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Notes to the Project Team:

The approved and unaltered Regulations (including all relevant Course Descriptors) must be made available to students either prior to or at the commencement of the Programme, usually within a Programme Handbook.  

The Regulations must contain concise and sufficient academic information to insert in promotional material, including:
The ITP’s website

The Programme brochure / Prospectus
and for use on the Student Management System.  However, background information about, for example, why the programme has been developed, justification for the programme and advertising content should be included in the Capability Document, not the Regulations.

Check that the wording in the Regulations complies with the ITP’s policies and procedures referred to in the following sections.  (View these on your computer/internet) 

Because ITP’s policies and procedures are continually revised, the content should not be repeated in the Regulations.  The Regulations should refer students to the relevant policy or procedure and advise they can access these on the ITP website or at a {School} office.

1 Definitions

Give the meaning of any special terms and abbreviations used in the Regulations so these are clear for students.  Content must be consistent with the Statute.  Definitions already in the Statute should be referred to rather than repeated in the Regulations. 

2 Philosophy

Describe the philosophy (beliefs and values) on which the programme is based.

Describe the beliefs and values about teaching and learning on which the programme has been designed and on which the delivery will be based.

3 Aim
Describe the overall aims of the programme (these should be consistent with the programme philosophy).
4 Programme Structure

The programme structure should be consistent with the model of 15-credit courses and 8 courses for a full year's study.  Consult a {Academic Advisor}

Include Course Funding Form. Refer to the Course Descriptor Guide.  Indicate where possible compulsory, core compulsory, elective courses and those from other programmes.

Describe, preferably in a diagram, the overall programme structure, the relative size of the courses (including credit values) and the links between them.

Check that the programme structure and combination of courses is appropriate to the aims of the programme (section 5.1.4 Outcome Statement).

State the duration of the programme in total gross weeks (teaching weeks plus study breaks) Ensure any restrictions in the sequence in which courses need to be completed and/or are available is clearly stated for both part and fulltime students.

Show in a structure diagram or in the table, the core compulsory, compulsory and elective courses and options for progression through the programme and identify all entry and exit points.

Include in a diagram or as a separate table, a summary of the pre- and co-requisites.

Assign a level to each course consistent with the learning outcomes in the Course Descriptor.

Describe any links to other programmes, within ITP and/or nationally.
Describe any provisions for cross crediting, credit transfer and/or staircasing with other programmes.
Describe any transition arrangements from earlier programmes.

Provide a Course Descriptor for each course specifically named within the structure of the programme, including any courses already approved as part of other programmes.  Refer to the Course Descriptor format.  Do not provide Course Descriptors for courses where students may, for example, choose one of several courses already approved as part of other programmes.

Ensure that the Regulations of this programme will be compatible with those of other programmes that may apply.  Address any restrictions or inconsistencies and how these will be managed, in the Capability Document.  Minimise the need for students to refer to more than one set of Regulations.
5 Qualification Details

Where several qualifications are available, address Graduate Outcome Statement, Entry and Selection and Completion Requirements separately under each qualification.
6 Qualification 1 (named)

7 Awarding Organisation
State the name of the organisation awarding the qualification.
8 Qualifcation level and Total Credit
9 Academic Dress (where applicable)

10 Graduate Outcome Statement
A graduate 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 graduate outcome statement should be suitable for using directly in programme brochures and other promotional material.
11 Entry Requirements

Specify the minimum Entry Requirements for the programme.  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.
State that academic credit may be granted for relevant learning achieved prior to enrolment on a course or programme.
Refer students to:
ITP’s {Recognition of Academic Credit} policy





Section 6.3 of these Programme Regulations

12 Selection

Refer to Collaborative Academic Regulations section on ‘limitations on admissions and enrolment’.  Add any additional criteria.
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.
13 Withdrawal Periods
Check Reference: 
ITP’s relevant policy 
Refer to withdrawal policy for relevant information on withdrawal periods, and academic and financial penalties. 
Refer students to:
ITP’s {Withdrawal} policy
14 Completion Requirements

Describe the requirements for successful completion and for awarding each qualification

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 qualification.

Include a statement about relinquishing an exit qualification prior to being awarded the complete programme qualification.
15 Qualification 2 (named, if relevant)

16 Awarding Organisation (see 5.1.1)

17 Qualifaction Level and Total Credits (see 5.1.2)

18 Academic Dress (where applicable) (see 5.1.3)
19 Graduate Outcome Statement (see 5.1.4 for criteria)
20 Entry Requirements (see 5.1.5 for criteria)

21 Selection (see 5.1.6 for criteria)
22 Withdrawal Periods (see 5.1.7 for criteria)

23 Completion Requirements (see 5.1.8 for criteria)
24 Learning and Assessment

Check Reference:
relevant policies
25 Approaches to Learning and Teaching

Describe the modes of teaching in terms of classroom, fieldwork, work based, on-line and distance.   Describe how students will develop the outcomes within the Graduate Profile (5.1.1) including the core transferable skills and or numeracy and literacy.  Consider options for distance, part time, and online study.  Be clear how the teaching and learning approaches, including delivery modes, meet the needs and constraints of the learners as well as the programme outcomes.

Check Reference:
relevant policies
26 Approaches to Assessment
Describe the basis of assessment.  What assessment methods are used and how will assessment decisions will be made for individual assessments, for courses and for the programme?

Note: Assessment details for particular courses are required in the course descriptors.

Standards-based assessment (sometimes known as criterion-referenced assessment) makes judgements about student performance against one or more defined standards:
Competency-based assessment has one standard and success is recorded as “complete”.
Assessing against unit standards only uses competency-based assessment.

Achievement-based assessment measures student performance in relation to criteria, which are specified in terms of grades or levels.
Norm-referenced assessment (not common, rarely used) uses assessment methods in which a student’s performance is interpreted (ranked) in relation to the performance of other students, or compared with some accepted norm. Performance is often recorded by allocating percentage marks to all or parts of an assessment, hence the term percentage-based assessment.  This allows a student’s achievement to be compared (ranked) with current, past or future students even though this may not be intended. 
List all NZQF Unit Standards incorporated in the programme (table provided in the template).

Explain how and when students will be made aware of the required standards for individual assessments and given other assessment information (including relative weightings).

Describe the requirements for the submission of work for assessment and the return of assessed work.

Describe processes and time limits on assessed work being returned to students.

Describe how results of individual assessments, overall courses and the programme are recorded.  

Give details of the grading criteria for course completion and for the overall programme, and how results will be recorded. 
Describe any examination procedures.

27 {Recognition of Academic Credit (RAC)}
Check Reference: 
ITP’s relevant policy
Describe how Cross Credit and Recognition of Prior Learning (RPL) will be available within the programme. State the contact person for applying for credit for courses.

State, if appropriate, the maximum amount of credit that can be considered towards the Course (Cross Credit and RPL).

Include a table to indicate courses that can be cross credited.

State that application and processing fees apply to RPL applications and where students can determine the current charges.  Do not state the $ value of fees in the Regulations.

Refer students to:
ITP’s {Fees, Charges and Refunds} policy



ITP’s {Recognition of Academic Credit} policy

28 Special Assessment Circumstances

Describe the provisions for dealing with instances of impaired performance e.g. aegrotat passes and other conditions for assessment in special circumstances.

Refer students to: 
ITP’s relevant policy

29 Reassessment

Check Reference: 
ITP’s relevant policy
What is the policy for reassessment and describe the reassessment procedures.


E.g.
How often may students resit?



How is the issue of progression dealt with if students are required to resit?

30 Appeal of Assessment

Check Reference: 
ITP’s relevant policy
Describe the provision for reconsideration and appeal of assessments, including any time limits.

Refer students to:
ITP’s relevant policy
31 Moderation of Assessment

Check Reference: 
ITP’s relevant policy
Briefly describe the internal and external moderation that will occur and the benefits.  Students should know that their work may be viewed by moderators as well as assessors but do not repeat all details of the moderation processes and responsibilities given in the Capability document. 
Consider including the Moderation Plan.
A statement similar to the following may be used:  

Moderation helps to ensure that assessors make appropriate, fair, valid and consistent judgements about students’ performances.  As part of the Programme’s moderation process, work submitted for summative assessment may be viewed by moderators other than course tutors.  In moderation of assessments, every reasonable effort is made to ensure that student confidentiality is maintained.
32 Student Guidance and Support

Check References: 
ITP’s relevant policy
Describe the learning and pastoral support available to students.  Explain the safeguards in place to protect students’ physical and emotional well-being.

Describe any additional procedures for dealing with academic counseling and exclusion.

Explain what students should do if they wish to resolve an issue or make a complaint.

Refer students to:
ITP’s relevant policies
Check Reference: 
ITP’s relevant policy
Describe any additional procedures for dealing with academic misconduct.

Refer students to:
ITP’s relevant policies
33 Programme Evaluation

Check References: 
ITP’s relevant policy 
Inform students that they will have the opportunity to evaluate the programme.  Include a generic statement and describe any variations.

Append forms used for programme evaluation to this document.

34 Off-site Practical and Workplace Components

Check Reference: 
ITP’s relevant policy
Describe any off-site practical and workplace learning included in the programme and refer to the relevant course descriptors.  Explain how this learning is integrated into the overall Programme and links to the programme aims and learning outcomes.

Specify the responsibilities and obligations of students in undertaking off-site practical and workplace learning and refer to the relevant contract.

Identify how and when students and off-site employers will evaluate off-site practical and workplace components.

Include any other information that students need to know about workplace learning.

Append a relevant off-site practical and workplace component contract to this document.
35 Safety and Risk Management

Check References: 
ITP’s relevant policy 

List any activities that involve significant risk or occur in an isolated situation, e.g. outdoor adventure activities, outdoor work skills (chain saws, animal handling etc.).  Consider risks to people, physical resources and the environment.

Describe the risk management procedures.

Include any information and obligations for students concerning safety and risk management, e.g. the requirement to sign a risk acceptance agreement.

Append any Risk Acceptance Agreement.
36 {ITP} and External Regulations

Include the following statement:

{ITP} policies and procedures apply to this programme.  These are available on the {ITP} website or through the Administration / School Office.

State any external regulations that apply to the programme.

Include:


· New Zealand Qualifications
· Qualification Levels

· Any part qualifications
37 Other Requirements

Describe any other requirements, rules and regulations that students considering (or enrolled on) this Programme need to know.

State any resources that students need to provide or have available e.g. access to computers, the internet workshop tools or equipment.
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