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IF YOU FIND THAT YOU HAVE ANY QUERIES AFTER READING THIS GUIDE, PLEASE CONTACT EITHER YOUR PROGRAMME DIRECTOR (FOR PROGRAMME SPECIFIC QUERIES) OR THE I-ZONE FOR ANY OTHER QUERIES:

This handbook sets out a range of information and, where applicable, points to a number of other important documents to help support you through your studies at the University.
The purpose of this handbook is to provide information about your programme of study. This should be read in conjunction with ‘My Essential Information’, which sets out general information relevant to all students at the University.
This information is designed to support you throughout your studies and it is important to familiarise yourself with all the contents of both this handbook and ‘My Essential Information’.

YOUR 
PROGRAMME
HANDBOOK


If you have any suggestions for how this handbook may be improved for future students, 
please email your suggestion to: quality@canterbury.ac.uk 

MEDWAY
i-zonemedway@canterbury.ac.uk
01634 894444
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This template provides a series of headings that are required as part of the Student Programme Handbook.  Suggested areas are provided under each heading but these should be interpreted as minimum requirements only.  Programme Directors are free to add additional information, where relevant.  

Much of the information can and should be taken from the Programme Specification as approved at validation, however there is no longer a requirement for Part One of the Programme Specification to be included in the Handbook.  Rather the Part Ones will be published on the University website and a link should be provided to this as part of the Programme Overview.   

Please do not reproduce in this handbook any information that is subject to review, such as entire copies, sections or paraphrased versions of University policies, procedures and guidance.  Instead wherever possible include a hyperlink to the relevant web document, to ensure students view the correct versions.  Please check web links for currency each year to make sure they are still active.

For programmes delivered solely at collaborative partners, an alternative picture may be used for the front page of the handbook and the partner’s logo may be added.  All other information should remain identical to the front cover provided as part of the template including the Canterbury Christ Church University logo.
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WELCOME FROM THE 
PROGRAMME DIRECTOR
<insert a short welcome to the programme from the Programme Director> 
PROGRAMME OVERVIEW
<To include:
· Programme duration and modes of study
· Language of study, where not English
· Programme aims
· Programme learning outcomes
· Professional body accreditation (where applicable)
· Programme structure diagram (to include stepping off points for alternative exit awards)
· Web link to Part One of the Programme Specification>
[bookmark: _Toc291076178]KEY STAFF AND CONTACT DETAILS
<insert key programme staff contacts (name, telephone number, e-mail address) for: programme director, administrator, and personal academic tutors>
KEY DATES AND TIMETABLING
<insert semester / term dates, examination period, and reassessment period etc. - for undergraduate programmes delivered in line with the revised academic year structure, the official university calendar can be copied and pasted from the University website>
<include information on how a student accesses their timetable – the following standard text could be used, where relevant>

ONLY APPLICABLE FOR PROGRAMMES TAUGHT ON CAMPUS AT THE UNIVERSITY – please delete semester or term as appropriate for your programme

A student’s timetable at Canterbury Christ Church University is typically made up of the following for each module that they study:
· lectures which are attended by everyone studying the module
· seminars and other classes or practicals which are taught in smaller groups
· supporting activities such as inductions of skills sessions.
Accessing your timetable

There are a number of ways to keep track of where and when your lectures, seminars, practicals and other programme-related activities are due to take place.

· Individual Student Timetables (ISTs)
The majority of students have access to an online personalised timetable (usually referred to as an Individual Student Timetable or ‘IST’), which tells them where and when their classes are due to take place.  If you have an IST, you can access it via the ‘My Calendar’ tile in Portal or the calendar that comes with your University email account.  ISTs are usually updated twice a year; just before the new academic year starts and just before the Christmas break; the only exception being new students in their first semester / term, for whom ISTs will usually only become available once everyone has registered and (where relevant) picked their optional modules.

· On Time
Students can also view the full timetable for the Programme(s) they are studying – and any other Programmes running at Canterbury, Broadstairs or Medway campus – via OnTime, CCCU’s online timetabling and rooming system.

For more information about ISTs and OnTime, including full guides and video tutorials, visit the Student Timetables page of the website.

· Blackboard
Your Programme team may also post timetabling information on the Blackboard virtual learning environment.  Additionally, they might ‘invite’ you to other activities via your University email account, so you should check that and your CCCU calendar regularly.

Canterbury Christ Church University is committed to publishing a fully-roomed academic timetable before the start of each semester / term, and minimising the number of changes thereafter, in order to help you plan ahead and better manage your work-life balance.  Minor amendments to the published timetable may occur due to occurrences outside of the University’s control, so you are advised to check your IST and/or OnTime regularly.

If you are experiencing problems with accessing your timetable, please contact the i-zone. 
[bookmark: _GoBack]MODULES
<module outlines may be included in this handbook, or in a separate module guide document which should not replicate this guide>
[bookmark: _Toc291076180][bookmark: _Toc387221278][bookmark: _Toc390851259]<include a summary of option choices at all stages of the programme, making it clear how module options are selected.  Pre-requisites for option modules must be clearly communicated>
TEACHING AND LEARNING
<explain the programme’s approaches to teaching and learning e.g. the types of teaching and learning activities used by the programme and including highlighting how your VLE sites meet the Digital Learning Thresholds as per expectations in the general ‘My Essential Information’ handbook>
ASSESSMENT
<provide an overview of how students will be assessed>
<include a schedule of assessment deadlines and feedback dates or a link to where students can find this information – please note that ‘My Essential Information’ provides details of the Timely Feedback Policy so please clarify if your programme has gained exemption from this policy >
<include guidance on academic referencing> 
<insert where and how work should be submitted e.g. through a Turnitin assignment point located on Blackboard or to a designated office, highlighting the University requirement for paperless submission of work where possible>
<adapt the recommended Turnitin set up below as appropriate for your programme>

You can self-check at least one draft per assessment in the Blackboard area:
<insert Blackboard section / specific folder name here>

Final submissions to Turnitin for marking up until the due date will be made in the separate Blackboard area:
<insert Blackboard section / specific folder name here>

Final submissions to Turnitin for marking after the due date, including where there are extenuating circumstances or a negotiated learning plan, will be made in the separate Blackboard area:
<insert Blackboard section / specific folder name here>

Contact your tutor if you have any questions about what, when or where to submit your assessments. 

<include the assessment criteria or a link to where students will find this>
TUTORIALS / PERSONAL ACADEMIC TUTORING
<insert tutorial availability and information about personal academic tutoring>
REGULATORY ARRANGEMENTS
This programme operates within the Regulation and Credit Framework for the Conferment of Awards which provides the regulatory arrangements for the University’s programmes.  This sets out information such as how your degree classification will be calculated and the requirements for obtaining your award.  You can access it here: www.canterbury.ac.uk/handbook/policies-procedures

<if a Scheme (e.g. General Modular Scheme) or Special Regulations have been formally approved for this programme, please add a hyperlink link to them here.  Special regulations identify specific requirements within named programmes in cases where the programme has additional requirements beyond the governing Regulations (for example entry requirements)>
[bookmark: _Toc291076187]EXTERNAL EXAMINER
The University appoints External Examiners to act as an independent check upon the academic standards of each programme.  The details of the External Examiner(s) for this programme are given below. 

Name of current External Examiner: <insert name of current external examiner>
Position of current External Examiner: <insert position of current external examiner>
Institution of current External Examiner:<insert institution of current external examiner> 

In due course, you may be asked to meet the External Examiner(s).  This meeting will be to enable the External Examiner to gather information on the quality and standards of the programme.  Individual performance will not be assessed at this meeting.  You should not, therefore, raise any issues regarding individual assessment outcomes with the External Examiner at this time.  If you wish to make an academic or fitness-to practice appeal you should do so through the University's Academic or Fitness-to-Practice Appeals Process, details of which are provided in ‘My Essential Information’. If you wish to make a complaint about the quality of your programme you should do so through the University’s Student Complaints Process, details of which are provided in ‘My Essential Information’.  In line with the Quality Assurance Agency UK Quality Code for Higher Education you should not make direct contact with the External Examiner(s). 

The External Examiner for your programme will submit an annual report.  All External Examiner reports can be accessed via the Student Portal.  You can participate in the formal process through which External Examiner reports are considered and responded to through the programme’s student-staff liaison committee.  Details of these meetings will be available from the Programme Director.  The response to the External Examiner report will also be made available on the Student Portal.
[bookmark: _Toc387221285][bookmark: _Toc390851266]ADDITIONAL INFORMATION
<you are welcome to include additional information which is not included in this template; simply replace the heading above with your desired heading(s)>

You may wish to cover:
Any applicable Professional Body relationship and requirement
Any applicable Fitness to Practice or equivalent policy
Partner details, where appropriate
Placement requirements/opportunities, where appropriate
Study Abroad, Erasmus or Exchange opportunities, where appropriate
Specific academic referencing guidance
Academic essay writing guidance
Examples of how student feedback has informed the programme’s development
Programme specific learning resources guide 

The above list is not an exhaustive list and additional information may be added.


PLEASE NOTE THAT STUDENTS SHOULD NOT BE PROVIDED WITH MULTIPLE PROGRAMME HANDBOOKS. THIS TEMPLATE HAS BEEN DESIGNED TO ENABLE ALL OF THE NECESSARY INFORMATION TO BE INCLUDED WITHIN THE ONE DOCUMENT AND AS INDICATED ABOVE ADDITIONAL SECTIONS CAN BE ADDED TO THIS HANDBOOK. THE ONLY POSSIBLE EXCEPTION TO THIS RULE IS WHERE A PROGRAMME HANDBOOK IS PROVIDED BY THE UNIVERSITY AND A COLLABORATIVE PARTNER PROVIDES A MORE LOCALISED HANDBOOK PROVIDING ADDITIONAL INFORMATION SPECIFICALLY ABOUT THE PROGRAMME DELIVERY AT THE COLLABORATIVE PARTNER. 
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Our shared mission is to pursue excellence in higher education: transforming individuals, creating
knowledge, enriching communities and building a sustainable future. This Partnership Agreement is

part of this vision and was developed in equal partnership between Canterbury Christ Church University,
Christ Church Students’ Union and students.

WE VALUE

* The development of the whole person, respecting and nurturing the inherent dignity and potential of each individual
* The integration of excellent teaching, research and knowledge exchange

* The celebration of being a part of a community which recognises the power of higher education to enrich individuals

* Our friendly, inclusive and professional community of students and staff, preparing individuals to contribute to a
just and sustainable future.

THE UNIVERSITY

To this end the University undertakes to provide students with:

* A high quality, holistic student experience and opportunities in relation to learning and the wider experience of university

* Access to appropriate support, information, advice and guidance on all aspects of studying, living and working before,
during and after their programme.

STUDENTS

To this end students undertake to:

* Be proud ambassadors for the University and the Students’ Union and represent them in a manner that best
promotes their respective reputations

* Take responsibility for managing their own learning: actively engaging in their programme and supporting
their student representatives to help create meaningful dialogue and impactful change.

THE STUDENTS UNION

To this end the Students’ Union undertake to:

* Represent the interests of students at the University at local and national levels, and champion student representation
* Provide independent advice on academic issues

* Provide a wide range of services and opportunities to support active student and community engagement.

Canterbury
g'ilﬁllleDCEHﬁF'{I?sH Christ Church

UNION University
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