will differ from the competitor 

programmes identified. 

Stage 4 - Outcomes
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Is this programme being 
developed with any specific 
graduate careers in mind? If so 
please list below. 

 If there are any specific graduate careers that the proposed 
course will be aimed at, provide details of these within the 
free text box. 

 For apprenticeship provision, please detail that the 
standard has been designed for specific job markets. 

Is there any evidence of 
employer demand for 
graduates of this type of 
programme? 

 If any graduate careers have been identified in the above 
query, provide details of any evidence of employer demand 
for the type of graduate the proposed course will produce. 

Risks identified from market 
analysis 

 Provide details of the risks that have been identified 
through the market analysis. 
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Section 4: Finance - Intake and Resources, Including Suitably 

Qualified Staff 
We recommend that this form is completed at an early stage in the new course development 
process in liaison with the Department’s Financial Contact Officer. 

The AASC Finance template can be downloaded at the top of this section. Please complete the 
downloaded spreadsheet and save the file. 

AASC Finance Upload  Using this upload functionality, upload the completed 
AASC spreadsheet. 

 For apprenticeship provision, please upload the Degree 
Apprenticeship Financial Model spreadsheet*. If there are 
non-levy students on the same course, the AASC 
spreadsheet should be completed as well to show non-
levy student costs. 

Financial viability of the course, 
including impact on portfolio 

 Consultation with the Department’s Financial Contact 
Officer to complete this section and provide details of the 
Financial viability of the course and the impact it will have 
on the Department’s existing portfolio. 

Risks identified from Financial 
Analysis 

 Provide details of the main risks identified within the 
Financial Analysis. 

SWOT Analysis  Provide a SWOT analysis of the proposed course within 
the four free text boxes. 

State whether the fee is 
University standard. If non-
standard, provide a justification 

 The most up-to-date information regarding standard 
University fees is held on the Student Funding Website: 
https://warwick.ac.uk/services/academicoffice/funding/f
undingyourstudies/.  

 If the course fee is to be non-standard, provide the 
rationale as to why within the free text box. 

The assumed student to staff 
ratio for the course is 

 Provide the assumed ratio of student to staff on this 
Course. 

Bursary Costs: If the department 
proposes to include any bursary 
scheme for this new course then 
add section here 

 Provide details of any bursary schemes the Department 
are intending to include for the proposed Course. 

Other Resources

If the department would require 
additional space or any other 
resource for this course (apart 
from staff dealt with above) then 
add here 

 Provide details of additional resources that will be 
required for the proposed course that have not already 
been identified within the Financial Analysis provided at 
the beginning of the section. 

The course pays back in year 
 Select which year the course will pay back in from the 

drop-down menu. 

Comment on financial viability 
and the (non) financial benefits 
of introducing or, for an existing 
programme, continuing the 
programme 

 Provide details regarding the financial viability, and the 
(non) financial benefits of introducing the proposed 
Course.  

https://warwick.ac.uk/services/academicoffice/funding/fundingyourstudies/
https://warwick.ac.uk/services/academicoffice/funding/fundingyourstudies/
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The sensitivities to the model 
show that: 

 Provide details regarding what sensitivities to the model 
have highlighted. 

The main financial risks for the 
Committee’s attention are: 

 Provide details of the main financial risks for the Financial 
Scrutiny Panel’s attention when reviewing the course 
proposal. 

For all programmes

Are there any factors which 
limit, or are likely to limit, 
capacity on the programme? 

 If there are no factors which will limit, or are likely to 
limit, capacity on the programme, select ‘no’. 

 If there are, select ‘yes’ and provide details of these in the 
free text box that appears. 

Are there specific implications 
for learning resources – for 
example anticipated 
requirements for additional 
laboratory teaching, placements, 
software, non-standard 
timetabling requirements? 

 If there are no specific implications for learning 
resources, select ‘no’. 

 If there are, select ‘yes’ and provide details of these in the 
free text box that appears. 

Action Plan
In order for this new course to recruit students the following steps need to be undertaken: 

Finalise legal contract  If a legal contract is to be completed, provide date by 
which this must be done. 

Prepare marketing information 
 Provide date by which the marketing information must be 

finalised by. 

Advertise the post of X  If there are any staff appointments to be made, provide a 
date by when the post must be advertised. 

 Information regarding recruitment can be found on the 
HR Recruitment and Selection webpages. 

Obtain approval for post(s)  If there are any staff appointments to be made, provide a 
date by when approval of the post must be obtained. 

 Information regarding recruitment can be found on the 
HR Recruitment Approval webpages. 

Other 
 If there any other steps that have been identified, provide 

a date for completion of these.  

*Degree Apprenticeship 
Financial Model spreadsheet – 
guidance on completion 

Funding
Functional Skills (Maths and English) 

 The cost of delivering maths and English, where an 
apprentice does not have the required attainment, as 
defined by the level of the standard is not included in the 
apprenticeship funding bands. ESFA will fund apprentices 
up to Level 2 to achieve qualifications in English or Maths 
(or both) if they do not already meet the required 
standard. This will be paid in full to the University by the 
ESFA at the rate set and will not be deducted from the 
employer’s digital account or require employer co-
investment. 

 There is no government funding available for Level 3 
maths and English. If this is a requirement of the Standard 
you will need to charge the employer a separate cost for 
candidates who do not have this qualification or 
equivalent. In the costing model it is expected that you 

https://warwick.ac.uk/services/humanresources/internal/recruitment/
https://warwick.ac.uk/services/humanresources/internal/recruitment/approval
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identify possible numbers who will require level 
functional skills and the associated delivery and 
accreditation costs.  

Additional Financial Contribution 

 Please confirm yes or no to the requirement for the 
employer to make an additional financial contribution if 
the planned price is more than the funding band ii) Maths 
and English is required at Level 3 or above. 

Student Numbers and Fees 

 Apprentice numbers and resulting income must be 
cumulative. 

 Provide cumulative details on the number of apprentices 
you expect to recruit to this apprenticeship programme 
over a five-year period and the resulting planned income, 
taking into account the guidance below. 

The following information can be subject to change. It is 
important to ensure you are up to date with the latest 
apprenticeship funding guides. 

 Earnings will be based on monthly instalments so that 
funding follows the apprentice for as long as they stay on 
the apprenticeship. There is a completion element for the 
apprenticeship which is 20% of the lower of either the 
total price or the funding band maximum. The monthly 
instalments are calculated from the remaining 80%. These 
instalments are spread equally over the number of 
planned months for the apprenticeship programme. 

Course Costings 

 This is what the University intends to charge for the 
apprenticeship or, the specific price agreed with an 
employer or employers where known. The University and 
the employer(s) must agree a price for the total cost of 
each apprenticeship, including the training costs and any 
subcontracted training. The price for Apprenticeship 
Standards must include the cost of EPA which the 
employer must agree with the EPA Organisation. This will 
be the same for an integrated or non-integrated Degree 
apprenticeship. The University must account for prior 
learning when agreeing a price with the employer. You 
must reduce the content, and price, where the individual 
has prior learning necessary to achieve the 
apprenticeship. Funds must not be used to pay for skills 
already attained by the apprentice. You must document 
how you have assessed the individual’s prior learning and 
include this in the evidence pack. Induction cannot be 
included as a cost in delivery of the Degree 
apprenticeship. 

 Funds must only be used to pay for training and 
assessment, including EPA. Please see the ESFA 
apprenticeship funding guide for a full list of what is not 
eligible for Funding Guide. 
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 Where the cost of independent EPA is unknown at the 
time of completing the apprenticeship programme 
approval document, provide an estimated cost for this. 
The Institute for Apprenticeships and Technical Education 
have indicated that they would not expect the cost of EPA 
to be more than 20% of the maximum funding available. 
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Section 5: Typical Academic Entry Requirements 
The University’s Admissions Statement will apply to all programmes and can be located at the 
following links: 

Undergraduate Admissions Statement: 
www.warwick.ac.uk/study/undergraduate/apply/admissionsstatement

Postgraduate Admissions Statement: 
www.warwick.ac.uk/study/postgraduate/apply/admissionspolicy

Academic Entry Requirements

Please list below the typical 
academic entry requirements. 

 Provide details of the entry requirements for the proposed 
course including qualification, grades, any subjects not 
required and subjects that will not be accepted. 

 It is not necessary to include an exhaustive list of UK or 
international qualifications as the University’s agreed 
equivalent standard in such qualifications will 
automatically be applied. 

 For apprenticeship provision, apprenticeship will include 
agreed requirements for Maths and English by the 
Gateway Stage of the apprenticeship and not at entry. 

English Language Requirements
Identify the typical English language requirements to be used for applicants whose first language 
is not English. 

Select Band  Normally, one of the bands identified within the 
University’s English Language Information & Entry 
Requirements should be selected. 

 Select the required band from the drop-down list. 

 Further information regarding the University’s English 
Language Requirements and Test Bands can be found at 
the following links: 
- Undergraduate Requirements; 
- Postgraduate Requirements. 

http://www.warwick.ac.uk/study/undergraduate/apply/admissionsstatement
http://www.warwick.ac.uk/study/postgraduate/apply/admissionspolicy
https://warwick.ac.uk/study/undergraduate/apply/language/
https://warwick.ac.uk/study/postgraduate/apply/english
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Section 6: General Statement 
The place of the proposal 
within the University's / 
Department’s overall teaching 
portfolio and whether it 
represents consolidation, 
strengthening or new 
directions 

 Provide details of how the proposed course aligns with 
both the University’s and Department’s teaching portfolio 
and existing courses. 

 Details can be provided in terms of whether the course 
complements and brings existing courses together, 
enhances the existing provision, or adds something new to 
the existing teaching portfolio. 

Relationship of the programme 
content to its stated learning 
outcomes 

 Provide details of how the content of the programme 
contributes to the stated learning outcomes. 

The range of teaching methods 
to be used, drawing attention 
to any innovative practices, 
particularly in areas of blended 
learning 

 Provide details of the different teaching methods to be 
used in the delivery of the programme. 

 Any new or creative teaching practices, particularly in 
respect to blended learning, should be highlighted. 

 For apprenticeship provision, please describe the off-the-
job and on-the-job strategies and methods. Ideas includes: 
- The e-portfolio OneFile will enable the apprentice to 

access a safe and secure environment to collect 
evidence towards their End Point Assessment. It will 
also be used as part of the tripartite meetings and 
reflective practice. 

- The Degree Apprenticeship teaching and learning 
strategy will develop apprentice knowledge, skills and 
behaviour that will enhance practitioner’s 
performance in the workplace. 

- Off-the-job: 
- An Individual Learning Plan (ILP) will be created for 

each Apprentice that will ensure they have a good 
understanding of the knowledge, skills, and behaviours 
and learning outcomes of the programme and how it 
will be delivered and assessed. 

- Acquisition of knowledge and understanding will take 
place through a combination of face-to-face lectures; 
small group seminars/workshops and work-based 
learning tutorials; online learning resources material; 
directed research and investigation and guided self-
study. 

- Lecture capture and webinars will be used to ensure 
Apprentices can review learning and use as a revision 
tool. 

- The University will provide work-based learning 
tutorial support to each Apprentice throughout their 
studies. 

- The University will provide work-based learning 
tutorial support to each Apprentice throughout their 
studies. 

Assessment procedures, their 
relationship to University 

 Provide details of the programme’s assessment procedures 
and how they align with University policy and regulation. 
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norms and any innovative 
practice 

 Any new or creative assessment procedures should be 
highlighted. 

The degree of conformity to 
University norms in respect of 
broadening elements, structure 
of joint honours programmes 
etc. 

 Provide details of how far the programme conforms to 
University norms, such as broadening elements and the 
structure of joint honours programmes. 

Arrangements for supervision 
of projects, fieldwork 

 Provide details on how projects and fieldwork are 
supervised. 

Course management structure 
and arrangements for review 

 Provide details of the course management structure.  

 Provide details as to how and when course reviews will 
take place. 

The way in which the 
programme builds on research 
strengths of the 
department/staff 

 Describe how the programme uses and enhances research 
for the Department and its staff. 

When appropriate, for programmes including a period of time abroad:

Information on language 
training should be supplied. 
This should be an integral part 
of the programme. Information 
on how language competence 
will be assessed and a plan of 
actions identified for where 
competence is insufficient. 

 Provide details of language provision and what level of 
language competency is required. 

 Provide details of how it will be assessed and what plans 
will be put in place for students who do not meet the 
language competency requirements.  

Information on what courses 
can be followed abroad should 
be supplied, and indication, 
using European Credit Transfer 
and Accumulation System 
(ECTS) credits, etc., of how the 
work is commensurate with 
the credit rating assigned to 
the period abroad should be 
given. It should be 
demonstrated how work done 
abroad links with that done at 
Warwick in terms of providing 
pre-requisites for further study 
or avoiding duplication. 

 Provide details on the courses available abroad. 

 Provide details as to how credits (ECTS) awarded abroad 
will be commensurate to the credit rating assigned to the 
period abroad. 

 Include details as to how the work abroad links with work 
done at Warwick to provide pre-requisites for further study 
or avoid duplication. 

Information on assessment and 
use in classification of work 
abroad should be supplied and 
where appropriate an 
indication of what work has 
been done to establish 
equivalence of marking scales 
should be given. 

 Provide details on assessment and how it is used in the 
classification of the work abroad. 

 Where appropriate, details must be provided as to what 
work has been undertaken to ensure equivalent marking 
scales have been established. 

Information should be supplied 
on management arrangements 
for the exchange. Assurances 

 Provide details of the management arrangements put in 
place for the exchange. 
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should be given that adequate 
support will be available to 
students at the exchange 
institution. 

 Provide details of what assurances for adequate provision 
and support will be available to students during their time 
at the exchange institution. 

Are there any additional course 
costs that students need to be 
aware of prior to 
applying/accepting a place? 

 Applicants are alerted to the possibility of 'other course 
costs' and students should be provided with specific details 
of costs that are an essential part of a degree, e.g. a 
particular field trip, calculators, text books and also with 
generic information on optional expenditure, such as a 
period of study abroad. 

 If there are no additional course costs, select ‘No’. 

 If there are additional course costs that students need to 
be aware of prior to applying/accepting a place, select 
‘Yes’, and provide details in the free text box. 
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Section 7: Route Specification 
Departments are responsible for the accuracy of the information, which needs to be clear and 
accessible and adhere to expectations set out in the Framework for Higher Education 
Qualifications (http://www.qaa.ac.uk//en/quality-code/the-existing-uk-quality-code/part-a-
setting-and-maintaining-academic-standards)  and subject benchmark statements 
(http://www.qaa.ac.uk/quality-code/subject-benchmark-statements).

The Course Approval system now includes functionality to add additional routes within this 
section rather than uploading separate documents. For guidance on which routes can be added 
and which routes require separate proposals to be created, please contact EPQ. 

Do not click on ‘Create a new Route Specification’ unless you wish to add more than one route. 
Instead, click on ‘Edit’ in the section under ‘Route Name’ 

Route Name  Provide details on the name of the route. 

Distinctiveness of the course: 
 Provide details on how the programme is distinct from 

other courses. 

The course will…? 

 Describe the context of the programme – this can 
legitimately be aspirational as well as factual, whilst 
remaining achievable. 

 Provide details of any distance or blended learning 
elements included in the programme; accreditation by 
PSRB; periods of study abroad or placements; work-based 
learning; clinical placements; fieldwork etc. and any other 
information which makes the programme distinctive. 

Does the course comply with 
standard credit weighting? (i.e. 
Honours Degree 360 credits; 
Master’s Degree 180 credits, 
etc.) 

 If the course does comply with standard credit weighting, 
select ‘Yes’. 

 If the course does not comply with standard credit 
weighting, select ‘No’, and provide desired credit volume 
and a justification for non-standard figures in the free text 
box. 

 Further information on credit weightings can be found on 
the EPQ webpages. 

Learning outcomes 

 For each exit qualification, the pre-populated learning 
outcomes should be enhanced or amended as applicable. 

 The course Level Learning outcomes should include: 
- Specific subject knowledge. 
- Specific subject skills. 
- Reference to relevant elements of the QAA Benchmark 

Statements, where appropriate. 

Transferable (Key) Skills 
 For each exit qualification, the pre-populated Transferable 

skills should be enhanced or amended as applicable. 

 Uploading a skills map is encouraged. 

Assessment 

 For each exit qualification, the pre-populated Assessment 
details should be enhanced or amended as applicable. 

 Providing an assessment grid based on the core and 
optional modules is encouraged. 

 Provide details of any special assessment arrangements. 

Course Structure 

 All Core modules and Optional Core modules should be 
approved, via the module approval process, prior to 
submitting the Course Proposal for University Level 
Review. 

http://www.qaa.ac.uk/en/quality-code/the-existing-uk-quality-code/part-a-setting-and-maintaining-academic-standards
http://www.qaa.ac.uk/en/quality-code/the-existing-uk-quality-code/part-a-setting-and-maintaining-academic-standards
http://www.qaa.ac.uk/quality-code/subject-benchmark-statements
https://warwick.ac.uk/services/aro/dar/quality/categories/courseapproval/credit/
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 PDFs of approved module proposals must be provided for 
all core and optional core modules if not currently 
displayed in the module catalogue. 

 These files can be uploaded via the ‘additional documents’ 
upload facility that is available under each year/level of 
study. 

 Departments are encouraged to seek advice from their 
Faculty Secretary in EPQ when determining course 
structures, particularly in relation to the designation of 
modules and ensuring their fit with relevant conventions. 

Core Modules 
 For each exit qualification, select the core modules from 

the drop-down list. 

Optional Core Modules 
 For each exit qualification, enter the number of credits 

available in this category. 

Optional Modules A 
 For each exit qualification, enter the number of credits 

available in this category. 

Optional Modules B 
 For each exit qualification, enter the number of credits 

available in this category. 

Add Modules 

 New and existing modules can be selected through this 
function. 

 When selecting a new module, confirm the type of module 
this will be designated to and complete all mandatory 
fields. 

 When selecting existing modules, confirm the type of 
module this will be designated to and commence typing 
the module code or title into the relevant field. This will 
search all approved module records from across the 
University within SITS.

Students will be permitted to 
study credits of any modules 
available across the University, 
subject to the limitations set in 
the University Regulations & 
Module and Credit Framework, 
availability and the approval by 
their Course Director.   

 For each exit qualification, provide the number of credits 
permitted by students to study modules available across 
the University in the ‘Enter Credits’ text box. 

HEAR Statement 

 This section is required for all UG/Integrated Masters 
proposals. Please read the guidance document found here
on how to write a HEAR statement. Please clearly state at 
the beginning of the statement if it is a new or pre-
approved statement. 

Once this section is completed for one route, click ‘save’ to go back to the main screen. Click on 

‘Route Specification’ again, where it is possible to copy the existing route to create an additional 

route or click ‘Create a new Route Specification’ to create a route that will not be pre-populated. 

Users may then edit, copy, and delete information within the route as appropriate. 

It is now possible to edit the existing module tables by clicking the edit link inside the module 

tables. For example, this will enable users to change a core module to a core optional module or 

replace a single module within a table. 

https://warwick.ac.uk/services/aro/dar/quality/about/contact/
https://warwick.ac.uk/services/aro/dar/quality/categories/examinations/hear
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Section 8: Placement Learning 

Placement Partner(s) 
 Provide details of the name and address of the placement 

partner(s). 

On what basis has/have the 
partner organisation(s) been 
chosen for the placement 
abroad? 

 Provide reasons for how the partner organisation(s) was 
chosen for the placement abroad. 

 Examples of reasons include international standing, 
excellence in teaching, similarity of curriculum, 
appropriateness of work environment, relevance of 
learning opportunities, etc. 

Nature of Placement 

 Select from the following options to describe the nature of 
the placement: 
- Intercalated Year (optional) 
- Intercalated Year (mandatory) 
- Study Placement (UK/Overseas) 
- Work Placement (UK/Overseas) 
- SOCRATES/ERASMUS Exchange 
- Professional Experience Placement 
- Work-based Learning 

Nature of Placement (other) 
 Provide details of nature of placement if not listed in the 

previous question. 

In which year of study will the 
Placement typically take place? 

 Select the year of study in which the placement will take 
place from the drop-down box. 

Academic Guidance

How has the academic support, 
which will be available to 
students on their placement, 
been assessed for each partner 
institution? 

 Provide details on how the academic support available to 
students on their placement has been assessed, i.e., 
academic guidance, learning resources, etc.  

What additional academic 
support will be provided from 
Warwick? 

 Provide details on the academic support that will be 
provided by Warwick to students on their placement. 

Pastoral Support

Give details of the pastoral 
support that will be available 
to students during their 
placement 

 Provide details of the pastoral support available to students 
during their placement, i.e., personal tutoring, staff/student 
liaison, etc.  

What additional support will 
be available from Warwick? 

 Provide details on the pastoral support that will be 
available from Warwick to students on their placement. 

Confirm the named contact in 
the partner institution. 

 Provide details of the name of the contact in the partner 
institution. 

Language Competence

What level of language 
competence will be expected 
of students before they embark 
on their year abroad? 

 Provide details of the level of language competence that is 
expected from students before embarking on their year 
abroad. 

What language training will be 
available to students prior to 
departure and during the 
placement abroad? 

 Provide details of the language training available to 
students preparing for and during their year abroad.  

Pre-Departure Briefings
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What guidance and 
information will be provided to 
students before they leave? 
Confirm that this covers the 
areas outlined in the 
‘Guidelines for Departments 
introducing Placement 
Learning as part of a Course of 
Study’. 

 Provide details of the guidance and information provided 
to students before they leave for their placement year, 

 Provide confirmation that this in line with University 
guidelines on placement learning. 

Learning Agreement

Will a learning agreement be 
drawn up between both 
institutions to ensure that the 
selected modules will be 
available to Warwick students 
and will be appropriate to the 
student’s course of study? 

 If there will be a learning agreement, select ‘Yes’, 

 If there will not be a learning agreement, select ‘No’, and 
provide details of alternative arrangements in the free text 
box. 

Has/ve the proposed 
placement provider(s) been 
made aware of the University’s 
requirements in terms of their 
provision of learning 
opportunities; their role in the 
assessment of students and 
health and safety matters, as 
set out in the University’s Good 
Practice Guide on Placement 
Learning? 

 If the proposed placement provider(s) has been made 
aware of the University’s requirements, select ‘Yes’. 

 If the proposed placement provider(s) has not been made 
aware of the University’s requirements, select ‘No’. 

 The University’s Good Practice Guide on Placement 
learning, which may be customised by departments, is 
available on the Placement Learning webpages.

Has the department drafted a 
statement on the rights and 
responsibilities of students 
embarking on placements and 
made arrangements to ensure 
its inclusion in the 
departmental handbook or 
other appropriate 
documentation?  

 If the department has drafted a statement, select ‘Yes’. 

 If the department has not drafted a statement, select ‘No’. 

 The University’s Good Practice Guide on Placement 
learning, which may be customised by departments, is 
available on the Placement Learning webpages.

Structure of Placement

What will be the structure of 
the placement? 

 Provide details of the placement structure, i.e., number of 
modules, research projects, any prerequisites, any language 
courses. 

Credit Transfer

How will the placement 
contribute to the Warwick 
degree? 

 Select from the following options as to how the placement 
will contribute to the Warwick degree: 
- Credit will not count towards final degree classification 
- On a pass/fail basis 
- Full credit counting towards final degree classification 

Other 
 Provide details of how the placement will contribute is not 

listed above. 

Learning Programme

https://warwick.ac.uk/services/aro/dar/quality/categories/placementlearning/
https://warwick.ac.uk/services/aro/dar/quality/categories/placementlearning/
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How have modules been 
selected? 

 Provide details of how the modules have been selected. 

Confirm that the department 
has checked that the modules 
are at the appropriate level vis-
à-vis the Framework for Higher 
Education Qualifications 

 If the Department has checked that the modules are at the 
appropriate level, select ‘Yes’. 

 If the Department has not checked that the modules are at 
the appropriate level, select ‘No’. 

Confirm that the modules will 
provide students with the 
opportunity to achieve the 
stated learning outcomes 
required for the placement?  

 Provide confirmation that the modules will help students 
to achieve the placement learning outcomes. 

 If the placement will count towards degree credit, a list of 
approved modules and module outlines from the host 
institution’s course of study should be attached for all 
modules available to exchange students. 

Assessment

How will the modules/project 
work be assessed and how will 
the department ensure that 
module marks are comparable 
to modules taken at Warwick 
and that students are not 
advantaged/disadvantaged by 
comparison with their peers 
who do not undertake study 
abroad? 

 Provide details of how modules and project work will be 
assessed. 

 Provide details of how the Department will ensure that 
module marks match those modules taken at Warwick and 
that students who undertake study abroad are not 
advantaged or disadvantaged compared to those students 
who do not undertake study abroad. 

Confirm that work undertaken 
to satisfy the assessment 
requirements of the placement 
will be subject to the 
University’s usual 
arrangements for internal 
moderation and External 
Examining. 

 Tick required box to confirm that work undertaken to 
satisfy the assessment requirements of the placement will 
be subject to the University’s usual arrangements for 
internal moderation and External Examining. 

How has the department 
assessed whether the 
standards applied to any 
assessment of placement 
learning undertaken by the 
placement provider are 
consistent with reference 
points used in UK Higher 
Education, viz the Framework 
for Higher Education; Subject 
Benchmark Statements and 
professional or statutory body 
requirements (where 
applicable)? 

 Provide details on how the Department has assessed 
whether the standards applied to any assessment of 
placement learning undertaken by the placement provider 
are consistent with reference points used in UK HE. 

Failure of Placement

What will be the outcome if a 
student fails the placement? 

 Provide details on what will happen if a student fails the 
placement. 

Monitoring and Evaluation



30 

What departmental procedures 
are in place to monitor 
placement learning 
opportunities? 

 Provide details of the procedures in place to help the 
Department monitor opportunities provided by placement 
learning. 

Health and Safety

How has the department 
assessed health and safety 
requirements relating to the 
placement? 

 Provide details on how the Department has assessed 
requirements around health and safety in relation to the 
placement. 

Confirm that the placement 
provider has been made aware 
of the University’s 
requirements (set out in the 
Good Practice Guide) in this 
respect. 

 If the placement provider has been made aware of the 
University’s requirements, select ‘Yes’. 

 If the placement provider has not been made aware of the 
University’s requirements, select ‘No’. 
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Section 9: Collaborative Learning 
The ‘Procedures for the Approval of Validated, Franchised and Other Collaborative Courses’ (see 
http://go.warwick.ac.uk/quality/categories/collaborative) should be consulted when 
completing this form. 

Strategic approval of any proposed partnership, together with a collaborative risk assessment, 
should normally be undertaken prior to completing the full collaborative course paperwork. See 
the above web-page for further information, or consult the EPQ section of the Academic Office. 

Name and address of proposed 
partner organisation(s) 

 Provide details of the name and address of the proposed 
partner organisation(s). 

Type of institution  

 Select the type of institution that the partner organisation 
is from the following options: 
- UK FE College 
- Overseas private college 
- Professional organisation 

Nature of the Collaborative Arrangement

Is this a new partnership or an 
extension to an existing 
partnership?  

 Confirm if the proposed partner organisation is new or if it 
is an extension to an existing partnership in the free text 
box. 

Type of partnership 

 Select from the type of partnership from the following 
options: 
- Validation 
- Franchise 
- Distance delivery 
- Joint, Dual/Double or Multiple Award course 
- Second-Year Entry Agreement 

Type of partnership (other)  Provide details of type of partnership if not listed above. 

What proportion of the 
course/module will be 
collaborative? 

 Provide details on how much of the course/module will be 
collaborative in the free text box. 

Rationale for the Collaboration

Please provide the rationale for 
proposing the collaboration. 

 Provide details on the reasons for the proposed 
collaboration in the free text box. 

Resource Considerations

Please give details of 
discussions within the lead 
Warwick department of the full 
resource implications of the 
partnership, including staff 
time for co-ordination and 
monitoring. 

 Provide details of the full implications of the partnership on 
resources in the free text box. 

 Details will need to include time required by staff for co-
ordination and monitoring, as discussed within the lead 
Department. 

Consultation with External Peers

Please give details of the 
process and outcome of 
consultation with external 
peers, such as External 
Examiners or those external to 
the University with relevant 
subject expertise, in the 
development of this proposal, 

 Provide details of the consultation process and outcome 
that took place with external peers. 

 Details including what was learned or changed as a result 
of the process should be included. 

http://go.warwick.ac.uk/quality/categories/collaborative
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including an indication of what 
was learned or changed as a 
result. 

External Documents 

 Evidence of consultation can be submitted via the upload 
facility. 

 Browse for External document(s) then enter a name for the 
document(s) before clicking the upload button. 

Appraisal of Partner Organisation

How long has the proposed 
partner been operating? 

 Provide details on how long the proposed partner 
organisation has been operating. 

Does the proposed partner 
have a general understanding 
of quality assurance issues in 
UK HE? 

 If the proposed partner has a general understanding of 
quality assurance issues in UK HE, select ‘Yes’. 

 If the proposed partner does not have a general 
understanding of quality assurance issues in UK HE, select 
‘No’. 

Principal Academic Contact at 
partner institution  

 Provide name and role/post of the principal academic 
contact at the proposed partner organisation. 

Statement of support from the 
Course Director (partner 
institution)  

 A statement of support from the Course Director at the 
partner institution should be submitted via the upload 
facility. 

 Browse for External document(s) then enter a name for the 
document(s) before clicking the upload button. 

Statement of support from the 
Director (partner institution) 

 A statement of support from the Director of the partner 
institution should be submitted via the upload facility. 

 Browse for External document(s) then enter a name for the 
document(s) before clicking the upload button. 

Report on Negotiations and Site Visit

Name and post/role of 
Warwick staff leading 
negotiations with the partner 
organisation 

 Provide details of the Warwick lead member of staff 
involved in negotiations with the proposed partner 
organisation. 

Name, title and proposed role 
of key contact(s) at the 
prospective partner 
organisation 

 Provide details of the lead member of staff involved in 
negotiations from the proposed partner organisation. 

Name and post/role of 
person(s) carrying out Site Visit 

 Provide details of the member(s) of staff involved in 
carrying out Site Visits. 

Date of Site Visit  Provide the date of the Site Visit using the dropdown boxes.

Was the Site Visit the first visit 
to the prospective partner in 
connection with this course? 

 If the Site Visit is the first visit to the prospective partner in 
connection with this course, select ‘Yes’, and give a brief 
account of how much preliminary contact there was with 
the proposed partner organisation. 

 If the Site Visit was not the first visit to the prospective 
partner in connection with this course, select ‘No’, and give 
dates of previous visits and outline purpose/outcomes of 
each visit. 

Visit schedule

Give a brief outline of the 
programme for the Site Visit, 

 Provide brief details of the Site Visit programme. 

 Details must include information on key meetings and 
contacts made during the visit. 
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including details of key 
meetings and contacts 

Accommodation, facilities, equipment

For each category in the table, 
please briefly outline what is 
required for the course, 
whether it is available at a 
satisfactory level, whether 
access can be guaranteed, and 
add any comments if you wish 
to do so. 

 Provide a brief outline of what is required for the course, 
whether it is available at a satisfactory level, whether 
access can be guaranteed, and any other comments, for 
each of the following categories: 
- Teaching accommodation 
- Laboratories 
- Library facilities 
- IT resources (hardware and software) 
- Special equipment (e.g., video cameras) 

Please list any 
recommendations made to the 
partner organisation for 
additional equipment, 
facilities, resources or 
materials to be in place before 
the course begins. 

 Provide details of any recommendations made to the 
proposed partner organisation for additional resources. 

 Additional resources may include equipment, facilities and 
materials that are required to be put in place before the 
start of the course. 

Has the partner organisation 
undertaken to obtain necessary 
additional material? 

 If the partner organisation has undertaken to obtain 
necessary additional material, select ‘Yes’. 

 If the partner organisation has not undertaken to obtain 
necessary additional material, select ‘No’. 

Recommendations

Are there any issues arising 
from the site visit which need 
to be resolved prior to the 
conclusion of a partnership 
agreement? 

 If there are any issues arising from the site visit which need 
to be resolved prior to the conclusion of a partnership 
agreement, select ‘Yes’, and enter comments in the free 
text box. 

 If there are not any issues arising from the site visit which 
need to be resolved prior to the conclusion of a 
partnership agreement, select ‘No’. 

Are you satisfied that the 
proposed partner has the 
facilities, resources and 
commitment to ensure that 
this collaboration is effective? 

 If the proposed partner has the facilities, resources and 
commitment to ensure that this collaboration is effective, 
select ‘Yes’. 

 If the proposed partner does not have the facilities, 
resources and commitment to ensure that this 
collaboration is effective, select ‘No’. 
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Section 10: Distance-Learning Courses Wholly Delivered by 

the University 
The University recognises distance learning as materials-based learning. This section of the form 
should be completed where a new course will be delivered wholly or partly by distance-
learning, or when an existing course is to be revised to include delivery by distance-learning. 

Teaching Delivery

Describe the intended method 
of distance-learning delivery; 
will this include use of the 
Internet or other electronic 
materials, traditional printed 
distance-learning materials, 
local teachers, and residential 
sessions at Warwick or 
elsewhere? How will this 
method relate to the face-to 
face delivery of the course (or 
similar courses) by the 
department? Is the method 
based on one already used by 
the department? 

 Provide details regarding the intended method of distance 
delivery within the free text box. 

 Details must include information on the resources required 
by both students and staff. 

 Details must include if there will be any residential sessions 
held at Warwick or another site. 

 Provide details of how this method related to any existing 
courses (or similar courses) delivered by the Department. 

Have any copyright issues and 
costs been considered? 

 If any copyright issues and costs have been considered, 
select ‘Yes’. 

 If any copyright issues and costs have not been considered, 
select ‘No’. 

Why is this delivery method 
appropriate for the target 
market of prospective 
students? 

 Provide details as to why the Department think that 
distance learning delivery is an appropriate method of 
delivery for the proposed Courses for the target market in 
the free text box. 

Explain how course learning 
outcomes articulate with 
strategies for distance-learning 
teaching, the scope of learning 
materials and modes of and 
criteria for assessment.  

 Provide details of how the course learning outcomes 
articulate with strategies for distance-learning teaching, the 
scope of learning materials and modes of and criteria for 
assessment in the free text box. 

In designing the course, has 
the department used external 
expertise to benchmark 
proposed delivery against 
experience of others in the 
sector?  

 Provide confirmation as to whether the department used 
external expertise to benchmark proposed delivery against 
experience of others in the sector in the free text box. 

Do the staff involved have 
previous experience of 
distance delivery at Warwick 
or elsewhere? 

 If the staff involved have previous experience of distance 
delivery at Warwick or elsewhere, select ‘Yes’, and describe 
the nature of this experience in the free text box. 

 If the staff involved do not have previous experience of 
distance delivery at Warwick or elsewhere, select ‘No’, and 
give details of what training will be provided in the free text 
box. 
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Will any non-Warwick staff be 
involved in delivery or 
assessment of the course? 

 If any non-Warwick staff will be involved in delivery or 
assessment of the course, select ‘Yes’, and describe their 
role in detail (including the planned contractual 
arrangements), the training to be provided, how their 
performance will be monitored and attach a curriculum 
vitae in the free text box. 

 If any non-Warwick staff will not be involved in delivery or 
assessment of the course, select ‘No’. 

What processes have been and 
will be used to design and test 
the learning materials 

 Provide details of what processes have been and will be 
used to design and test the learning materials in the free 
text box. 

How will the effectiveness of 
the materials be monitored 
and how will they be reviewed 
and updated after 
introduction? 

 Provide details of how the effectiveness of the materials 
will be monitored with in the free text box. 

 Details should include how the materials will be reviewed 
and then updated. 

Are there any special 
considerations related to 
offering the course on an 
international basis? Has 
appropriate account been 
taken of any cultural 
differences in relation to staff 
or student expectations of 
academic study and standards? 
Will student and staff 
induction address any issues of 
this kind? 

 Provide details of any special considerations related to 
offering the course on an international basis in the free text 
box. 

 Details should include if there has been an appropriate 
account taken of any cultural differences in relation to staff 
or student expectations of academic study and standards. 

 Details should include if there will be any student and staff 
induction to address issues of this kind. 

Are any teaching sessions at 
the University planned? 

 If any teaching sessions at the University are planned, 
select ‘Yes’. 

 If no teaching sessions at the University are planned, select 
‘No’. 

If so, are they compulsory? 

 If any teaching sessions planned at the University are 
compulsory, select ‘Yes’. 

 If no teaching sessions planned at the University are 
compulsory, select ‘No’. 

What is the purpose and 
structure of these sessions and 
how will they relate to the 
distance-learning materials?  

 If any teaching sessions at the University are planned 
provide details on the purpose and structure of the 
sessions and how they will relate to the distance-learning 
materials. 

 If there are no teaching sessions planned at the University 
leave the free text box blank. 

Will the tuition fee be included 
in the course fee or charged 
separately? 

 Select how the tuition fees will be collected from the 
following options: 
- Included in the course fee 
- Charged separately 

Will the residential costs be 
included in the course fee or 
charged separately? 

 Select how the residential costs will be collected from the 
following options: 
- Included in the course fee 
- Charged separately 
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If teaching is planned outside 
term time has staff availability 
been checked? 

 If teaching is planned outside term time and staff 
availability has been checked, select ‘Yes’. 

 If teaching is planned outside term time and staff 
availability has not been checked, select ‘No’. 

How will departments 
guarantee that distance 
learning materials are 
appropriately updated 

 Provide details of how the Department will guarantee that 
the Distance Learning materials are appropriately updated 
within the free text box. 

Assessment

What measures are in place to 
ensure that work submitted for 
assessment is the student’s 
own? 

 Provide details of the measures put in place to ensure that 
work submitted is the student’s own within the free text 
box. 

 Plagiarism info for departments: 
https://warwick.ac.uk/services/aro/dar/quality/az/cheating

What opportunities will 
students have to undertake 
formative assessment? 

 Provide details of any opportunities students will have to 
undertake formative assessments within the proposed 
course in the free text box. 

Student Support & Guidance

Will students need to have 
access to specific means of 
communication (e.g. email, 
internet) and learning 
resources (e.g. library facilities, 
computers of a particular 
specification)? 

 If students need to have access to specific means of 
communication (e.g., email, internet) and learning 
resources (e.g., library facilities, computers of a particular 
specification), select ‘Yes’, and indicate what access to 
means of communication and learning resources will be 
required in the free text box. 

How will the additional 
academic 
supervisory/examination 
requirements for dissertations 
be met (if applicable)? 

 Provide details of how additional academic supervisory or 
examination requirements for dissertations will be met (if 
applicable) in the free text box. 

What arrangements have been 
made for students’ pastoral 
support, akin to a traditional 
Personal Tutor role? 

 Provide details of what arrangements have been made for 
students’ pastoral support in the free text box. 

Will special advice be provided 
to students on the 
expectations placed upon 
them, regarding use of the 
learning materials and on 
strategies for studying 
effectively at a distance? 

 If special advice will be provided to students on the 
expectations placed upon them, regarding use of the 
learning materials and on strategies for studying effectively 
at a distance, select ‘Yes’, and give details in the free text 
box. 

 If special advice will not be provided to students on the 
expectations placed upon them, regarding use of the 
learning materials and on strategies for studying effectively 
at a distance, select ‘No’. 

Describe the arrangements for 
academic and administrative 
support and guidance 

 Provide details of the arrangements for academic and 
administrative support and guidance in the free text box. 

Communication

What opportunities will be 
offered for students to 
communicate with their peers 
on the course? 

 Provide details of the types of opportunities that will be 
offered for students to communicate with their peers on 
the course in the free text box. 

https://warwick.ac.uk/services/aro/dar/quality/az/cheating
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How will student feedback on 
the course be obtained? Has 
the department considered the 
potential utility of innovative 
technologies to support a 
virtual SSLC?  

 Provide details of how student feedback on the course will 
be obtained in the free text box. 

 Provide details of any innovative considerations that have 
been made in supporting Student Staff Liaison Committee 
meetings in the free text box. 
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