
 
Guidance CG(i)
Standard agenda for validation planning meetings



Introduction

1
This is the opportunity for the course team to confirm the scope of the validation.  This might typically include a brief outline of the proposal for validation.

Planning for the Event

2
Agreement should be reached on the following:
· the deadline for documents to be submitted to the Faculty Office

· the date of the faculty scrutiny 

(The faculty scrutiny is not obligatory – the validation planning meeting should determine whether a faculty scrutiny should be held.  If not, the method for approving that the documents are ready for submission to the panel should be established)
· the deadline for documents to be submitted to Academic Quality and Standards
(No later than 21 days in advance of the event) 

· the date of the validation event

3
If a faculty scrutiny is to be held, the field team must allow sufficient time between the faculty scrutiny and the final submission of the documentation to enable any changes required by the faculty to be incorporated within the documentation.  

4
Events will not normally be held later than the end of May where the field is proposed to commence in September of that year.  All conditions should normally be met by the end of June.  In all other cases there must be at least three clear months between the validation date and the proposed commencement date.  With this in mind, validation planning meetings are advised to agree dates of events that enable these deadlines to be met.
5
For collaborative validations, the event should normally be held at the partner. 
If the event will be validating an extension to the provision offered at an 
already approved collaborative partner, a judgement on the location will be 
made on a case by case basis, in agreement with AQS.

Contact in the Faculty
6
A named contact in the faculty who will be the first point of call on any matters relating to the event should be identified.
7
If the validation involves a collaborative arrangement, the lead contact at the partner institution should also be identified.

Professional or Statutory Body (PSB) Involvement

8
Is the field under consideration subject to professional or statutory body (PSB) approval?  If so, their involvement in the validation event should be established and arrangements made to identify a named contact at the PSB.  The School will be responsible for liaising with the PSB on academic matters, and Academic Quality and Standards on administrative matters relating to the event. 

Panel Composition
9
Validation panels should comprise sufficient breadth of experience to cover all parts of the provision under consideration.  Validation panels will normally be constituted as follows:
· Chair (nominated by Academic Quality and Standards)
· External panel member with industrial/professional expertise relating to the field*
· External panel member with relevant academic expertise*
· PSB representative(s) (if appropriate) (note: if a PSB representative forms part of the panel, it may not be necessary to have a second, additional external panel member with industrial/professional expertise)
· Faculty panel member from a School unrelated to the provision under consideration

· Non-faculty panel member

*Note:  see the criteria for the nomination of external panel members in section C, paragraph 42
10
For the validation of franchises the panel will be reduced to include one external member, one non-faculty member and the validation Chair
11
The date by which the panel nomination form C2, should be submitted to Academic Quality and Standards should be agreed (normally within one month of the planning meeting).  The member of staff responsible for contacting all panel members and completing form C2 should be nominated.
12
Deans of faculties will normally attend all meetings of the panel as an observer and as a source of information.


Documentation Requirements
13
The documentation requirements for validation are fully detailed in guidance CG(xiii).  In brief, the following core documents should be provided:
· A brief overview paper for the validation panel
· Programme specification (including a map of field learning outcomes to modules and whether they are formatively or summatively assessed)
· Module directory

· Resources document

· A diagram indicating when modules will be delivered and when students will undertake the main assessment tasks

· An assessment matrix indicating the assessment methods used on each module

14
If a collaborative arrangement, the following additional documents are required:

· Briefing paper/rationale

· Liaison document

· Staff development plan

· Student handbook

· Marketing materials (if available)

15
When validating a top-up degree, the HND/Foundation programme specification on which it is based should be provided to the panel.
16
If the field to be validated will be delivered wholly or in part by flexible and distributed learning (FDL) the following additional documents are required:

· Resources document with specific reference to the resources available to FDL students

· Draft student handbook

· An indication of the assessment methods used on each modules and a schedule for the assessment of student’s work 

· An indication of where keys skills are delivered in the field

Additionally, in advance of the event the panel should have the opportunity to view a sample of the materials in the medium in which they will be delivered

17
Additional documentation requirements should be kept to a minimum and should only include those which will help panel members understand aspects of the proposal in advance of the event.  Where additional information is requested it can be helpful if it is of a type that is likely to be subsequently useful and not especially produced for the validation (eg. course delivery plans, summary tables of assessment, mapping of key skills across modules which can later be incorporated into students handbooks).  Student handbooks are not a required part of the documentation for a validation event in house, although they continue to be required for collaborative provision.  In some instances a validation planning meeting may consider that a draft student handbook may assist the panel’s understanding of the proposal.

Programme for the Validation event
18
The following aspects should be scheduled:
· Initial private meeting of the Panel 
· Tour of resources (where appropriate)
· Meeting with the field team 
· When dealing with partner institutions, a meeting with senior staff members should normally be scheduled (for example, to discuss significant resource issues)
· Final private meeting of the panel (45 minutes minimum)

Subject Benchmark Statements 
19
The planning meeting should agree the relevant subject benchmark(s) for the field(s) being validated. Subject benchmark statements have been published for Foundation, Honours and Masters degrees.  A listing of subject benchmark statements is provided in guidance CG(iii).  


Regulatory Variances

20
Any variances to the regulatory norms of the Undergraduate Modular Scheme (UMS) and Postgraduate Credit Framework (PCF) should be submitted for approval to the Academic Regulations Committee (ARC) ahead of the review/validation event.  Advice can be sought from Academic Registry.
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