

Section 1: Programme Overview 

This annex provides specific detail about arrangements agreed in the Memorandum of Agreement between Canterbury Christ Church University (hereafter called ‘the University’ and Xxxx (hereafter called ‘Xxxx’, and with regard to the programme of study ________________________. 

A brief description of the programme and the collaborative requirements: _________________________
Section 2: Procedure for Recruitment, Admission, Enrolment and Registration of students
The arrangements to ensure that applicants to the programme are admitted and registered as students of the University are as follows, and are governed by the Admissions and Recruitment Policy: http://www.canterbury.ac.uk/support/marketing/Extranet/information-staff.asp
I. The recruitment of prospective students is the responsibility of XXXX, working within the University's policy and procedures. 

II. Recruitment will be governed by the entry requirements detailed in the validation document. XXXX may only recruit overseas students if it holds the appropriate UKVI licence.

III. Applications should be made to XXXX in the first instance, using the appropriate application form that meets the University requirement regarding essential information. Each candidate for the programme must have their ID and qualifications checked and fee status assessed by XXXX as a part of the application process, and prior to registration. 

IV. Potential candidates for this programme will be interviewed as a part of the application process in accordance with criteria set out in the validation document. 

V. OPTION: All students on this programme must hold an Enhanced Disclosure Certificate with Lists from the Disclosure and Barring Service and be cleared to study on the programme.  It is the responsibility of XXXX to ensure that Disclosure and Barring Service checks have been carried out as part of the recruitment process. XXXX must confirm to the University’s Registry Collaborative Team that these processes have been satisfactorily completed.
VI. OPTION: All students on this programme must obtain Occupational Health Clearance. It is the responsibility of the student to adhere to the Occupational Health Clearance process as part of the recruitment process. Once returned the Occupational Health documentation will be processed by the University’s Student Health Service Team. The University’s Student Health Service Team will also input the outcome onto the Student’s record.  The Programme Director or their nominee will monitor the Student’s record.  In the event that the student fails to return the Occupational Health documentation the Programme Director or their nominee will be notified by the University’s Student Health Service Team.

VII. OPTION: In the event that a student is a cause for mental or physical concern during their studies, the Programme Director or their nominee must refer the student to the University’s Student Health Service for Occupational Health assessment. Before referral, it is the responsibility of the Programme Director or their nominee to speak to the student directly to gather the necessary information and explain the Occupational Health Referral process. The Occupational Health Referral will be processed by the University’s Student Health Service Team and the Programme Director or their nominee will be notified of the outcome of the process.

VIII. OPTION: A student will need to adhere to the Occupational Health Clearance process in the same manner as a new student in the event that they interrupt from the programme.

IX. XXXX should send the completed application forms to the specified administrator at the University. The University will have the final decision on whether candidates will be admitted to the programme.

X. The University will set up a record for each student. The University Registry will send a Welcome letter for each student to XXXX via collab.registry@canterbury.ac.uk. The Welcome letter will require the students to log in to the student web portal at www.canterbury.ac.uk/welcome to activate their computing account, upload a digital photograph of themselves for use on their student ID card, confirm their place, and provide the University with an external email address. 

XI. These tasks should be undertaken in advance of the student commencing their studies. Once the registration process is complete, students will be able to use CLIC Student Portal https://clic.canterbury.ac.uk/ to view and edit their personal details.

XII. For students under the age of 18 on arrival at XXXX or the University, the University procedure must be adhered to.

XIII. Dates of Data Checks are provided in the Collaborative Provision Newsletter.
XIV. XXXX will supply all data as necessary for the University to discharge its statutory requirements.

Section 3: Main Teaching Responsibilities, including Teaching Apportionment

I. The programme is full time / part-time.
II. The maximum number of classes to be run in any one year will be agreed with the Head of School and be stated in the annual letter from the Director of Finance as appropriate.

III. Staff from XXXX will deliver __ per cent of the programme.  University Staff will deliver __ per cent of the programme.

IV. The Programme Teams at the University and at XXXX are jointly responsible for programme induction.

Section 4: Outline of Programme Management and Staffing
I. EITHER The Programme Director is appointed by the University and the Programme Manager/Co-ordinator is appointed by XXXX OR The Programme Director is appointed by XXXX and the Academic Link Manager/ Tutor is appointed by the University

II. The roles of Programme Director, Academic Link Manager/Tutor and Programme Manager/Co-ordinator are set out in the Quality Manual, found at: http://www.canterbury.ac.uk/support/quality-and-standards-office 

III. The Programme Director, Academic Link Manager/Tutor and Programme Manager/Co-ordinator will attend the termly Programme Management Meeting at the University.

IV. Student representatives will be invited to all Programme Management Meetings.

V. EITHER The University will provide the Programme Handbook, which it will update annually. OR XXXX will provide the Programme Handbook, which will be approved by the University annually and must contain all information specified by the University.

VI. XXXX will ensure its website and handbooks accurately display any statutory requirements and reflect current programme information in line with University guidelines.
Section 5: Student Engagement

I. There must be regular Student-Staff Liaison Meetings for the award. 

II. The Programme Director is responsible for arranging the Student-Staff Liaison Meeting, and student representation at that meeting, in accordance with the guidance given in the Quality Manual. 

III. All documentation associated with Student-Staff Liaison meetings must be made available to Student Representatives via the programme’s Virtual Learning Environment.

IV. External examiner reports and the response made by the University School must be shared with Student Representatives at Student-Staff Liaison Meetings.

Section 6: Staff Resources
I. The University Head of School will ensure that the staff intended to deliver the course are appropriately qualified and that the University academic School has received copies of their CVs (listed in Section 16). The Programme Director will pass copies of these CVs to the University’s Quality and Standards Office.

II. XXXX will inform the University Head of School of any new staff, including any staff changes, intended to teach on the programme, and submit a copy of their CV. The University Head of School will confirm their suitability to teach on the programme within ten working days of receipt.

III. XXXX will ensure that approved teaching staff complete the necessary papers, obtainable from the University Head of School, to ensure access to a University computing account, e-library and the programme VLE.

Section 7: Examination Arrangements 
I. The University’s Regulations for the Conferment of Awards and the Assessment Procedures Manual can be found here: http://www.canterbury.ac.uk/support/quality-and-standards-office/policies/index.asp
II. The programme must be delivered and assessed according to the requirements as set out in the Validation Document

III. XXXX will make all marks available to the University academic School in a timely manner in order for each student's profile to be considered at Examination Board

IV. The University academic school will organise the Examination Board, making all necessary arrangements for the meeting, including setting the agenda. Minutes will be taken by the School.

V. The Examination Board will by chaired by an appropriate member of staff from the University.

VI. Any student alleged to have plagiarised assessed work, or to have committed an Examination Irregularity, will be subject to an investigation by the University in accordance with the University’s Regulations for the Conferment of Awards http://www.canterbury.ac.uk/support/quality-and-standards-office/policies/index.asp
Section 8: Attendance Policy and Extenuating Circumstances Requests
I. Students are normally expected to attend all sessions required of them, in accordance with the University’s Student Attendance Policy: http://www.canterbury.ac.uk/support/student-support-services/staff/guidance-procedures/index.asp 

II. Regarding overseas students on Tier 4 visas, there are further requirements to monitor the attendance and to report absence, which are also set out within the University’s Student Attendance policy.
III. Students who suffer an illness or misfortune which has an effect upon the submission of assessment or attendance at examination must follow the Extenuating Circumstances procedures as set out in the University’s Regulations for the Conferment of Awards. http://www.canterbury.ac.uk/support/quality-and-standards-office/policies/index.asp
Section9: Student Services 
I. All students will be provided with appropriate tutorial support through their programme. 

II. There is  specific information for students about Student Services and Library Services at:  www.canterbury.ac.uk/distance 

III. There is guidance provided by the University on accessing financial support, at www.canterbury.ac.uk/financial-support.

IV. There is information regarding student disability, including dyslexia and student mental health (and for Disabled Student Allowances, in particular) at: www.canterbury.ac.uk/disability
V. Information about Employability and Careers is available from www.canterbury.ac.uk/careers.

VI. Enquiries regarding University central services can be made to the i-zone, online (and by email) at http://www.canterbury.ac.uk/faq/, or by phone to 01227 782222.
Section 10: Student Procedures for Complaint and Appeal
I. In dealing with student complaints, the University’s Procedures for Dealing with Complaints by University Registered Students at Partner Institutions should be adhered to. The procedures can be found at: http://www.canterbury.ac.uk/support/quality-and-standards-office/collaborative-provision/index.asp
II. In addition to the University’s Procedures for Dealing with Complaints by University Registered Students at Partner Institutions, XXXX will have a published Student Complaints procedure which will be brought to the attention of all students. As the University’s Procedures set out, students will exhaust the complaints procedures of XXXX before making a formal complaint to the University.
III. Academic Appeals, defined as a request for a review of a decision of an academic body (e.g. Board of Examiners) charged with making decisions on student progression, assessment and awards, must be dealt with in accordance with the University’s Regulations for the Conferment of Awards: http://www.canterbury.ac.uk/support/quality-and-standards-office/policies/index.asp  
IV. OPTION Fitness to Practice shall be considered in accordance with the University’s Fitness to Practice Policy/Professional Suitability Policy or a procedure of XXXX that the University has approved:http://www.canterbury.ac.uk/support/quality-and-standards office/policies/index.asp  
V. OPTION Where it is determined that a student has committed an academic misdemeanour that impacts on his or her Fitness to Practice, the University is responsible for informing any relevant professional body.
VI. Advice on University procedures is available at: http://www.canterbury.ac.uk/support/student-support-services/students/index.asp. Case work and representation is provided by the Students’ Union, at: http://ccsu.co.uk/advice/
Section 11: Annual and Periodic Review

I. The collaborative delivery of the award will be reviewed annually within an Annual Review meeting organised by the University, in accordance with the details set out in the Quality Manual. The review may identify areas where action is required. 
II. The Programme Director will produce an Annual Report on the partnership’s capacity to deliver the award for submission to the Annual Review meeting.

III. The University requires the collaborative delivery of the award to be subject to Periodic Review, in accordance with the details set out in the Quality Manual.

IV. Both parties will ensure that an appropriate response is made to those areas identified for action in the Annual Review or Periodic Review.

V. The continued approval for the award to be delivered in partnership is subject to the implementation of any reasonable condition required by the University
VI. Full details of the Annual and Periodic Review procedure can be found in the Quality Manual: http://www.canterbury.ac.uk/support/quality-and-standards-office/
 Section 12: Professional Development Strategies and Capacity Building 

I. Engagement with the appropriate part of the Associate Tutors’ Programme is a requirement for all XXXX staff teaching on the programme. All XXXX staff concerned with assessing and marking students’ work must attend the Examination Arrangements, Regulations & Conventions staff training session, which can be undertaken in a variety of formats as appropriate.
II. Where those teaching and examining on the programme(s) do not hold qualifications at least equivalent to the HE level of the programme on which they are delivering, or where such staff do not have the equivalent of one year's full time teaching experience on a UK-based H.E. programme, they will be expected to undertake appropriate staff training through the Associate Tutors’ programme..
III. XXXX must give its staff the necessary support to undertake the appropriate University staff training. 
IV. Staff teaching on the programme will also be encouraged to consider Masters level modules, or a full Masters programme, in line with their own professional development and institutional needs. Fee remission can be sought for this based on the University Further Qualifications policy. See http://www.canterbury.ac.uk/support/staff-development/furtherqualifications/index.asp
V. The University has its own credit-bearing professional development framework which XXXX will be introduced to during the associate tutors programme.  Some of the awards can lead to associate and full fellowships with the Higher Education Academy.
VI. XXXX staff are welcome to apply to attend additional staff development events, dependent on availability. The full University Staff Development programme can be located at: http://www.canterbury.ac.uk/support/staff-development/advice/staff-development-brochure.asp 
Section 13: Venues and Resources

I. XXXX staff, in liaison with University staff, should ensure that the approved venue(s) and resources remain appropriate for the specific requirements of the programme, including equality of access for disabled persons, and appropriate Health and Safety requirements.

II. XXXX staff, in liaison with University staff, should ensure any issue that arises concerning approved venues whilst the programme is running is reported to the University’s Quality and Standards Office.

Section 14: Public Information
I. All promotional materials devised and used by XXXX concerning the programme must be designed in keeping with the guidelines for the correct use of the University’s Corporate Identity Guidelines:
http://www.canterbury.ac.uk/support/marketing/design-and-production/corporate-identity.asp 

II. All promotional materials including press releases must be approved by the University’s School for Marketing before it is disseminated. Any necessary changes will be communicated to XXXX for action.
III. XXXX will ensure its website and publications accurately display any statutory requirements and reflect current programme information in line with University guidelines.
IV. The University will undertake annual audits of XXXX website and handbook(s) to ensure the information disseminated is accurate. 

Section 15: Financial Section

I. The student numbers allocated to the collaborative delivery of the award will be agreed by the University’s Pro-Vice Chancellor (Education and Student Experience).

II. The University’s Director of Finance or nominee will confirm in the Annual Letter to Xxxx the student numbers available to Xxxx, the percentage of the programme to be delivered by the partner, and the financial arrangements that will apply.

III. Where there is an agreement to increase student numbers for the collaborative delivery of the award, this will be communicated in a supplementary letter from the University’s Director of Finance or nominee following approval by the Pro-Vice Chancellor (Education and Student Experience).

IV. The fee and the arrangements for fees collection will be communicated each year in the Annual Letter from the University’s Director of Finance or nominee.

V. The apportionment of tuition fee income between the University and XXXX will be determined after an appropriate charge has been deducted to meet the University’s quality assurance, validation and management costs. This will be communicated each year in the Annual Letter from the University’s Director of Finance or nominee.

VI. Any payments to Xxxx will be based upon reconciled student numbers.

VII. Xxxx is required to maintain all appropriate financial records related to this agreement and record and account for all financial transactions made as a result of the agreement.  These records should be available for independent scrutiny.

Section 16: Key Contacts

I. Key Roles: The University

Head of School:  ____________________________
Programme Director: ____________________________
Programme Administrator: ____________________________
Teaching Team: ____________________________
Nominee of Director of Strategic Resources: David Leah (Director of Finance) (david.leah@canterbury.ac.uk) 

Director of Quality and Enhancement: Dr Christopher Stevens (christopher.stevens@canterbury.ac.uk) 

Assistant Director, Quality and Standards: Alison Coates (alison.coates@canterbury.ac.uk) 
Senior Quality Officer: Claire Anderson (claire.anderson@canterbury.ac.uk) 
Programme Director PGCLT HE: John Lea (john.lea@canterbury.ac.uk) 

Registry Collaborative Team Leader: Gary Edwards (collab.registry@canterbury.ac.uk) 

Admissions: admissions@canterbury.ac.uk
Data Management: http://www.canterbury.ac.uk/support/registry/extranet-staff/dmo/dmo.asp
Student Support Services: http://www.canterbury.ac.uk/support/student-support-and-guidance/ or email: i-zone@canterbury.ac.uk
Dyslexia or Disability Support: dyslexia@canterbury.ac.uk or disability@canterbury.ac.uk
Student Financial Support: studentfinancialsupport@canterbury.ac.uk
Library: http://www.canterbury.ac.uk/library/index.asp
Learning and Teaching Enhancement Unit: http://www.canterbury.ac.uk/support/learning-teaching-enhancement-unit/
Computing Services: http://www.canterbury.ac.uk/support/computing-services/
Marketing: http://www.canterbury.ac.uk/support/marketing/index.asp
II. External Examiner(s):

Name:  _____________________________________
Period of tenure: ______________________________

III. Key Roles: XXXX 
Senior Manager: __________________________
Programme Manager/Co-ordinator: ___________________________
Teaching Team: _____________________________________
Director of Finance: _____________________________________
Quality and Enhancement: ______________________________
Registry/Admissions/Enrolment: _____________________________
Records and Data Management: _________________________________
Library: ______________________________________
Computing Services:___________________________________
Marketing:_________________________________
Section 17: Signature of the Parties to the Agreement

Signed on behalf of Canterbury Christ Church University  

____________________________

Head of School (Head of School of __________)

Date: ____________________________

Signed on behalf of XXXX
____________________________

(HE Manager or equivalent)
 Date: ____________________________
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