Information for proposers of programmes: validation and accreditation

This document should be read in conjunction wittbaument entitleéalidation and
Accreditation of Programmes. Regulations and Guidelines (at
http://www.dcu.ie/ovpli/ac.shtiy which outlines the purpose of validation andraditation

and the procedures to be followed in the preparaifalocumentation.
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Validation: management

Approval mechanism - general

Validation proposals must be submitted f@rapal to the Education Committee
This committee is serviced by the Office of the DPresident/Registrar
(specifically, by the Administrator and the Assigt®egistrar).

Validation proposals may be submitted forrapal to the EC only after they

have completed the approval process (includingauapin relation to financial
matters) within the relevant Faculty or Facultiédgformation on Faculty approval
processes is available from Faculty Offices. Tghmut this document, references to
Faculty procedures should also be read, as apateand necessary, as references to
Oscail procedures and references to procedutée ininked Colleges. At all

points in this document at which there are refegerio Schools and Faculties, it
should be understood that, in the case of theddnRolleges, standard practices

with regard to internal approval, including appbly their Academic Councils,
apply, and, where appropriate, standard practugissregard to liaison with the
Faculty of Humanities and Social Sciences apply.

Within the Faculty, a future Chair of the ghamme Board (or equivalent title)
should be identified. This person is referreddothe purposes of validation and
accreditation, as th@incipal programme proposer.

Liaison with the Office of the Deputy PresitiRegistrar should normally be carried
out by the principal programme proposer and thallsabanager (or the latter’s
nominee).

There are nine Education Committee meetimgach academic year. Validation
proposals may be considered at five of these: 8dge November, January, March
and May. The exact times and dates are indicatéuei University schedule of
meetings abttp://www.dcu.ie/timetables/meetings_10_11.shtPtogramme
proposers are not required to be in attendandeaetmeetings, however. Instead, if
the EC decides that a proposal needs to be digtusethe proposers, such
discussion will take place shortly after the EC tmge It will be carried out either
electronically (via the Assistant Registrar) or,renasually, at a meeting of the
Validation Subgroup of the EC. The exact times dauets for the Validation

The membership and terms of reference of the&ibn Committee are available at

http://www.dcu.ie/internal/ec/index.shtml

Administrator: Valerie Cooke, x593%alerie.cooke@dcu.ie

Assistant Registrar: Louise McDermott, x59@6jse.mcdermott@dcu.ie
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Subgroup meetings are indicated in the Universibedule of meetings at
http://www.dcu.ie/timetables/meetings_10_11.shtml

If the EC decides not to approve a validagimposal, the Assistant Registrar will let
the programme proposers know this by e-mail foltapthe relevant EC meeting.
Further action to be taken by the proposers witleshel on the circumstances. For
example, in certain cases, they may be advisedhibdC considers the programme
as proposed not to be likely to be viable whilegtiners, they may be invited to
submit a revised proposal to a future meeting efgg.

Submission of documentation

All submissions to the EC must be with thendstrator by 5.00 p.m. on the Friday
week before the Wednesday on which a meeting falkes. The Administrator
should be contacted as far in advance as posdibitsd-riday to arrange for the
programme proposal to be placed on the agendgo®ats are required in electronic
format only, and hard copies should not be provided

The programme proposers are welcome to subdnaft of the programme
proposal to the Assistant Registrar in advanch witequest for advice on
issues such as whether or not all of the necessaas have been adequately
covered in the document.

The Validation Subgroup meeting

Once the EC has decided that there shoulartheer discussion of a proposal, either
queries will be e-mailed to the proposers by theigtant Registrar ax discussion

will take place at a meeting of the Validation Sudug of the EC (see 1.1.5 above) or
both. Where discussion takes place at the VatideBubgroup, the Administrator
notifies the proposers of the exact time at whighproposal will be discussed and at
which they should therefore make themselves aveikabmeet the Subgroup. This
will normally be somewhere between 4.00 and 5.8@,ghough it should not be
assumed that this will always be the case.

The principal programme proposer should lberapanied to the Validation
Subgroup meeting by a minimum of one and, normallpaximum of two
colleagues — the group may include, for exampkeHbad of School, the Associate
Dean for Teaching and Learning/Education or a st&finber closely associated with
the programme. If a programme is proposed in pastrip with an external
organisation, a representative of this organisatiay also attend. The principal
programme proposer should tell the Administratardrance who will be in
attendance.

The Administrator advises the principal pesgme proposer where he/she and
colleagues should wait at the appointed time. Teuld not go directly to the room
in which the Validation Subgroup meeting is heldstead, they should wait until
the Assistant Registrar leaves the Subgroup metdiimyite them in. Subgroup
meetings are normally held in A204 on the secooorfof the Albert College
Building, and the place to wait is normally the doywf the Albert College Building,
but this cannot be assumed in all cases; the Adtraitor will advise.
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The Subgroup members will, as appropriaten@aedssary, ask questions of the
programme proposers and seek clarifications atioel to the proposal. When this
process has been completed, the programme pregdesse the meeting.

Following the Validation Subgroup meeting

The Assistant Registrar advises the pringpagramme proposer and the Faculty
Manager (or the latter's nominee), normally ondag on which the Subgroup
meeting takes place, of the outcome of the meefirtgs outcome will normally be a
recommendation either to approve or not to apptbheerogramme for development
towards accreditation. The information communidatieould be understood as being
provisional, however, pending approval of the Sobgts recommendations (as
outlined in the validation report — see Item 1 Hdefow) by the full Education
Committee. This process will normally be finalidadthe Wednesday week
following the Tuesday of a Subgroup meeting.

In the event of a recommendation to apprihee may be sub-recommendations
which the programme proposers are to take intowadcin the development of the
programme, and these will be communicated by kbydhe Assistant Registrar.

If the Subgroup decides not to recommendayaiirthe Assistant Registrar will let
the programme proposers know this by e-mail foltaptihe Subgroup meeting.
Further action to be taken by the proposers witlethel on the circumstances. For
example, in certain cases, they may be advisedhba&ubgroup considers the
programme as proposed not to be likely to be vialblde, in others, they may be
invited to submit a revised proposal to a futurestimg of the EC.

In the event of a recommendation to apprgmeposal, the Assistant Registrar drafts
a validation report to be approved by the membetiseoSubgroup and the EC and
then forwarded for approval to the next availab&seting of Academic Council. This
report includes a summary of each programme proppgaoved together with a
statement of the recommendation to approve arsl aflsub-recommendations, if
any. The Assistant Registrar forwards this refmwthe principal programme
proposer, the relevant Faculty Managers(s) (or nee{s)) and the relevant Associate
Dean(s) for Teaching and Learning/Education as ssahhas been approved by the
Subgroup and the EC. Normally, the sub-recomméntiatelate to matters that

need to be addressed in the accreditation propéfshlat is not the case, the
Assistant Registrar arranges with the principagpmme proposer for confirmation
to be submitted to the EC, at an appropriate da&¢ the sub-recommendation has
been implemented.

Academic Council approval

Validation reports are placed in Section @efagenda for Academic Council,
which means that they are normally for formal appt only and will be discussed
only if a member of Council requests, by a spedifieadline before the meeting, that
this be done. If there is a request for a disgonsshe Administrator will notify the
principal programme proposer of this.

If there is to be a discussion about thegsal it should be ensured that there is a
person present at Academic Council who can adémgssssues raised. This may be
the principal programme proposer, if he/she issantver of Council; if not, a
colleague who is a member of Council may addtessssues, or the principal
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programme proposer may submit a request to treder via the Administrator to
attend the relevant part of the meeting.

If there is no discussion about the propdtsaill be formally approved by Academic
Council. If there is a discussion, various outesrare possible: Council may
approve, reject or amend the validation recommigmua In all cases, the decision
(and recommendations, if any) of Academic Couwdllbe communicated to
stakeholders by the Assistant Registrar.

If approval is indicated by Academic Counitie programme proposers are in a
position to prepare for accreditation. It is urstieod that, for practical reasons, they
may already have begun the preparations follow@gapproval.

Accreditation: management

Approval mechanism — general

Accreditation is carried out by an Accreditatiooadd, composed of a number of
external experts, a senior member of the Univewsito acts as Chair, and the
Assistant Registrar who acts as Secretary.

Accreditation Board members

The identification of likely external membeishe Accreditation Board is the
responsibility of the programme proposers. Thasainated must be approved by
the EC, which may delegate this responsibilitynt® Validation Subgroup. The
process should be activated by the inclusion in¢levant section of the validation
document of CVs for all those nominated, usingstia@dard forrh Where a
subsequent change has to be made, e.g. whereiaduiadl nominated and approved
becomes unavailable and a substitute has to bésdhg CV of the substitute (on
the standard form) should be forwarded to the Adstriator, who will submit it
electronically to the EC/Validation Subgroup, resfuesponses by a specified date,
and communicate the outcome to the principal progra proposer, the relevant
Faculty Manager(s) (or nominee(s)) and the reledasbciate Dean(s) for Teaching
and Learning/Education.

In the selection of nominees to the AccréiditeBoard, account must be taken of the

following:

= The principal programme proposer and colleaguesldremsure that there is
appropriate professional distance between all natethBoard members and the
University. No individual employed by the Univeysior a student of the
University, in the previous five years may be cdeséd. Nomination of
individuals with a personal connection with the Wémsity should also be
avoided, as appropriate. Reference should be toatie University’s Conflict
of Interest Policy alttp://www.dcu.ie/staff/conflict_guidelines.pdf

= It should be ensured that the Board includes sextademic and professional
experts as appropriate. There should normally imanum of one individual of
professorial rank.

3 Available inValidation and Accreditation of Programmes: Regulations and Guidelines, Section 4.2
(Section 11)
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= |t can be desirable, even necessary, for an indilitb be appointed to a Board
because he/she represents a professional accgdulittty. In no circumstances,
however, should an individual be appointed whonsesnber of an organisation
which has commissioned a programme.

= Every effort should be made to ensure an appr@pgander balance and an
appropriate balance between national and intematexpertise.

= An Accreditation Board should include no more tbae representative from any
one institution.

= Reciprocal arrangements between the Universityatimer institutions should be
avoided.

= In no circumstances may a staff member from DClhaa member of an
Accreditation Board in a linked college,wce versa. Nor may a staff member
of a linked college act as a member of an AccréditeBoard in another linked
college.

The number of external experts who actudlgrean Accreditation Board
should never be less than three and should normailbe more than five. To
allow for unforeseen events which might preveninaividual from attending a
Board meeting as scheduled, it is recommendedath@himum of four be
identified and invited. This ensures that, if améividual is prevented at short
notice from attending, there will still be a minim of three in attendance.

If one individual indicates, within a reasbleatime period before the Board meeting
(for example, a month in advance) that he/she damme attend, there may be time
for the programme proposers to identify, nominaie equest approval of a
substitute. It is essential, in all cases, th@wabe supplied for the substitute (on the
standard form) and that formal approval of this i&/sought. (See 2.2.1 above in
respect of the relevant procedure.)

In certain cases, an individual may indi¢h& he/she cannot attend the Board
meeting but would be willing to read the documdatatind submit comments in
advance. This can be accommodated on occasiargltttibis not recommended
because it does not allow the individual to intergith the other members of the
Board or the programme proposers. The commentddbe e-mailed to the
Administrator at the earliest opportunity, but fedger than 5.00 p.m. on the day
before the meeting is to take place. The Admiatstrwill make the comments
available to the other Board members. They witlv®made available to the
programme proposers, as they have the same statosranents made by the Board
during its private sessions.

The principal programme proposer should enthat the Administrator has a
complete street address and e-mail address foraddloh external experts. (The
standard CV form, if completed fully, should incéuthis information. However, the
principal programme proposer should check, in easle, whether or not there is an
additional street address, different from the msignal address, to which
documentation is to be sent, and notify the Admiiatser if this is the case ).

Arrangements for Board meetings

To arrange a date for the meeting, the gadgrogramme proposer must first
contact the Administrator. In no circumstancesusdhdates be arranged with the
external experts, even tentatively, without prionsultation with the Administrator.
The approximate time period in which the meetintj take place depends on a
number of factors, including the likely amount iofi¢ required by the programme
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proposers to prepare the accreditation proposattendvailability of those who must
be present for all or part of the meeting. Thestude, besides the members of the
Board itself, the principal programme proposer athers closely associated with the
proposal, the relevant Dean(s) of Faculty and Hauf(School and the module co-
ordinators. If it appears likely that it will bmpossible for an individual to attend, a
substitute should be identified who will be ablespeak on the individual's behalf.

The Administrator gives the principal prograenproposer a list of possible dates
within the general time period identified. Eachediaacludes both a morning and an
afternoon slot, and only one of these is useddorealitation. Therefore, within a
range of four dates, there are potentially eigbiissl The morning slot lasts from
9.00 a.m. to 2.00 p.m., and the afternoon sld¢$ frem 12.30 to 5.30 p.m. Both
include lunch for the members of the AccreditatBward.

The principal programme proposer negotiaids all relevant parties about these
slots and will advise the Administrator, as soopeassible, which one is most
suitable. This slot will then be entered into #loereditation diary.

The principal programme proposer advise@\tmainistrator how many people will
be in attendance for the discussion of individuataoles (i.e. the section of the
meeting that begins with coffee at either 10.30. @n3.00 p.m. — see timetables at
2.5.2 below).

The Administrator books the room for the rimgetf the Accreditation Board.
Where possible, this is A204 on the second floadhefAlbert College Building,
though it cannot be assumed that this room wilbgiswbe available.

The Administrator contacts Trispace Ltd.rrauage catering for the meeting.

The Assistant Registrar and the Administratoot the programme proposers —
identify a senior member of the academic stafhefltniversity to chair the meeting.
This person will usually be a Dean of Faculty.ntninstance will a meeting be
chaired by the Dean(s) of Faculty from which thegpamme proposal has come.

Accreditation documentation

The final accreditation proposal must be sttbchto the Administrator at least two
weeks in advance of the date of the meeting. Botklectronic copy and the
appropriate number of hard copies are requirect nidmber of hard copies required
is one for the Chair, one for the Assistant Regisiwne for each external expert and
one spare. A table of contents should be providegdossible, for ease of reading,
hard copies should be colour-coded (e.g. one caised for the module descriptors,
another for the CVs and white for all the rest).

Programme proposers are welcome to subnalegironic draft of the accreditation
proposal to the Assistant Registrar in advanch witequest for advice on issues
such as whether or not all of the necessary di@as been adequately covered in the
document.

Two weeks before the date of the meetingginkxer than this), the Administrator
sends an electronic copy of the accreditationgsapto each member of the
Accreditation Board and, on the same day, sents m@mber a pack containing the
following:

= a hard copy of the proposal



= acovering letter

= alist of the members of the Accreditation Board

= atimetable

= acopy of the University’s regulations and guide$iron validation and
accreditatiof

= the validation recommendations approved by Acad€oiencil (extracted from
the validation report)

= acampus map

= atravel expenses claim form.

2.4.4 When the above have been despatched, thenfstirator e-mails the following
documents, for information purposes, to the priakgyogramme proposer with a
request to forward them to the relevant staff masibe
= the covering letters
= the list of the members of the Accreditation Board
= the timetable
= acopy of the University's regulations and guidediron validation and

accreditatiof
= the validation recommendations approved by Acad€oiencil (extracted from
the validation report).

2.4.5 ltis important to note that, where a proplasew programme incorporates both new
and existing modules, the latter are not of théwesedeemed due for accreditation
(as they have already been accredited in a predontext). What is due for
accreditation is (a) the new modules, and (bptlegramme as a whole, including the
appropriateness of the relationship between theara the existing modules. The
members of the Accreditation Board need not necdgsomment on existing
modulesper se, though it is open to them to make suggestionaifieendments to
them where they consider it appropriate to dodkisvell as to consider the
appropriateness of the relationship between tistiegy modules and the proposed
new modules.

2.5 The meeting

2.5.1 The programme proposers are responsibléfsinig with the external experts in
relation to travel arrangements and accommodati®nequired. It is quite usual for
the external experts to book and pay for their tnamel and accommodation and
claim reimbursement later. Any additional actest such as evening meals, site
visits or lectures in which the external expertsta be involved, are the
responsibility of the programme proposers. Tdaany possible confusion on the
part of the external experts as to which staff tmers are responsible for the various
aspects of the preparation for accreditationQffece of the Deputy
President/Registrar should not be copied on cporegence relating to any of the
above activities.

* Thisis Validation and Accreditation of Programmes: Regulations and Guidelines, in an abbreviated
and adapted version to meet the needs of exteraders. Programme proposers will also be familiar
with the full version.
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The timetable for morning meetings is aofed:

9.00 a.m. The members of the Accreditation Boasg@ble in
A204 (if the meeting is being held there) or elsexeh
as directed (if the meeting is being held elsewhere

9.00 a.m. Private meeting of the Accreditation Bloar

9.45 a.m. Meeting with the Dean, principal prograanm
proposer and senior staff associated with the
programme

10.30 a.m. Coffee (for the Board members and alieh
associated with the programme)

10.45 a.m. Meeting with all other academic stasoatated with

the programme for detailed discussion of the
academic content and other programme-related
matters

12.15 p.m. Private meeting of the Accreditation iglda review
the outcome of discussions and formulate the
recommendations

12.45 p.m. Final meeting with the Dean, principalgpamme
proposer and senior staff

1.00 p.m. Close of proceedings

1.00 p.m. Lunch for the members of the AccreditaBmard

The timetable for afternoon meetings is as foltows

12.30 p.m. The members of the Accreditation Boasgmble in
the foyer of the Albert College Building

12.35 p.m. Lunch for the members of the AccreditaBoard

1.30 p.m. Private meeting of the Accreditation Boar

2.15 p.m. Meeting with the Dean, principal prograenm
proposer and other staff associated with the
programme

3.00 p.m. Coffee (for the Board members and ake¢ho
associated with the programme)

3.15 p.m. Meeting with all other academic staffoassted with

the programme for detailed discussion of the
academic content and other programme-related
matters

4.45 p.m. Private meeting of the Accreditation Blo@rreview
the outcome of discussions and formulate the
recommendations

5.15 p.m. Final meeting with the Dean, principalgramme
proposer and senior staff
5.30 p.m. Close of proceedings

During the first private meeting of the Adtitation Board (9.00 a.m. or 1.30 p.m.)
the members agree on the issues to be raisedheittenior staff. These are normally
generic issues relating to the programme ratraer thodule-specific issues.

The coffee (10.30 a.m. or 3.00 p.m.) is a@d in the room in which the meeting is
held and is for everyone: members of the AccrédiaBoard, senior staff and all
associated with the programme.
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The sessions at 10.45 a.m. or 3.15 p.mn&eaded to allow detailed discussion of
individual modules with the module co-ordinatotspossible, the Dean(s) and
Head(s) should be present at this point. Thecjp@h programme proposer should in
all cases be present at this point.

During the second private meeting of the Aditation Board (12.15 p.m. or

4.45 p.m.) the members agree on the main recomnettiendo be made, i.e. that the
programme either be launched, or not be launditdtie time and on the basis
proposed. If the recommendation is that the @nogne be launched, there will
normally also be sub-recommendations which a@falsnulated. If the
recommendation is that the programme not be laddhe reasons are agreed.

During the final meeting with the Dean andisestaff (12.45 p.m. or

5.15 p.m.) the Chair of the Accreditation Boarchsuarises verbally the main
recommendation to be made, as well as the mainesidmmendations (where
relevant) or the reasons for a negative recommemd@vhere relevant).

In no instance should anyone due to joimmbeting at the following times:
945a.m. or 2.15p.m.
10.30 a.m. or 3.00 p.m.
12.45 p.m. or 5.00 p.m.
go to the room in which the meeting is taking plad hey should instead
assemble in the foyer of the Albert Collegad wait there until the Assistant
Registrar leaves the meeting to invite them ihe Principal programme proposer is
responsible for ensuring that all involved knowsthit is very important that this
arrangement is adhered to, as otherwise the mareagef the meeting becomes
problematic.

Following the meeting

After the meeting, each external expert raayappropriate, submit a completed
travel expenses claim form and bank transfer farthé Administrator. The bank
transfer form is used to request details of theklzaount into which the travel
expenses, as well as the honorarium due to eaelmekexpert, is to be paid. It
should be noted that bank transfer is the only medeffecting payment, as the
University no longer issues cheques. The Admiatstrwill submit the
documentation to the Finance Office, which willaarge for the appropriate bank
transfer to be made. The honorarium is €250 (@641 the case of an individual
who submitted written comments but did not attdrereeting in person).

In the event of a positive recommendatioa Absistant Registrar will draft an
accreditation report to be approved by the membiettse Board and then
forwarded for approval to the next available megetf Academic Council.

This report will include a summary of the prograenproposal approved together
with a statement of the recommendation to appaoxka list of the
sub-recommendations. Once the members of the ditatien Board have approved
the report, the Assistant Registrar forwards th principal programme proposer,
the relevant Faculty Manager(s) (or nominee(s))tandelevant Associate Dean(s)
for Teaching and Learning. Depending on the cistamces, this may happen some
time before the meeting of Academic Council to \aHite report is submitted for
approval.

® Or elsewhere, as directed, if the meeting is etd m A204.



2.6.3

2.6.4

2.7

271

2.7.2

2.7.3

2.8

In the event of a negative recommendatianAsistant Registrar drafts a report to
be approved by the members of the Board. Thisrtepatains the reasons for the
recommendation and any further recommendationsnhstbe made. Once the
members of the Board have approved the reporAskistant Registrar forwards it to
the principal programme proposer, the relevant Baslanager(s) (or nominee(s))
and the relevant Associate Dean(s) for Teaching.@adning/Education.

Board members are typically requested toaepror propose amendments to,
draft reports within two weeks of the date of theeting of the Accreditation
Board. If necessary and with the agreement oBtterd, however, this time
period can be shortened.

Academic Council approval

Accreditation reports are placed in Sectiaof @e agenda for Academic

Council, which means that they are normally fonfal approval only and will be
discussed only if a member of Council requestsy bpecified deadline before the
meeting, that this be done. If there is a regioesd discussion, the Administrator
will notify the principal programme proposer ofgh

If there is to be a discussion about thegsal it should be ensured that there is a
person present at Academic Council who can addm@ssssues raised. This may be
the principal programme proposer, if he/she isemibver of Council; if not, a
colleague who is a member of Council may addtessssues, or the principal
programme proposer may submit a request to trederd via the Administrator to
attend the relevant part of the meeting.

If there is no discussion about the propatsaill be formally approved by
Academic Council. If there is a discussion, vasioutcomes are possible: Council
may approve, reject or amend the accreditatioomeeendations. In all cases, the
decision (and recommendations, if any) of Acade@uancil will be communicated
to stakeholders by the Assistant Registrar.

Finalisation of accreditation documentation

In the event of a positive recommendation, the giaat Registrar requests the

principal programme proposer to ensure that fiedldocumentation is lodged with

the Office of the Deputy President/Registrar betbeebeginning of the next

academic year. This finalised documentation césmsisthe following:

(@) the accreditation proposal, now incorporatheyaccreditation
recommendations, with all changes traéked

(b) the above document with all changes untratked

(c) a copy of the accreditation report, with adi¢ation under each
recommendation of where and how it has been agédein the revised
accreditation proposal.

These documents are required in electronic copyha@ copy. The document at (b)

becomes the definitive accreditation document whligbcribes the programme as it

was accredited and should be used as the basisyduture revisions. The

Administrator archives all such documents. A cepguld also be held by the

relevant Faculty/Faculties and School(s).

® Where documentation was submitted originally ififodmat, it can be converted to Word for
tracking purposes. The programme proposers shiistdiss this with the Assistant Registrar.

10
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Advertising a programme

A programme should not be advertised before thé&Capproved the validation
proposal (see 1.4.1 above). After this, and befoeaneeting of the Accreditation
Board, the programme may be advertised as ‘sutgentcreditation’. Between the
meeting of the Accreditation Board and approvdtofecommendations by
Academic Council, and if the recommendation ofBloard is positive, the
programme may be advertised as ‘subject to finpt@aml’.

Remote accreditation: management

In certain circumstances, accreditation magasded out remotely, i.e. by
e-mail, without the necessity for the Board memsltermeet in person. These
circumstances may include the re-accreditatiom mfogramme, after it has been
running for some years, where the changes arvediastraightforward.

Procedures for identifying the members of tbarl are as at 2.2.1 above except that,
in certain cases, (re)validation will be deemedtodie necessary so there will be no
validation document.

Procedures as at 2.2.2, 2.2.4 and 2.2.6 albowddsbe followed. 2.2.5 is not
relevant. With regard to 2.2.3, it is still dedite to identify and have approved a
minimum of four people, though if only three aderitified and approved this can be
accommodated because the chances of an indibéuay unable to participate at the
last minute are lower than in the case of an hoteagting. The Education
Committee/Validation Subgroup must approve the GMbfie nominated Board
members; to facilitate this, the summary list ofmnees and CV template should be
copied and pasted frowalidation and Accreditation of Programmes. Regulations

and Guidelines, completed in respect of all nominees and setitedministrator,
who will forward them to the EC/VS for considecati

The principal programme proposer should dseith the Administrator an
approximate time period during which the accreititatakes place. Normally, about
three weeks are required from the point of viewhefmembers of the Board, though
this can be extended to four if required. The@pal programme proposer should
confirm the availability of the members to undeedke work within this time period.

The principal programme proposer, the Admiatsirand the Assistant Registrar
then agree a number of key dates:
= the date on which the accreditation proposal lsetsubmitted to the Office
of the Deputy President/Registrar (in electronierfat only)
= the date on which the proposal is to be e-mailddédBoard members (this is
normally the same date)
= the date by which responses are to be requestedtiir® Board members
(normally — as noted at 3.4 above — about thredsvirFem the date on which
they get the proposal, though this can be extetmiéalr if required
= the date by which the Assistant Registrar compligte siccreditation report
and agrees it with the Board members (normally aboa week from receipt
of responses from the members of the Board).

" As with Accreditation Board meetings, the prin¢ipeopgramme proposer is welcome to submit a
draft to the Assistant Registrar in advance to klieccompleteness.
8 Board members are asked to use the ‘reply alififipevhen commenting to facilitate the discussion.
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3.6 As well as the accreditation proposal, the Adstiator sends the Board members a
copy of the University’s regulations and guidelimesvalidation and accreditation

3.7 Once the accreditation report has been agneditetmembers of the Board, the
Assistant Registrar forwards it to the principatgnamme proposer, the relevant
Faculty Manager(s) (or nominee(s)) and the relegasbciate Dean(s) for Teaching
and Learning/Education.

3.8 The Administrator arranges for an honorariur8I##5 to be sent to each of the
external experts.

3.9 Procedures as at 2.7, 2.8 and 2.9 apply.

Office of the Deputy President/Registrar
February 2011

° Thisis Validation and Accreditation of Programmes: Regulations and Guidelines, in an abbreviated
and adapted version to meet the needs of exteraders. Programme proposers will also be familiar
with the full version.
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