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{Short Award Title}
Note to the Project Team:
This template is for all programmes less than 0.3 EFTS (less than 40 credits) and formally assessed.  Unlike the Capability Document please attach the Course Descriptors to this document.

The purpose of this document is to demonstrate the institute’s capability, including the management of quality, to deliver the programme and the regulations.  The template has been designed so that Course and Programme Funding form, Schedule of Unit Standards, Market Research and Programme and Project Costing appendices can be removed and the remaining document can been given to students.
Purpose

Give the reasons for this development and for seeking academic approval eg. significant changes, new course/s.

Provide information that will assist the {Curriculum and Quality Manager} to recommend academic approval.  Justify the programme by referring to the Investment Plan, the Tertiary Education Strategies, and the Statement of Tertiary Priorities (STEP).  Show how the structure and combination of compulsory and elective components is appropriate to the aim and content of the programme and with learner needs.

History

Provide a brief history (or update the history already recorded for previous versions of this document) for the short award and the names and dates of any previous awards 

Include details and dates of significant changes and/or other programmes which may have linked with, or been incorporated into this award.

Summarise the Institute’s past or present involvement and expertise in this field.  Consider previous delivery of similar programmes, NZQF accreditations / consents held, staff expertise and available resources.

Award and Level

Check References: 
institute’s relevant policies
Justify the level of qualification offered in terms of the total credits at different levels within the programme.  (Not required where the level is determined by NZQF standards.)

For joint awards, specify any variation to the standard format or wording of the award document (for example, incorporation of other providers’ logos or signatures).  Refer to institute’s relevant policy.  Describe the process for issuing awards to students.
Award Title (named)
OUTCOME STATEMENT
An outcome statement: 
· explains clearly to prospective learners, whanau, employers and other educational organizations what the graduate is expected to be able to do, know and understand as a result of the learning
· describes the range of functions and/or scope of practice the graduate is able to perform
· needs to be sufficiently comprehensive to enable comparisons between individual qualifications
· has 3 components
· a graduate profile
· an education pathway
· an employment pathway
The graduate profile outlines the capabilities of the graduate as a result of achieving the specified programme of study or training leading to the award of the Short Award. It defines the minimum level of skills, knowledge, understanding and attributes a graduate awarded the Short Award can demonstrate.

The education pathway outlines the further education pathways a graduate of the Short Award can undertake

The employment pathway identifies the areas in which a graduate may be qualified to work, or the contribution they may make to their community.

Identify the core transferable skills necessary for successful completion of the programme.  These should include the ability to source and assess information, problem solve and use information and communication technology effectively.  They are likely to include information and computer literacy and critical thinking.  These are the skills required to remain current in the chosen trade or profession e.g. standards, law, theory and new developments.
The outcome statement should be suitable for using directly in programme brochures and other promotional material.

Entry Requirements and Selection

Check Reference:
Collaborative Academic Rules and Regulations.
Institute’s relevant policy ie Statute
Education Act 1989, Section 224
Entry Requirements
Specify the minimum Entry Requirements.  These should be appropriate for the level of the programme, include no unreasonable barriers, and be well publicised and applied consistently.

Consider academic requirements (including NCEA requirements if applicable), previous experience, general literacy, computer literacy, numeracy and English language minimum requirements.  Consider any minimum age required for entry to the programme.  Some or all entry requirements may not apply to applicants 20 years and older.

Those responsible for approving admission need to be satisfied that any applicant is capable of undertaking the programme of study.

Ensure that the entry requirements only include the absolutes that an applicant must meet in order to apply for the programme.  Many programmes will have no entry requirements and are “Open entry”.

Terms such as ‘three years secondary’ should be replaced by ‘open’ as all applicants would meet this requirement.

Ensure entry requirements are not confused with entry procedures, such as interviews.

Make sure that entry requirements are not confused with the process used to determine if they are met (e.g. Submit portfolio is not an entry requirement, however appropriate artistic ability as evidenced by submission of portfolio is an entry requirement).

Make sure that entry requirements are not confused with selection criteria or preference criteria (see Selection below).

English Language requirements should be stated as an IELTS overall Academic Score (with a minimum in each band), or equivalent, issued within the last two years.

Selection
Describe any process and the criteria used to assess entry requirements (e.g. an interview).

Where the number of students that can be accepted is limited, describe the process that applies should the number of applicants exceed the places available.  Normally, applicants should be waitlisted for acceptance, should places become available, in the order of receiving eligible applications.
Completion Requirements

Describe the requirements for successful completion and for awarding the Short Award.
State the rules and criteria for awarding merit, distinction or any other grades.

Describe any requirements for continuing the programme, attendance and practical work.

Specify any time limits for completing the programme, and receiving the Short Award.

Programme Length

Complete the Course and Programme Funding Form (Appendix 1).  This information is required for the Tertiary Education Commission (TEC).  Note that all details will need to be confirmed by the {Curriculum and Quality Team} before sending to the TEC and entering onto the Student Management System.

Programmes should be consistent with the model of 15-credit programmes.  Consult an {Curriculum and Quality Team} member.
Commencement

When is the new / revised programme due to be first delivered?
course descriptors

Attach course descriptors here.

Course Descriptor Guide

Refer to:
Course Descriptor – Non NZQF template



Course Descriptor – NZQF template

	Course Title
	The Course Code followed by a name which is short (maximum of 70 characters including spaces), clear (distinct from other courses) and accurately reflects the general subject area.  The name should not attempt to fully describe the course. 

	*Institute credits
	A numerical value indicating the size of the course in relation to the programme.

One credit is equivalent to 10 hours of total student learning (C+D below)

	Level
	Establish the level of the course.  

	Scheduled teaching hours (A)


	Teaching hours (“tutor contact hours”) plus scheduled time when tutor support is available.  

Include: assessment and assessment feedback time, time scheduled for resits, directed time in library and on projects with tutor support available, workshops, laboratories, supervised fieldtrips, other tutor directed study.  Exclude work-based training (see below).

	*Supervised and Assessed Workplace hours (B)
	Supervised and assessed work experience relating directly to course outcomes and for which, apart from any travelling expenses, the student is not paid.  The supervision must be paid for by the Institute (i.e. own staff or contractors).

	*Total scheduled hours (C)
	(A+B)  Total hours which are scheduled and for which tutor support is available

	Hours of self-directed learning (D)
	Hours (beyond the total scheduled hours) outside of classroom time or the direct supervision of the tutor that the average student is expected to spend in order to complete the course successfully.  Include:

· Distance learning

· Readings of course material, textbooks or electronic material, learning exercises or research

· Study groups

· Preparation for classes or tutorials

· Homework

· Self-paced learning in computer laboratories

Face-to-face tutor contact available on site during opening hours is not considered self-directed learning.

	*Total hours of student learning
	(C+D)  Add the total scheduled hours and hours of self-directed learning.  The estimated effort for the average student to complete the course.  A one-year full time programme is estimated as 1200 hours of total student learning (effort) and is equivalent to 120 credits.

	Aim
	· Who the course is for (the employment / career pathway and/or specialisation in that field)

· Skills (including the core transferable skills), knowledge and attributes students will develop

The Aim appears under each course title on the institute’s website and as a description on the Student Management System.  Make them concise.

	Learning outcomes
	Specify capabilities/competencies that the learner is expected to develop.

Ensure the learning outcomes accurately reflect the level and content of the course and contribute to the overall aim of the programme.

Asterisk those learning outcomes that are assessed by NZQF Unit Standards

	NZQF Unit Standards
	Identify any NZQF unit standards that will be assessed as part of this course (include unit standard number, title, level, credits, version and CMR).
Identify any unit standards that are partly assessed in work based training, or in another course or partly assessed outside the programme (not completed as part of the programme).

	Entry
	Specify recommendations and/or requirements for this course; include pre- and co-requisites (NB If no recommendations / requirements / pre or co-requisites amend section heading as appropriate) .  Stating “entry to the programme” is not acceptable as courses, wherever possible, should be more widely available than to students enrolled on a single programme.

	Requirements for successful completion
	What are the minimum standards that must be met in order for students to gain credit for this course, e.g. meet all learning outcomes?  Justify any attendance or other requirements.

	Learning and teaching approaches
	Should be consistent with the expected outcomes and with any capabilities that students are expected to develop.  Examples include:

	
	· Lectures

· Group discussions

· Tutorials

· Self-directed learning

· Workshops

· Laboratories


	· Practice placements

· Computer assisted learning

· Presentations

· Debates

· Research

· Design projects

· Case studies

	Basis of assessment
	Refer to Programme Regulations, section 6.  State, for both individual assessments and complete courses, how judgements are made for pass/fail and/or grades and how these are recorded.

	Methods of assessment
	a) 
Include formative assessment (which should be structured and scheduled, not informal feedback). 

a)
 Who assesses?  (tutor, self, peer...)

b) 
What assessment activities must students complete to provide evidence that they have met assessment criteria?- e.g. practical demonstrations, written tests/exams, research projects, assignments, oral presentations, oral accounts of learning experiences, evidences of on-the-job performance, interviews, products of experience such as a report, design, completed garment, piece of furniture.

d) 
The standards students are expected to achieve must be explicitly stated.

	Moderation
	Explain only any external and internal moderation processes additional to the Programme Regulations that apply to this course.

	Learning and teaching resources
	Identify essential and recommended reading, computer/internet access, online resources, computer software and any equipment which students and tutor will require.  Do not include specific resources that will quickly become out of date, e.g. book lists.


*These values must be consistent with information supplied to the Tertiary Education Commission for EFTS funding and in the Programme and Course Funding Form (Appendix to the Capability Document).  Please consult a {Curriculum and Quality Team} member.
appendices

Appendix 1:  Course and Programme Funding Form
Appendix 2:  Market Research

Appendix 3: Programme/Project Costing Spreadsheet

Appendix 1: Course and Programme Funding Form

	Date: 
	
	Programme First Taught Date:
	

	Provider Code:
	
	Total Gross Weeks:  (Teaching plus Holidays)
	

	Programme Title:
	
	Total Holiday Weeks:
	

	Prospectus Code:  
	
	Total Work-Based Training Hours:
	


	Course Code (Curriculum and Quality Team to complete)
	Level
	Stage/Year
	Course Name
	Teaching Hours
	Supervised and Assessed Work-Based Training Hours
	Total Student Learning Hours
	Credits
	Proposed Programme Factor
	Proposed Classification #01-#39
	Funding Category A, B, C  etc
	Unit standards assessed
	NZSCED



	
	
	
	
	
	
	
	Institute
	NZQF
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL:
	
	
	
	
	
	
	
	
	
	
	
	
	


	Approval sought for (Yes/No ):
	
	EFTS Based Funding:
	
	Student Allowances:
	
	Student Loans:
	


Comment on Qualification Structure (i.e. compulsory vs. elective programmes): 

Appendix 1:  Schedule of unit STANDARDS TO be assessed
	Programme Code
	Unit Standard No
	Unit Standard Title
	NZQF Credtis
	Version no

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL:
	
	
	
	


APPENDIX 2:  MARKET RESEARCH

Refer to any market research that has been undertaken and how the findings have been used.

Describe the consultation that has occurred and the support obtained for the Programme.

Include records of discussions, minutes and letters with names and dates. 

Applications for redeveloped programmes should seek support or confirm previous support relevant to the proposed changes.
Appropriate consultation, input and support, should occur with the following:

· Other schools offering similar or equivalent programmes or components with input from NMIT academic committees
· {Education Partnerships Project Manager}
· Library Learning Centre
· {Flexible Learning Team}
· {Te Tumu o te Mātauranga Māori }and local Iwi
· {Learner Journey Manager}
· International Education
· Student Services
· Current and recent students.  Consider information from formal surveys as well as other feedback
· Local industry – e.g. business leaders/representatives
· National industry – e.g. business leaders/representatives; also National Standards Bodies, Industry Training Organisations
· Community – e.g. employers, agencies, interested groups and individuals
· Other training providers
· Professional associations
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