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A. OVERVIEW OF ACADEMIC QUALITY AT THE RNCM

RNCM is an independent higher education provider with degree awarding powers at undergraduate
and taught postgraduate levels. Its research degrees are awarded by Manchester Metropolitan
University. As a degree-awarding body, the College takes responsibility for the academic standards
and quality of its programmes, and through exercising this responsibility, ensures that the standard
of its awards are comparable to other UK universities and conservatoires.

The Academic Quality Handbook is a reference document for staff that sets out the policies, procedures
and guidance that define and assure the academic s
College regulations for taught programmes are set out in the Academic Regulations.

The College will regularly review its academic quality procedures in light of internal and external
changes, to reflect sector-wide good practice and teaching excellence.

1  The purpose of quality assurance and enhancement of academic standards

The purpose of quality assurance at RNCM and the continual enhancement of the quality of the
Col |l ege’ sistpr ovi si on

assure the College that threshold academic standards are met and maintained;

ensure the highest quality student learning opportunities across all programmes and
support students to achieve successful academic and professional outcomes beyond
the threshold level;

1 ensure continuous improvement in the student learning experience and enhancement
of learning opportunities acrosstheCol | ege’ s progr ammes

| ensure the provision of high quality, accurate and accessible information to students
and other stakeholdersont h e C o hdademieprosision;

identify excellence from diverse forms of teaching and learning;

ensure that awards are credible and secure.

The Academic Quality processes within this handbook applyto alloft he Col |l ege’ s pr o
including programmes delivered by collaborative partners and research degree programmes, and
encompasses learning, teaching, performance and composition activities, admissions processes,

learning and teaching support services, resources and assessment. They complement the

Coll ege’™s Learni ng andtdke ihte accobnt thegequality aral Dieegsiyy

Policy, Disability Statement and priorities relating to access and widening participation.
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2 Articulation with the UK Quality Code for Higher Education

The College’'s regulations, policies a
maintenance of academic standards and the quality and enhancement of learning
opportunities take full account of the requirements set out by the Office for Students
(OfS), the Teaching Excellence Framework and the threshold standards and
expectations contained within the UK Quality Code for Higher Education

Each section of the handbook makes reference, where appropriate, to a chapter or chapters of
the existing and revised UK Quality Code for Higher Education published by the QAA to ensure
the Expectation(s) in each chapter are met.

3  Teaching Excellence Framework

The Teaching Excellence Framework (TEF) is run by the OfS on behalf of the government, for
recognising excellent teaching, in addition to existing national quality requirements for
universities, colleges and other higher education providers. It provides information to help
prospective students choose where to study. Participating higher education providers receive a
gold, silver or bronze award reflecting the excellence of their teaching, learning environment and
student outcomes. The awards cover undergraduate teaching.

In 2017 the RNCM was acknowledged as outstanding, achieving the highest Gold standard in the
Teaching Excellence Framework results, and maintained the standard in 2018.

B. TERMINOLOGY

1 Programmes

The College defines each of its discrete awards as a Programme of Study or more commonly,
simplyas'Pr ogr ammear ‘.Cour se’

2 Modules

Each Programme comprises a discrete number of modules; separate elements of learning which
together constitute a Programme.

C. RESPONSIBILITY WITHIN THE COLLEGE FOR ACADEMIC QUALITY

The following are responsible to the Principal for the maintenance of academic standards, quality
assurance and enhancementof t he Col |l ege’s academic progr amnm

1 Quality assurance team

Dr Dawn Edwards, Clerk to the Board and Head of Academic Quality (CBHAQ), has
responsibility for academic quality and the assurance and enhancement of standards within the
College and Chairs the Academic Quality Committee and Board of Examiners of the Academic
Board. She is supported by the Academic Quality Manager (AQM), Deborah Williams. Their
respective responsibilities are as follows:
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Dawn Edwards: Strategic aspects and leadership of academic quality, policy development
and review, advice on external quality assurance reviews, collaborative
provision, oversight of academic staff development. Chair of Academic
Quality Committee and College Board of Examiners, 0161 907 5438,
dawn.edwards@rncm.ac.uk

Deborah Williams: Management of and operational responsibility for academic quality, review of
student-facing College policies and procedures, programme development
and review, management of External Examiner and Specialist External
Assessor nomination and appointment, co-ordination of internal and external
surveys of student satisfaction, Secretary to the Academic Quality
Committee and Academic Board, 0161 907 5240,
deborah.williams@rncm.ac.uk

If you require any advice about any of the procedures outlined in this handbook you should
contact Deborah Williams.

2 Role of College academic staff in Academic Quality
2.1 Principal is responsible for academic leadership, including Academic Quality at the College.
Professor Linda Merrick linda.merrick@rncm.ac.uk 0161 907 5382

2.2 Vice-Principal (Academic) has overall responsibility for the leadership of learning and teaching,
curriculum development and ensuring that taught programmes are developed, delivered and
managed in accor dan amdewmic Regulatiohseand@umplovec ppleiesand
procedures. VP (A) has responsibility for ensuring that resources, including staffing, are
effectively deployed to maintain and enhance standards and quality.

Professor Martin Harlow martin.harlow@rncm.ac.uk 0161 907 5258

2.3 Director of Performance has overall responsibility for the leadership of the Principal Study area
of st udent ssandphe iotggrabperiorenance elements of learning.

Manus Carey manus.carey@rncm.ac.uk 0161 907 5271

2.4 Director of Research is responsible for the leadership and enhancement of research including
research degree programmes across the College.

Professor Barbara Kelly barbara.kelly@rncm.ac.uk 0161 907 5380

2.5 Head of Undergraduate Programmes / Head of Graduate School are responsible for the
leadership and management of undergraduate / taught postgraduate programmes within the
College. They work closely with the CBHAQ and AQM to ensure the necessary regulations and
procedures are followed within the programmes for which they are responsible.

2.6 Course Leaders are responsible for the administration of a programme, including their
monitoring and evaluation. They work closely with the AQM to ensure the necessary procedures
are followed at programme level and for the individual programme modules within them. They are
required to report annually on the quality matters within their Programme as outlined in section
H7, the Annual Review of Programmes of Study (ARPO0S).
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2.8

2.9

3.1

3.1.1

3.1.2

3.2

3.2.1

Heads of School are responsible for the standards, quality and enhancement of learning
opportunities in the Principal Schools of study and for ensuring that there are appropriate
structures to consider quality and enhancement issues within them.

Module Coordinators are responsible for the administration of their particular modules within a
Programme of Study, for ensuring that quality assurance procedures are followed at module level
and reviewing learning, teaching and assessment to enhance student learning opportunities.

All teaching staff both full and part-time are responsible for contributing to academic quality and
standards by ensuring that they are up-to-date with their subject/profession and with current
developments in teaching and learning excellence across the sector.

Roles of College committees

A chart of the main committees of the College may be found in Part A of the Committee
Handbook on the College VLE: Moodle.

The committees that contribute to the assurance and enhancement of the academic quality and
standards of the College’ s a wcarrbd divided into two main strands: Management (under the
remit of the Executive Committee (EC) and Academic (under the remit of Academic Board (AB),
and including: Academic Quality Committee (AQC), Learning and Teaching Committee (LTC),
Research Committee (RC), Board of Examiners (BoE) and International Committee (IC)). In
addition the Programme Approval Scrutiny Panel (PASP), Programme Boards (PB) and the
International Office play an important role in the assurance and enhancement of quality and
standards.

Management Committees

Executive Committee (EC)

EC is responsible for considering and approving the resource implications of policies and
procedures and those associated with the development and approval of programmes; including
the business case for new programmes and risk management. It acts as a forum for strategic
debate and discussion in relation to the academic portfolio of the College and considers and
approves new collaborative partnerships.

Programme Planning Group of EC (PPG)

PPG considers and grants approval for proposals for new programmes to be developed and
major programme changes in the context of the Strategic Plan and academic portfolio and
available resources. In doing so it considers the business case for such proposals. Membership
of PPG includes the Vice-Principal (Academic), Vice-Principal (Operations), Director of
Performance and the Director of Finance and Strategic Planning.

Academic Committees

Academic Board

Academic Board holds ultimate responsibility for academic programmes in the College including
their development, approval, quality and standards. To aid the Board in this responsibility,
Executive Committee, Academic Quality Committee, Learning and Teaching Committee,
Research Committee, Board of Examiners and Programme Boards all have roles in the quality
assurance and enhancement of academic standards. Academic Board approves policies and
procedures including those related to quality assurance, nominations for external examiners and
is responsible for the approval of awards made by the College.
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3.2.2 Academic Quality Committee
AQC is responsible to the Academic Board for the development and implementation of academic
quality policies and procedures, and advises the Board on action which should be taken in
response to issues raised internally and externally. It recommends for approval by the Board the
appointment of External Examiners; considers all documentation relating to academic quality
assurance and enhancement; and scrutinises proposals for new and revalidated programmes,
the annual review of programmes, External Examiner reports and the results of external and
national surveys into the student experience. Under authority delegated by the Academic Board,
AQC approves minor modifications to programmes and the appointment of Specialist External
Assessors.

3.2.3 Learning and Teaching Committee
LTC is responsible to the Academic Board for the enhancement of learning and teaching through
the Learning and Teaching Strategy. It considers all areas of the curriculum that relate to the
student experience throughout the student lifecycle, works with programmes to promote
systematic enhancement activities and disseminate good practice across the College and
oversees academic staff development.

3.3 Programme Boards
Programme Boards are responsible for monitoring the content, quality and standards of
Programmes, the development of programmesand f or enhancing the stud
experience. They consider the annual review of programmes and are responsible for
implementing and monitoring actions identified as a result of annual review. Programme Boards
actively engage students in the quality of their educational experience and report to the Learning
and Teaching Committee.

4 Role of students in Academic Quality

Students have a central role to play in the assurance and enhancement of Academic Quality at

the Collegeand are involved at all |l evel s of the Coll
and enhancement. Their views are sought formally through their representation on the major

College academic committees, Programme Boards, ad hoc working groups and informally

through focus groups held to discuss discrete issues and through day-to-day discussions with

tutors and support staff. They are also members of programme approval panels and are part of

the recruitment process for new academic and academic support staff through attending

presentations from applicants.

5 Relationships with Manchester Metropolitan University (ManchesterMet) and the
University of Manchester (UoM)

5.1 The Graduate Diploma of the Royal Northern College of Music (GRNCM) is a Programme run
alongside the Bachelor of Music (MusB) at the Music Department of The University of
Manchester. Students take the 3-year MusB at the University and, in parallel, the Principal Study
and vocational modules of the College ’ faur year BMus. Year 4 is undertaken entirely at the
College. Students obtain two separate awards; the MusB from the UoM and the GRNCM from
the College.

5.2 The College offers research degrees validated by Manchester Metropolitan University. The
Research Degrees Handbook outlines the policy and procedures of the College in this area and
is provided in conjunction with the ManchesterMet Research Degree Programmes Code of
Practice.

5.3 Potential research students and their supervisors should discuss any application for enrolment
with the Programme Leader, Professor Jane Ginsborg, Associate Director of Research.
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D. PROGRAMMES OF STUDY

1 Regulations

All taught programmes are governed by the College’ #cademic Regulations. The Academic
Regulations, which include the Assessment Regulations, are the regulatory framework for all
aspects of study at the RNCM and are approved by the Academic Board. If you require advice on
the interpretation of the Academic Regulations you should initially contact the Clerk to the Board
and Head of Academic Quality, Dr Dawn Edwards.

2 Programme structure

2.1 Details of the structure of each Programme can be found in the relevant Programme Handbook
which includes the Programme Specification.

2.2 Through a series of clearly articulated learning outcomes, which map onto the programme aims
and learning outcomes, each module is assessed on subject content, knowledge and application.
In addition, modules also develop a range of transferable and graduate skills.

2.3 Each module is assigned a credit value and its equivalent European ECTS! value depending on
the total number of hours of study involved. Each UK credit represents around ten hours of study,
so that a 10 credit module represents about 100 hours of total study.

2.4 Under the QAA Quality Code Part A, Chapter Al, qualifications are ascribed a level according to
the UK Framework for Higher Education Qualifications (FHEQ):Ba c he |l or sa&aesdtatgr e e
Level 6 and Maslewl7 s degrees at

3 Definitive programme document — Programme Specification

~

The Programme Specification for each programme is the definitive programme
document. The Programme Handbook i s the
students and is reviewed and updated annually. The Programme Specification is
updated to reflect approved changes to a programme during its period of approval and
comprises part of the College’s Univers
undergraduate students.

g /

3.1 All programmes which lead to a College award are required to have an up-to-date accessible
‘ def iracord of theeprogramme. For all RNCM programmes this is the Programme
Specification. This is used as a reference point for delivery of the programme and is updated to
reflect amendments made to programmes through the approved minor modification process
throughout the approval period of the programme.

4 Programme Handbook

4.1 The Programme Handbook, which forms part an integral part of the programme approval
documentation (see section 6.4); is subject to final approval by the Chair and a nominated
external member of the Programme Approval Panel after the programme has addressed any
conditions and considered any recommendations made at a programme approval event. The
original version of the Programme Handbook will be retained for reference as part of the formal
programme approval documentation.

! European Credit Transfer and Accumulation System
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4.3

51

5.2

5.3

5.4

5.5

6.1

6.2

It is the responsibility of AQM to ensure that approved amendments made to programmes
throughout their formal approval period are informed to the Programmes and Assessments
Team. A separate record will be kept of all minor modifications made to each programme to
monitor the extent of changes over time, whic h ~ wi | | be considered as
annual review process

It is the responsibility of the Programmes and Assessments Team, in consultation with AQM and
the Course Leaders to ensure the Programme Handbooks are updated annually to reflect
amendments approved during the previous academic year.

Undergraduate programmes

The College offers three undergraduate Programmes:

1 Bachelor of Music with Honours (BMus Hons) — the normal duration of which is four years
but which also offers, exceptionally, a three-year accelerated route;

1 Graduate Diploma of the Royal Northern College of Music (GRNCM) - GRNCM students take
the full MusB (Hons) Programme in the Department of Music of the University of Manchester
(three years duration), alongside the GRNCM Programme (four years duration). The MusB
is governed by the regulations of the University of Manchester, whilst the GRNCM is
governedby t he Coll ege’s own regul ations

1 Bachelor of Music with Honours in Popular Music (BMus PM Hons)

Full-time undergraduate students normally take 120 credits worth of modules each year of their
degree programme (e.g. a total of 480 credits worth of modules for the four year BMus degree
programme). They must satisfactorily complete all elements of a Programme of Study including
the core and selected optional modules in order to progress.

Students on the BMus 3-Year are accredited with 60 APL credits and complete a further 140
credits per year to achieve the total 480 required credits.

Students taking the Graduate Diploma of the RNCM, are required to take 80 credits over years
one to three and 100 credits in their final year.

Students may exit BMus (Hons) degrees with: a Certificate of Higher Education award for 120
credits at the end of Level 4 (and above); a Diploma of Higher Education award for 240 credits at
the end of Level 5 (and above); or a non-honours degree at level 6 if they do not fulfil the honours
requirements. There are no exit awards permitted for the Graduate Diploma.

Postgraduate programmes

The College offers the following postgraduate programmes within the Graduate School:

1 Master of Music in Performance or Composition ((MMus Perf/ Comp)

1 Postgraduate Diploma in Advanced Studies (PGDip AS)

1 Master of Performance (MPerf);

i Postgraduate Diploma in String Leadership, or (International Artist) in Solo Performance,
Chamber Music, Conducting, Opera and Vocal Studies; (IAD)

For the MMus, students must gain at least 180 credits at level 7. Completion of 120 credits is
required for a Postgraduate Diploma and International Artist Diploma. Students may exit Masters
programmes with 120 credits for a Postgraduate Diploma and PGDip AS with 60 credits for a
Postgraduate Certificate. There is no exit award for the IAD nor String Leadership programmes.
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E. THE UK QUALITY CODE FOR HIGHER EDUCATION

The UK Quality Code for Higher Education sets out a series of expectations that all
higher education providers are expected to meet. How the College meets these
threshold standards is checked by the OfS through an Annual Provider Review which
includes collecting assurances from governing bodies to support the Annual Provider
Review.

Quality and standards in higher education are governed by the Quality Assurance Agency’ s
(QAA) UK Quality Code for Higher Education. The Quality Code is divided into the following
sections:

1. Part A: Setting and Maintaining Academic Standards.
http://www.gaa.ac.uk/en/Publications/Documents/Quality-Code-Part-A.pdf

Part A of the Quality Code comprises three chapters containing a total of seven Expectations:

1 UK and European reference points for academic standards
T Degree awar di ng b antsforasademic stdnéarde nc e po
1 Securing academic standards and an outcomes-based approach to academic awards

Programmes are required to meet the expectation(s) of each chapter.

Reference is made in chapter Al to subject and qualification benchmark statements.
Benchmarking is a subject community making explicit the nature and standards of awards which
carry the subject in their title. The QAA issues one for music at undergraduate level. The subject
benchmark statement forms part of the basis for the nature and content of a programme. How the
programme relates to the subject benchmark must be made explicit in the validation/ revalidation
document. The subject benchmark statements are available on the QAA website
(www.gaa.ac.uk).

2 Part B: Assuring and Enhancing Academic Quality
http://www.gaa.ac.uk/assuring-standards-and-quality/the-quality-code/quality-code-part-b

Part B of the Quality Code includes 11 chapters. Each identifies an expectation covering matters
relating to the management and enhancement of academic quality in higher education that all UK
higher education providers are expected to meet. Each chapter has a number of indicators which
the College meets through it policies and procedures and the roles and responsibilities of its
committees and boards.

= =4 —a

=4 =4 -a_-a_-9_-9_-9

B1: Programme design and approval

B2: Admissions

B3: Learning and teaching

B4: Student support, learning resources and careers education, information, advice and
guidance

B5: Student engagement

B 6: Assessment of students and accreditation of prior learning
B7: External examining

B8: Programme monitoring and review

B9: Complaints and appeals

B10: Management of collaborative arrangements

B11: Research degrees
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Part C: Information about Higher Education Provision
http://www.gaa.ac.uk/en/Publications/Documents/Quality-Code-Part-C.pdf

Part C of the Quality Code ensures that institutions provide information for a variety of
stakeholders that is fit for purpose, accessible and trustworthy. This includes ensuring that any
information in the public domain and provides to students in accurate.

F.

PROGRAMME DEVELOPMENT, APPROVAL AND PERIODIC REVIEW

UK Quality Code chapters Al, A2 and B1

Any new programme of study leading to an academic award of RNCM undergoes a rigorous

d

evel opment, scrutiny and approval process |

Academic Regulations, the requirements of the OfS and UK Quality Code. All programmes are
reviewed at least every five years by an independent panel with at least one student and two
external members.

11

1.2

1.3

Introduction
Procedure for the Approval of Programmes of Study at the RNCM.

Programme approval, or validation, takes two forms:

1 the approval of NEW programmes and
9 the periodic review and RE-APPROVAL of an existing programme

Additionally, a request for a MAJOR MODIFICATION to a programme of study may also trigger a
full re-approval event.

The maximum programme approval period is five years; therefore each programme must undergo
a re-approval event during its fifth year of operation and may not extend into a sixth academic
year.

Re-approval

The process for re-approval is the same as that for initial approval, except that it is informed by a
review of the running of the programme and will take into account any changes since the previous
formal approval event. NOTE: It must be clearly stated from the outset whether the re-approved
programme will be phased in, or if it will simultaneously be applied across all levels. Course
Leaders will need to confirm how this will be managed in order to safeguard the student
experience or, for the latter, to obtain student consent.

All forms and templates in relation to programme development, approval and periodic review are
available as Word documents to download from the Policies and Strategies page accessed via
t hBNCM L itab dndMobodle, or by request from AQM.
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2.2

2.3

2.4

2.5

2.6

3.1

3.2

3.3

Timescales for recruitment purposes

It is important to bear in mind that programmes must be planned in good time for them to be
advertised appropriatelyto i nf or m app !l i ¢ a ranhddor thedngnenuns dolmmtolea k i n g
recruited.

Consumer Protection from Unfair Trading Regulations 2008 (CPRS)

Consumer protection law will apply to the relationship between HE providers and prospective

and current students. It sets out minimum standards that apply to various aspects of an HE
provider’ ' s deal.iWhageshe @dllegenpubtishes Magerals which provide

sufficient information about the courses being offered (such as prospectus or information on the

RNCM website) and the costs for the prospective st udcé
under the CPRs. In each invitation to purchase, the College should ensure that it provides all the
necessary ‘“materi al i n faincharadteristics of the course, the totalmp | e t
tuition fees and other costs, in a comprehensive way.

Where we are giving i nfcoornmartaicotn itnhfaotr mast iionn’f,a cwe
that the information is accurate because the pre-contract information will be binding. This is

particularly important where significant changes or new programmes are planned and may result

in different versions of programmes running concurrently.

In order for a new programme to be included in the prospectus and be considered in the annual
planning cycle the initial proposal must have been approved by the Programme Planning Group
(PPG) in the year preceding the development and formal approval of the programme.

Any proposals which are advertised in the prospectus or in other recruitment literature prior to

formal programme approval may only be included with the clear designation thattheyare 6 s ubj e ct
t o a p pandesstudehtsdmust be provided with full details before they commence their studies.

The College may be required to refund fees where pre-contract information was not accurate.

In order to ensure that the programme approval event completes the required Committee cycle, it
will ideally begin two years prior to commencement and normally no later than April for
commencement of a new programme the following September.

Initial Steps in the development of the Programme

Consultation with Vice-Principal (Academic) (VP (A)):
All programmes must receive corporate approval to proceed:

9 Staff considering the development of a new programme of study should, in the first instance,
consult with the VP (A) prior to initial approval to proceed by the Executive Committee, who
will offer advice as to the strategic fit of the proposed programme witht he Col | ege
portfolio.

S c

1 Staff preparing a review of the programme for re-approval should consult with the VP (A),
who will offer advice as to the strategic development of the programme withint he Col | ege
academic portfolio.

Consultation with Academic Quality Manager (AQM):

Following approval to proceed, advice on procedures and timescales should be discussed with
the AQM; please note this must be done as soon as possible, even at the very early discussion
stage.

Consultation with Marketing and Communications:
The Col | e gtiagasd Chramukications team MUST be informed of proposals, as the
prospectus for entry has to be finalised by up to in two years in advance.
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3.4 Programme Board Consultation:
In liaison with the Chair of the appropriate Programme Board, Course Leaders should ensure that
initial ideas for the development of programmes are considered by Boards, as part of staff and
student consultation, prior to completion of the programme proposal form.

4. Gathering Evidence

4.1 Market Research should be sought in good time for the initial development stage: input to the
development should be sought from external and internal sources, as follows:

External Consultation with:

1 External Academics and Practitioners, for sector benchmarking, including programmes
elsewhere, and if appropriate, within 30 miles of the College.

1 Destination of Leavers from Higher Education , Potential Employers and Placement
Providers

1 Professional Organisations and initiatives and developments from the sector.
1 Potential Students and/ or Current Students of programmes in related areas
1 External Surveys, e.g. National Student Survey/ Postgraduate Taught Experience
Survey
T I'n addition, Course Leaders should discuss

Examiner (EE), or for new programmes, EEs for programmes in related areas.

Internal Consultation with:

1 Internal Academics and Practitioners
1 Student Feedback from internal surveys and consultation
I Marketing: demand from potential students — student target numbers etc.
1 Alumni and Recent Graduates (for re-approval activities)
1 Administrative considerations — assessment burden, student numbers and student
support etc.
1 Orchestral and Performance departments
5. Permission to Proceed

5.1 The Programme Proposal Form
Proposals are made on the Programme Proposal Form which outlines the business and
academic case for new programmes or development of a current programme. The member of
staff putting forward the proposal (normally the Course Leader) should complete the form prior to
meeting with:

9 the Director of Finance and Strategic Planning: to consider the resource costs — academic
and administrative, both for new programmes, and re-approval proposals requiring alteration
to resource allocation;

1 thelLibrarian:toreporton t he required | ibrary provision
bibliography and content.

NOTE: All new programmes and re-approval proposals which require significant changes to
resource allocation, will need to be considered and approved by the Programme Planning
Group (see below).

5.2 Forms should be typed. The current template should always be downloaded from Moodle.

Quality Assurance and Enhancement Handbook, 15
Version 9, August 2018

f



53 Programme Planning Group (PPG) (on behalf of Executive Committee)
New programme proposals, and re-approval proposals, where there are significant resource
implications, will be reviewed by the Programme Planning Group (PPG), which is a sub-group of
Executive Committee, who will consider the resource and financial implications of the proposal
and its fit with Strategic Plan and objectives. Specifically it will consider:
T i mplicati ons fulbtimeeghvalenC(BTE) stidert husnbers;
1 an assessment of the resource implications at a macro-level including specialist facilities and
staffing;
1 how the programme will contributeto t he real i sation of the Colll
5.4  Academic Board (AB)
All new programme proposals will be approved for development by Academic Board as the
ulti mate body with responsibility for tdawads.Col
AB wi | | consider whether the proposal enhances
portfolio. Specifically it will consider:
1 how the proposed programme fits with the College academic portfolio;
9 the outline structure of the programme;
9 evidence of sustained viable student recruitment;
1 support expressed from external professional and vocational bodies or agencies;
1 details of, or potential for, external collaboration if applicable.
Academic Board will monitor the progress of new and re-approval activities.
5.5 Responsibility
It is the responsibility of the Course Leader, in consultation with VP (A), to complete the relevant
documentation following consultation with the Librarian and Director of Finance and Strategic
Planning, and progress permissions through the relevant committees to ensure that the required
approval is obtained prior to completing the Programme Approval Documentation.
6. Programme Design
6.1 Following approval of the proposal, the Course Leader will prepare the first draft of the
Programme Approval Documentation
6.2 Issues to consider
Programme approval documentation is the key information used by the Programme Approval
Panel in their review and consideration of the programme. It needs to contain sufficient
information about the programme and the College so that panel members with no prior
knowledge of the College or its programmes can make an informed judgement on the approval of
the programme. Proposals must be developed with reference to external standards and
benchmarks, notably:
1 how the Programme maps onto the College Vision and Strategic Plan — RNCM 2020;
1 appropriateness of content and level in relation to the FHEQ;
1 alignment with subject/ qualification benchmark statements, i.e. Music subject
benchmark statement, if relevant;
1 OfS requirements, including the Teaching Excellence Framework
1 Threshold standards as set out in the QAA UK Quality Code, Parts A, B and C
1 progression — in terms of learning outcomes content and structure;
1 exit awards;
1 balance and coherence of content and structure;
1 recruitment / feasibility of intake;
1 appropriateness of staff to deliver programme;
1 modes of delivery and volume of learning;
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6.3

6.4

6.5

6.6

6.7

6.8

6.9

1 assessment load and rationale for the programme as a whole;
1 development of key employability and entrepreneurial skills.

and consider:

1 how the programme will meet the needs of a diverse student population, including
support for special learning needs;

1 howt h e Co | duaity &t BiverSity policy will be embedded across the programme.
Equality, diversity and employability are key issues which should be addressed explicitly
in the proposal.

Detailed guidance on the information that should be included in programme approval
documentation is attached as Appendix 1, which includes issues that staff should consider when
designing or undertaking a review of a programme and specific details of what should be
contained within each section of the Programme Approval Document.

The Programme Approval Document comprises three sections:

1 Self-Evaluation Document, which provides the programme rational and supporting
information, together with a set of standard appendices;

1 The formal Programme Specification, that will be published and forms part of the
contract with students ;

1 The Programme Handbook which should provide a full breakdown of the programme for
a student audience.

These sections should be set in the formal College template and typeface (Arial 11pt).

Self-Evaluation Document
This should be written with the Approval Panel in mind and should include, for example, the
background and rationale for the programme and resources etc.

Programme Specification

This forms the formal record of the programme of study, and definitive document, for publication
on the College website and Prospectus and forms the formal UNISTATS record for
undergraduate programmes. The specification provides prospective students with the relevant
details to decide upon their chosen course of study and satisfies the requirements of the
Consumer and Markets Authority.

Programme Handbook
The Programme Handbook is the key document in the programme approval process and should
be written in an accessible and student friendly format.

Appendices to the Approval Document

These should include supporting evidence and links to College policy/ information (i.e. Academic
Regulations, Student Information Handbook, and Academic Quality Handbook) which are not
subject to approval by the panel.

Please refer to the guidelines in Appendix 1 for full details of what information should be included
for approval.

AQM will work with Course Leaders as proposals are developed, to advise on keeping to
schedule and following the College’s policies
advised to apprise AQMon t he pr o puorerd ant provideedrafedections as they are
written. This will enable AQM to provide ongoing advice as the proposal develops.
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7. Scrutiny of Draft Documentation

7.1 Once the draft programme approval documentation has been prepared, a meeting is held
between key members of the Programme Team and the Programme Approval Scrutiny Panel, to
ensure that all documentation is in order prior to the programme approval event.

7.2 Programme Approval Scrutiny Panel (PASP)
A sub-group of AQC, the Programme Approval Scrutiny Panel (PASP) considers proposals for the
approval and re-approval of programmes and makes recommendations to AQC. The PASP
comprises: CBHAQ (Chair), VP (A), a Head of School, Head of Registry, Course Leader from an
independent programme and one or more student(s) from an independent programme.

Via the Programme Proposal Form and draft Self Evaluation Document, PASP will consider the
following:

1 rationale for the new programme, or for the re-approval of programmes the changes
proposed and the rationale for these;

alignment with the UK Quality Code;
support expressed from external bodies;

appropriateness of content, aims, learning outcomes and assessment with respect to
FHEQ level

7.3 PASP will make recommendations to the programme team to enhance the documentation and
ensure it is aligned with the College’s Academi
Code, where appropriate.

7.4 A second meeting of PASP may be held, if deemed necessary, to allow the programme team to
make any final amendments prior to submission to the Programme Approval Panel. If a second
meeting of PASP is not deemed necessary CBHAQ will review the document prior to its
submission to the Panel.

7.5 Proposals for the approval of a programme are submitted to an independent panel comprising
external members, College staff and a student for approval. The programme approval procedure
is managed by AQM.

8 The Programme Approval Process

8.1 Programme Approval Panel
The Programme Approval Panel consists of a group of suitably qualified and experienced
members established by the College to consider a programme of study submitted for programme
approval.

8.2 The Programme Approval Panel will always be established: where a new award-bearing
programme is being proposed; where a programme is subject to re-approval; and where a major
amendment to a programme is proposed as detailed in the Academic Quality Handbook.

8.3 Nomination of External Approval Team to sit on the Approval Panel:
It is the responsibility of the Course Leader to nominate external panel members, using their
knowl edge of the area and those working in the
by VP (A) and CBHAQ, as Chair of AQC, and should be submitted to AQM on the panel
nomination form.
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8.5

8.6

8.7

9.1

9.2

9.3

9.4

To be eligible for appointment as an academic member of a panel, externals must normally hold
an academic post in a UK higher education institution, be experienced in the subject and have

appropriate teaching experience. As a general principle, serving or recent external examiners or
specialist external assessors will not be appointed as members of a programme approval panel.

AQC will consider nominations and appoint the programme approval panel after consultation with
the submitting programme team.

The Programme Approval Panel will comprise a minimum of five members, to include:

1 A Chair, normally being the Chair of AQC or, a senior member of the College but not
associated with the programme of study under consideration;

i atleast two external members to the College with relevant academic/ professional
expertise;

i atleast one academic internal member of College staff not associated with the programme
of study under consideration;

9 atleast one student member not associated with the programme of study under
consideration

The Academic Quality Manager will normally be in attendance and act as Secretary to the
panel.

Programme approval panels will consider in detail a range of matters including the level of the
programme in relation to the FHEQ, progression between levels, i.e. for Undergraduate
programmes, from Level 4 through 5 and 6, the suitability of the structure, content and scheme of
assessment of the Programme. The Panel will review the number and suitability of teaching staff
who will be involved with the programme, their academic and, if appropriate, professional profiles
and to the provision for staff development as well as administrative support for the programme if
relevant. Panels are required to consider the proposal in the light of external reference points,
notably the OfS, QAA UK Quality Code and Teaching Excellence Framework. They will also be
asked to confirm that the resource implications of the proposal have been considered and
approved following the criteria laid down in the briefing notes for programme approval panels.
Guidance for panel members is provided in Appendix 2 of the QAE Handbook.

Programme Approval Event

Following scrutiny by PASP, the Programme Approval Panel (The Panel) will receive
documentation between two to four weeks in advance of the programme approval event to allow
time for members to identify matters which may need to be addressed and/ or request additional
information should this prove necessary. Advance notice of these issues will be passed to the
programme team by AQM.

The Panel will convene to discuss the timing and agenda for the event following advance notice
of the lines of inquiry highlighted for discussion.

The panel meets with members of the programme team (and students from the programme for a
re-approval event) to discuss the submission in detail. The panel may inspect the facilities and
view any other relevant resources. The meeting between the panel and programme team should
include the programme Course Leader, Assistant Course Leader, or equivalent, individual
module coordinators, VP (A) and a representative of the Heads of Schools. Briefing notes for
Programme Approval Panels can be found in Appendix 2 of the QAE Handbook.

For enhancement purposes, feedback is sought from the Panel and Presenting Team in the form
of a post-event questionnaire to be considered by the Chair who will forward any issues to the
relevant committee, as required.
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10. Findings and Report of the Programme Approval Panel

10.1  The Panel Chair will convey the findings and conclusions of the panel to the Programme Team at
the end of the event.

10.2 Following the approval event, the secretary to the panel will draft a report outlining the substance
of the discussion and a summary of any conditions, recommendations and commendations. This
will be circulated to the Panel for initial approval, and to the Course Leader for a formal response.

Recommendations and conditions
The principal recommendation will be one of the following:

T APPROVAL - with or without conditions or recommendations attached, and with a
specified period of approval (not exceeding five years);

T NON-APPROVAL - in which case the panel will indicate those areas in which the proposal
is considered deficient, will make suggestions as to how those deficiencies might be
rectified and indicate the timescale in which a revised submission should be put forward.

The report will record the main areas of discussion and their outcomes. In particular, the report
will distinguish between and put appropriate timescales to:

1 Conditions - i.e. those issues which the panel requires to be addressed or undertaken to its
satisfaction within a specified timescale and without which approval should not be granted:;
conditions should therefore be used carefully with consideration as to their implications;

1 Recommendations - that is, matters which, in the judgement of the panel, should be
reviewed for the overall benefit of the proposal but on which the panel is genuinely open to
reasoned argument.

1 Features of good practice - the panel will be asked to identify any features of good practice
or commendations.

Programme approval panels should use conditions
the Panel members agree unanimously that a proposed condition must be met within a proposed
timescale in order for the Programme to proceed.

11 Submission of the FINAL version for sign-off and REPORT for formal committee
ratification.

11.1 The Course Leader must amend the Programme Specification and Programme Handbook in light
of the Programme Approval Panel’'s conditions an
one of the external members of the Panel (to be appointed by the Chair) and the Chair.

11.2 Programme Response to Conditions and Recommendations
The programme team must respond to each condition and recommendation, showing in a clear
and concise action plan how the requirements are to be met. In the case of recommendations,
the programmeteammayagr ee not to f ol | ow timdoingpsae mest
provide a robust rationale.

S sug.

11.3 Recommendation of approval by the Panel. A Programme is not permitted to commence
delivery until it has addressed any Conditions arising out of programme approval and until it has
responded to the recommendations made, to the satisfaction of the Panel.
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115

12

12.1

12.2

12.3

13

13.1

14

14.1

14.2

14.3

Recommendation of approval by AQC
The for mal report of the programme approval

in the first instance to AQC, which will review the reportandthepr ogr amme t eaands

consider the recommendation for approval by the Academic Board. AQC may refer the response
back to the Programme Team if it does not consider that issues have been dealt with satisfactorily.

Academic Board Approval

Following its scrutiny by AQC, the report, programme response and action plan will be presented
to Academic Board. The Board will approve or re-approve the Programme for an appropriate
period, normally as recommended by the programme approval panel. The Board may refer the
response back to the Programme Team if it does not consider that issues have been dealt with
satisfactorily.

Dissemination to Prospective and Current Students

Approved Programme Specification and Programme Handbook
Following approval, the Course Leader will complete the handbook with full programme details,
including deadlines and school specific information.

Where changes are planned that will affect current or new students, Course Leaders must clarify
whether the new regulations alter the agreed curriculum or whether the new regulations will run
concurrently with the old. Course Leaders may need to seek written approval from each
student to transfer to the revised programme.

Following receipt of the definitive handbook, the Secretary, will issue the formal Programme
Record of Approval and release the Programme Specification and Programme Handbook for
publication.

Collaborative Considerations

Collaborative Agreement (for collaborative programmes)
An approved and signed Collaborative Agreement is required before a collaborative programme
can be finally approved by Academic Board (see section G for further details).

Extensions to a Period of Approval

Process for Extensions to a Period of Approval, if shorter than five years

For programmes that have been approved for a period of less than five years, it may be possible
to apply for an extension of up to two years, on the condition that this does not result in them
exceeding the five year approval period. Extensions are subject to the conditions below.

The maximum period of approval that may be granted for a programme is five years. After this
period, no extensions may be granted and the programme will be subject to formal re-approval.

An application for extension of approval must be discussed with CBHAQ in the first instance and
will be subject to formal approval by Academic Quality Committee and Academic Board.
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14.4  Approval of an extension of the period of approval will only be granted if the following conditions
are met:

1 No major changes are planned in the programme during the extension period;

1 the programme had a satisfactory annual review of programme report for the previous
year;

I the programme received satisfactory external examiner reports for the previous two years;

the extension has been supported by the external examiner for the programme

1 the student experience is sound as evidenced by feedback from students from internal
and/or external surveys.

E|

14.5 Procedure
The programme leader should consult with AQM to determine whether the Programme meets the
criteria for an extension to be considered.

The programme leader should complete the Request for Approval of Extension to Existing
Programme form and submit this, together with the following items, to the secretary of AQC at
least ten days before the date of the meeting:

91 the most recent annual report for the programme;
1 external examiner reports for the most recent two years;

I a statement as to the steps being taken to address any issues identified in the programme
annual report and/or external examiner(s) report(s) to ensure the quality of the student
experience for the extended operation of the programme;

1 areflective self-evaluation document for the programme, not exceeding 1,000 words
summarising how the programme has developed since approval/ last re-approval, how the
guality of the programme is assured and a review of the student experience.

14.6 Responsibility
It is the responsibility of the Course Leader, in conjunction with VP (A), to complete the relevant
documentation, and progress the through AQC.

15 Programme amendments and new modules

15.1 Minor modifications

15.1.1 The Programme Specificatonc an be vi ewed as a praggmeammeteancand bet v
College. The discretion of the programme team to suggest modifications to an approved
programme is limited to changes to the programme which do not significantly affect the
Programme Specification. Such changes are classified as minor programme amendments and
include:
I Changes to a module title, credit or level;

1 amendments to module aims or learning outcomes, content, learning and teaching strategies,
assessment (mode/word count/length/components);
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15.1.2

15.1.3

15.1.4

15.2

9 addition of a non-core module within a programme or core module where the programme
aims and learning outcomes are not affected and that do not affect a substantial proportion of
the programme?;

1 amendments to criteria for admission and/or progression;
1 minor amendments to the programme title.

Requests for minor amendments to programmes should be made on the Minor Amendment of
Programme Form (Appendix 7). This needs to be discussed with, and signed by, the Director of
Finance and Strategic Planning to ascertain if any additional resources are required, and if so, to
confirm that these can be resourced. Proposals for programme amendments should be
approved by the External Examiner and discussed with current students.

The completed and authorised form should then be considered by the Programme Board before
being submitted to AQM for consideration by AQC.

Under authority delegated by the Academic Board, minor amendments are approved by the
Academic Quality Committee and reported to the Academic Board through the Academic Quality
Committee minutes for information.

It is strongly encouraged that amendments to modules should be made no later than April for the
forthcoming academic year to allow time for committee approval. No amendments to modules
may normally be made in the year in which the module will be being delivered.

New modules

Requests for new modules should be made on the New Module Proposal Form. This needs to
be discussed with, and signed by, the Director of Finance and Strategic Planning to ascertain if
any additional resources are required, and if so, to confirm that these may be resourced.
Proposals for new modules should also be discussed with the Librarian. If the new module can
be delivered within the existing resource base the proposal moves forward for consideration by
the UG /PG Programme Board, then AQC, who will consider and, if appropriate, approve the
proposal.

Under authority delegated by the Academic Board, new modules are approved by the Academic
Quality Committee and reported to the Academic Board through the Academic Quality Committee
minutes for information.

Course Leaders are responsible for ensuring that minor modifications to modules and new
modules are incorporated into the Programme Handbook for the subsequent year and
Programme Specification if appropriate.

A record of minor changes to programmes and new modules is maintained by AQM. Cumulative
minor changes to a programme may be sufficient to trigger a full programme re-approval.

2 A substantial proportion of a programme is at least 1/6 of the total credit volume of the programme, or at least 1/2 of the credit
volume in any single year of the programme, e.g. 80 or more credits of the 480 credit BMus, 30 or more credits of the MMus, 60
or more credits an any year of an undergraduate programme
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15.3 Major amendments

15.3.1 Proposed modifications of approved programmes affecting the programmes aims and/or learning
outcomes in the Programme Specification or representing a substantial proportion of a
programme are classified as major programme amendments and should, in the first instance, be
discussed with AQM to determine the extent of the modification. They will then be referred to AB
for approval, after which the programme will either be subject to re-approval by a panel by
correspondence or, if the changes are substantive, affecting a significant proportion of the
Programme Specification, a full re-approval event.

Changes classified as major programme amendments include:

9 the introduction of new core or optional modules within an approved programme that
affect the programme aims and/or learning outcomes

1 the introduction of new core or optional modules in an approved programme that
represent a substantial proportion of the programme (normally considered to be greater
than 25%)

and/or:
1 changes to the award title (a substantive change to the award title)
1 changes to the qualification
1 changes to the teaching institution
1 changes to the programme level aims and/or learning outcomes
1 the introduction of a new named pathway or route within a programme

15.3.2 The Programme Approval Panel for consideration of a major change by correspondence will
include as a minimum:

9 an academic member of staff who is a member of AQC

1 a panel Chair, normally the Chair of AQC, who will be responsible for drawing together
comments and writing a short panel report for consideration by AQC and Academic Board

1 an external academic member, who if possible, was a member of the most recent
validation/ revalidation panel.

1 an external professional member, who if possible, was a member of the most recent
validation/ revalidation panel.

Students on the programme and the External Examiner must be consulted on the change.

For approval of a major programme change by correspondence the Course Leader should clearly
identify the major change within the Programme Specification; this will then be sent to the
Programme Approval Panel together with the updated Programme Handbook.

15.3.3 Where significant changes are proposed to an approved programme, the Course Leader must

obtain the written agreement of all students whom it affects.

16 Withdrawal of a Programme

16.1 RNCM Taught Programmes

Requests to withdraw a programme should be made on the Programme Withdrawal Form. This
should initially be considered by PPG and, if approved in principle, should be forwarded to AQC
for consideration prior to approval by Academic Board. See Appendix 9
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16.2 Collaborative Taught Programmes

The Collaborative organisation must follow the
students can complete their studies prior to the withdrawal of the programme. Requests to
withdraw a programme should be made on the Programme Withdrawal Form, as noted above.

16.3 Failure of Collaborative Organisation

Any withdrawal of a programme following the failure of the Collaborative Organisation will follow
t he Col | eg elprecedwre and ter RINGM will work with the Collaborative Organisation
to ensure that students can complete their studies. Failure may comprise a serious and ongoing
failure to deliver the programme, or financial failure/ closure.

16.4 Closure of a Programme

Closure of a programme due to poor recruitment, with the programme coming to a natural end
should be notified to CBHAQ. This will be reported to AQC and the Academic Board for
information.

17 Informing students of programme changes

17.1 Programme re-approval

Supporting information submitted to the programme approval panel, should make it clear how
continuing students on a programme that has been re-approved will be accommodated. It is
usual for students to continue on the award for which they have originally registered. If this is not
the case, and students will be required to transfer onto the re-approved programme, every
student must provide written consent for the transfer. If a student does not consent they should
continue on their original programme until its completion.

17.2 Minor programme amendments

The Programme Handbook will inform students of details of their programme for the current
academic year. The Course Leader should provide a brief summary of any changes at the
induction for each year at the start of the academic year.

18 Operational responsibility

The programme proposer / Course Leader should maintain regular contact with AQM at each
stage of the programme approval / re-approval / module amendment / new module process and
provide the necessary documentation to be considered by the committees involved in a timely
manner.
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18.1 Programme approval schedule (approval and re-approval events)

Activity: Stage 1 Responsibility

Initial Steps

Initial discussion with Executive Committee on

programme approval VP(A)

Planning discussion with VP(A)/ AQM on programme

Programme proposer / Course Leader
approval

Permission to Proceed

Completion of Programme Proposal Form Course Leader

Discussion of resource issues with Librarian / DFSP | Course Leader

Due D|I|gence' and Collaborative Agreement DESP/ VP (Operations)
(for collaborative programmes only)

Organise a meeting of PPG if required. AQM

Discussion of proposal by Programme Board Programme proposer / Course Leader

Consultation and feedback from students,

stakeholders, employers and current EE(s) etc. Programme proposer / Course Leader

Stage 2

Programme Design and Approval

Preparation of full approval documentation and Programme proposer / Course Leader
submission to PASP (see Appendix 1)

Arrange meeting(s) of PASP AQM

Nomination of external panel members for Course Leader

programme approval event. on the appropriate template
Organisation of Programme Approval event AQM

Preparation of_ written response to conditions / Programme proposer / Course Leader
recommendations

Preparation of final version of Programme Approval Course Leader

Document

Report outcome to AQC and seek approval of

Academic Board. Programme Approval Panel Chair

Preparation for First Cohort

Preparation of Programme Handbook Course Leader

18.2 Minor changes to programmes and new modules

Activity Responsibility

Liaise with External Examiner Course Leader

Completion of minor modification / new module form | Course Leader

Discussion of resource issues with Librarian / DFSP | Course Leader

Obtaining required signatures on minor modification / | Course Leader
new module form

Submission to Programme Board Course Leader
Submission to AQC Course Leader / Programme Administrator
Informing Academic Board Chair of AQC
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APPROVAL OF A NEW PROGRAMME

Initial discussion between the proposer, VP (A) and/ or EC

v

Completion of Programme Proposal Form

y

Discussion on resource requirements with &1

Director of Finance and Strategic Planning

Discussion with
Librarian

v

Approval by PPG on
behalf of EC

A 4

Academic Board

Approval to
proceed by

Discuss the preparation of draft programme
approval document and schedule with AQM

i

Consideration and approval of
development of programme approval
document by PASP on behalf of AQC

\ 4

Completion of final draft programme approval document

\ 4

Pre programme approval event meeting with PASP

Programme Approval event

Condition(s) and/or recommendation(s) No conditions or
recommendations

A 4

A 4

Programme response and action

plan considered by AQC Validation report
considered by AQC

A\ 4
Conditions met

A 4

Approval of award by
Academic Board
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RE-APPROVAL OF A PROGRAMME
(PERIODIC REVIEW)

Completion of Programme Proposal Form
in consultation with VP (A)

A\ 4

Discussion | | Discussion on resource requirements
with Librarian with Director of Finance and Strategic
[

A

A 4

Approval by PPG on behalf of EC

if additional resources required Signed off by Director of Finance

and Strategic Planning if within

Consultation with students,
employers and stakeholders

\4

Discuss the preparation of draft documentation and
schedulelwith AQM

v
Consultation with EE

A 4

Consideration and approval of draft programme
approval document by PASP on behalf of AQC

v

Completion of final draft programme
approval document

y

Pre programme approval event meeting with PASP

I

Programme Approval event

Condition(s) and/or /\ No conditions or

recommendation(s) recommendations

\ 4

Programme response and action
plan considered by AQC

y

Programme approval
report considered by
AOC

\ 4
Conditions met

v

Approval by
Academic Board

Quality Assurance and Enhancement Handbook, 28
Version 9, August 2018



MAJOR CHANGE TO PROGRAMME
(FULL or BY CORRESPONDANCE)

Completion of Major of Programme Proposal
Form in consultation with VP (A)

) 4

Discussion i | Discussion on resource requirements
with Librarian if with Director of Finance and Strategic
required |

A

A 4

Refer to PPG if additional

resources required Signed off by Director of Finance

and Strategic Planning if within

A 4

Following approval by Academic Board,
consultation with EE, students, employers and
stakeholders

L

Changes made to Programme Specification and
Programme Handbook

A 4

Programme Specification and Handbook
sent to Chair and External Approval Panel
member for consideration

T

Condition(s) and/or No conditions or
recommendation(s) recommendations

v

Programme response and action
plan considered by AQC

A

Programme approval
report considered by AQC

A
Conditions met

\ 4

Approval by
Academic Board
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NEW MODULES
(To existing programmes)

E x a mi

Course Leader gains External

ner

appr o\

v

Complete New Module Form

A 4

Discussion resource requirements with <
Director of Finance and Strategic Planning

Discussion with
Librarian

v

v

Extra resources required

and approved by Director

of Finance and Strategic
Planning

A

Signed off DFSP as being
affordable and within the
existing resource base

A 4
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Noted by
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MINOR AMENDMENTS TO MODULES
(Minor Modification)

Course Leader gains External
Examiner’'s approva

A 4

Complete Modification to
Module Form

A

Discussion of any resource requirements with the
Director of Finance and Strategic Planning

A 4 Y

Extra resources required Signed off by Director of
and approved Director of Finance and Strategic
Finance and Strategic Planning as being affordable
Planning and within existing resource

A 4

Consideration by UG/PG Programme
Board

A

Approved by AQC

v

Noted by Academic
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G. COLLABORATIVE PROVISION AND PARTNERSHIPS
UK Quality Code Chapter B10

1. The Collaborative Provision and Partnership Policy governs the principles and criteria used by the
College in considering proposals for new collaborative or partnership arrangements. Partnership
working locally, regionally, nationally and inte
be divided into academic (including collaborative), professional, international, pre-tertiary and City
and City Region partnerships and lease and licence arrangements.

The Collaborative Provision and Partnership Policy is divided into arrangements governing formal
academic collaborative provision; as defined by the Quality Assurance Agency (QAA) for Higher
Education, partnerships and international institutional partnerships. Collaborative and international
institutional partnerships governing the exchange of students fall within the remit of guidelines
contained in this handbook. Please refer to this policy for detailed information on the criteria that
need to be fulfilled to consider a collaborative arrangement with another institution.

2 Collaborative Provision

2.1 Introduction

This section of the Collaborative Provision and Partnership Policy sets out the types of
collaborative arrangements that the College supports, and the principles and criteria governing
the establishment and management of collaborative academic provision. Collaborative
arrangements cover both national and transnational education.

The College regards taught provision as collaborative when it meets the definition of collaborative
provision given in Chapter B10 of tddecatibndl Qual it
provision leading to an award, or to specific credit toward an award, of an awarding institution

deli vered and/ or supported and/ or assessed though

Whilst the College recognises that collaborative and partnership working brings significant
benefits, it also acknowledges such arrangements require the careful management of risks. Any
institution or organisation with whom the College enters into a formal agreement is expected to
comply with all relevant statutory requirements of a UK higher education institution and act in
accordance with College policies and procedures as appropriate. It will only develop collaborative
programmes where it can be confident that the quality will be excellent.

Collaborative provision should enable the RNCM:
1 to develop and broaden its academic portfolio and grow its student population where
appropriate;
to enhance the experience of its students and staff;
to fulfil its widening participation and lifelong learning remit;

to enhance its national / international profile.
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2.2 Collaborative provision typology and arrangements
Collaborative arrangements, both national and transnational, can fall into three categories:
TYPE OF - .
ARRANGEMENT: Validation Dual Award Joint Award
Description Programme  developed | Single programme Single programme

and delivered by another
institution, or organisation,
which is of an appropriate
quality and standard to
lead to an award of the
RNCM.

designed and delivered by
more than one awarding
institutions leading to two,
or more, separate awards
being granted by both (all)
awarding institutions

designed and delivered
by two (or more) awarding
institutions leading to a
single award made jointly
by both (all) awarding
institutions

Student numbers

Partner or RNCM

RNCM for RNCM award

Partner(s) and/or RNCM

assigned by
Programme Partner Partner(s) and RNCM Partner(s) and RNCM
designed by
Programme RNCM RNCM for RNCM award Partner(s) and RNCM
approved by
Award owned by RNCM RNCM for RNCM award Partner(s) and RNCM
Delivered and Partner RNCM and Partner(s) Partner(s) and RNCM
assessed by
External RNCM RNCM for RNCM award Partner(s) and/or RNCM
examiners
appointed by
Responsibility for | RNCM RNCM for RNCM award Partner(s) and RNCM
quality and
standards

2.3  Responsibilities

The College is responsible for ensuring the standards set and achieved by students on

2.4

24.1

collaborative programmes that lead to a RNCM award are equivalent to those set and achieved
by other College students. The College will maintain a list of collaborative agreements and details
of students on collaborative programmes who are not registered at the College will be held in the
Registry.

The Director of Finance and Strategic Planning will oversee the approval of the collaborative
partner including all necessary due diligence investigations. The Clerk to the Board and Head of
Academic Quality will oversee the programme approval.

Stages in the development and approval of collaborative provision

Process

The process of approving a new collaborative arrangement involves three main stages, initial
discussion of framework for proposal by PPG under authority devolved by EC, strategic
consideration of the proposal including due diligence and scrutiny of the potential quality of
provision under the proposal and detailed consideration of the academic case for a proposal
t hr ough t &pmogr&nanie bpprgval’procedures.
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2.4.2. Initial exploration
The initial consideration, overseen by PPG and reporting to EC, explores the framework for the
proposed academic collaboration and agrees, if appropriate, that the proposal should move
forward.

Collaborative provision should enable the RNCM:
9 to develop and broaden its academic portfolio and grow its student population where
appropriate;
i to enhance the experience of its students and staff;
9 to fulfil its widening participation and lifelong learning remit;
9 to enhance its national / international profile.

Professional partnerships enable the RNCM:
I to extend its local, national and international reach;
1 to provide opportunities for students and staff to engage with a range of organisations;
1 to broaden its range of activities and be at the forefront of the music profession.

2.4.3 Strategic consideration of a new partnership
This stage is to ensure that the aims and objectives of the organisation are compatible with the
College. At this stage consideration is given to the standing of the organisation through due
diligence checks and whether the organisation is likely to be able to offer appropriate quality of
provision to safeguard the student experience.

This stage, overseen by PPG, involves discussion between senior staff within the College and
the proposed partner organisation, usually the Director of Finance and Strategic Planning and the
VP (A) on behalf of the College, and proposed Course Leader and other senior personnel from
the partner organisation. When considering proposals the College will need to be satisfied of the
following:

9 that the proposal to deliver the programme off-site which involves collaboration with
another organisation fits with the College vision and Strategic Plan;

1 that the organisation with which the collaboration is proposed is an appropriate one with
which to form a partnership, that there is no potential conflict of interest and that it is of
good standing, both in financial terms and with the QAA or other inspection body as
appropriate;

9 for the purposes of the collaboration, the partner organisation should operate a policy of
non-discrimination and equality of opportunity;

9 that there are sufficient expertise and resources to support the collaboration, both at the
proposed partner and in the College

2.4.4 The evidence required at this stage will depend on the nature of the partner involved but will
normally include:

Mission statement and/or strategic plan;

History and description of the institution/organisation;

Copies of reports from external reviews/assessments undertaken in the last five years;

Details of the standing and effectiveness of any current or previous relationship with the

College or other UK awarding institution;

Statement of the available IT and library resources;

Statement of the support available to students including students with additional needs;

Statement of available careers support and guidance available to students;

Audited accounts;

Institutional quality assurance arrangements;

Institutional staff development policy;

Institutional health and safety policies and practices.

= =4 —a -9

E R
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A site visit will also be undertakent he ai m of which iIis to assess th
learning and teaching infrastructure in relation to the proposed programme.

Responsibility for due diligence verification sits with the Director of Finance and Strategic
Planning for financial issues and the VP (Operations) for facilities. The outcomes of due
diligence will be considered by the Executive Committee who will (or not) approve the
partnership.

2.4.5 Preparation of Collaborative Agreement

A signed legal agreement is required for every collaborative academic arrangement into which
the College enters, to ensure both parties understand their rights and obligations within a
collaborative arrangement.

The Director of Finance and Strategic Planning is responsible for drawing up the Collaborative
Agreement; the formal contract between the College and partner organisation, that sets out the
nature and limitations of the agreement between the partner organisation and the College. This
will be approved by EC and signed by the Principal on behalf of the College, and by a senior
member of staff within the partner organisation.

The Collaborative Agreement will also be ratified by Academic Board as part of their approval of
the programme. The Board of Governors formally approves the partnership arrangement. A
programme may not commence until the Collaborative Agreement has been signed by all parties.
The Collaborative Agreement should include the following:

An agreed end date for the agreement;

1
9 details of where students are to be registered
9 the period of notice by either partner;

1

a clause providing for the continued teaching and support to completion for students
remaining at the end of an agreement;

2.4.6 Appointment of a Link Tutor

Once the proposed partnership has been approved by the College and partner organisation, the
College will appoint an experienced member of its academic staff to act in the capacity of Link
Tutor. The Link Tutor will work with the Vice-Principal (Academic), the Clerk to the Board and
Head of Academic Quality and the proposed Course Leader designate of the proposed
collaborative provision programme. The role of the link tutor is to:

1 liaise on academic matters and other matters as appropriate, with the proposed partner
organisation;

support the proposed Course Leader in preparing the validation/revalidation documents;

report back to the College on progress and developments in relation to validation and
programme planning;

i attend such meetings of the proposed partner institution as shall be mutually agreed by
the College and the proposed partner institution;

attend pre-validation and validation meetings in a supporting capacity;

provide ongoing academic advice and support in relation to annual monitoring and
review.
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2.4.7 Programme Approval

Detailed scrutiny of a partner’'s ability to del
process of programme approval. Any proposed collaborative provision which will lead to a
College award will, normally, be subject to the College’ s f or mal pr ogancarenieve app

process contained in Section F of these quality guidelines.

3. Programme monitoring and review

Collaborative programmes willbe subject t o t he Coll ege’s standard
arrangements contained within Section H of these quality guidelines. Annual monitoring reports
should be submitted to the appropriate College Programme Board for consideration and then to

AQC.

External Examiner for collaborative provision are approved by the RNCM Academic Board.
Reports are sent to the provider by the College, who are required to draft a response. The
response is sent to the College and reviewed and officially sent to the external examiner by VP (A).

4. Renewal of collaborative arrangements

All collaborative arrangements will be subject to renewal after a maximum period of five years
(aligned with the programme approval period).

All collaborative arrangements must be renewed in good time to ensure the agreement does not
lapse. Renewal should include the following:

1 Information from the partner organisation on significant changes to resources, staffing,
premises or governance since the last agreement;
reference to any external reviews that have taken place during the period under review;
summary annual review of programmes for the period under the review;
review of external examiner reports.

EC will scrutinise the review and consider approval (or otherwise) of the renewal of the
collaborative arrangement.

5 Termination of partnership agreement

Formal notification of closure of an existing partnership agreement is by written correspondence
to the partner from the Director of Finance and Strategic Planning with EC and AB being
informed of the termination.

See Withdrawal of Programme procedure in Section F.
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H.

Programme monitoring and Review

UK Quality Code Chapters B7 and B8

All programmes leading to an award of RNCM are subject to informal monitoring
throughout the year and formal annual review

1.2

3.2

3.3

The programme monitoring process

Once approved, programmes are subjected to continuous monitoring and review by the College.
The maintenance and enhancement of quality in existing modules and programmes is ensured by:

Programme Board;

College Board of Examiners;

Student evaluation and feedback, both formal and informal;
External Examiners and Specialist External Assessors;
Annual Review of Programmes.

E N I ]

All programmes are also subject to a five yearly, or less, depending on the period of approval, re-
approval which is outlined in section F above.

Responsibility of programmes

The effective delivery, ongoing monitoring and annual review of Programmes is the responsibility
of the Course Leader overseen by the Vice-Principal (Academic).

Programme Boards and student feedback

The operation and membership of the Programme Boards are set out in the Committee
Handbook and in the formal membership and terms of reference approved by the Academic
Board annually. The membership of each Programme Board must include student
representatives from each cohort represented. Programme Boards are the main forum for
students to provide formal feedback on programmes through student representatives.

The minutes of each meeting of each Programme Board are considered by LTC and appended to
the relevant Annual Review of Programme of Study. Any matters relating to quality assurance
are referred to AQC. Via the programme annual monitoring process, AQC will ensure that the
Programme Boards are operating appropriately, and monitor the issues raised as well as draw
the attention of the Academic Board to matters which require action or where particular good
practice is apparent which may be disseminated through a summary of the Annual Review of
Programmes presented to Academic Board each year. Any action at an institutional level taken
by Academic Board in reference to matters which require action will be reported back to Course
Leaders to disseminate to staff and students.

Student evaluation and feedback

The College has a number of mechanisms, both formal and informal for gaining feedback from
students on their experience. Student evaluation is undertaken formally through their
membership, as student representatives, of the Programme Boards, through programme
guestionnaires (PTES and UKES) and via the National Student Survey. Focus group meetings
are held each year with students and informal mechanisms exist for students to provide feedback
on a day-to-day basis through their tutors and College staff. Feedback from the annual
programme questionnaire is processed by AQM and submitted to the Course Leaders for further
analysis and commentary as part of the Annual Review of the Programmes of Study (ARP0S).
The ARPo0S and accompanying action plan are subsequently considered by the UGPB and
PGPB as part of the annual monitoring process. Questionnaires make detailed reference to each
aspect of the programmes of study and individual modules, as well as providing questions of a
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3.4

3.5

3.6

4.1

4.2

more general nature, including welfare issues. Students are also invited to attend programme re-
approval events, to meet the external panel and discuss various aspects of the programme.

The College Library also undertakes a Library survey.

Student representatives on the Programme Board

Student representatives are chosen by the Students Union from students registered for the
programme. Student representatives are issued with guidance and undertake training delivered
by quality assurance staff in conjunction with the Student Union to assist them in their role as well
as ongoing support throughout the year.

Agendas for every meeting of the UGPB and PGPB include a standing item which provides an
opportunity for student representatives from each programme to raise matters of concern. UG
and PG students are also represented on LTC, International Committee (IC) and the Student
Experience Forum (SEF) while the SU President sits on AQC, Academic Board and the Board of
Governors.

Use of student evaluation

The programme should take due account of student evaluation, ensure that it is collected
appropriately and encourage students to provide constructive criticism at Programme Boards on
matters relating to the learning, teaching and assessment within their programme. Programmes
should ensure that they consider and evaluate such criticism carefully and take it into account
with other feedback such as that of the External Examiner. Programmes should also ensure that
students are informed of how issues raised by them have been considered, and if appropriate,
addressed.

The Student Experience Forum

This forum comprises students and staff and offers students an opportunity to provide feedback
on a wide range of welfare, social and practical issues that are not related to their programme of
study. The group is alternately chaired by the Principal and the SU President.

External Examiners

The College appoints External Examiners (EEs) for each programme. Each programme must
have at least one External Examiner. EEs help assure the academic standards of programmes
and awards and have an oversight of the assessment for a programme. EEs do not mark work,
but comment on the standards of assessment and attainment across an entire programme.
Programmes may wish to appoint an international External Examiner to complement the UK
Examiner and bring an additional international perspective to the programme.

Course Leaders should ensure that prior to attendance at a Board of Examiners meeting, the EE
has the opportunity to meet the programme team and discuss the programme with the Course
Leader. EEs are sent a copy of the College Guidelines for Examiners and provided with all
relevant programme documentation, including access to the Programme Handbook and detailed
assessment and marking criteria by AHR (PASS). New EEs are invited by AHR (PASS) to
discuss their role further with VP (A)/ Course Leaders and Heads of School respectively.

Role of the External Examiner

External Examiners play a key role in maintaining the standards of programmes for all RNCM
awards. They are explicitly responsible for ensuring that the standards of awards are equivalent
to those in their own and other similar institutions. They are full members of the Board of
Examiners and are required to attend the Board of Examiner meetings where awards are being
approved to ensure due process is followed. They are strongly encouraged to attend progression
Board of Examiner meetings, but may submit a written report to be considered at the meeting if
they are unable to do so. EEs are required to submit an annual report on a standard template
which forms part of the annual review of programmes. Guidance for EEs is set out in Appendix
10.
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4.3 External Examiners’ reports
External Examiner reports are addressed to the Principal and circulated for consideration to the
Vice-Principal (Academic), Course Leaders, Heads of Schools and Clerk to the Board and Head
of Academic Quality.

Each report is formally considered by the relevant Programme Board and by Academic Quality
Committee. A summary of the points for action and also points of good practice is compiled for
consideration by the Academic Board, who also receive a full copy of the report. This also notes

any points for action at a College level. St udent s’ comments on external
be invited at Programme Boards and at Academic Quality Committee.

Formal responses to reports are prepared by the Course Leaders and sent to EEs by the

VP (A). Responses to EE reports should indicate specific recommendations which have been
actioned and those that the College has considered but decided not to act on, in which case the
reasons will be made clear. EE reports and responses are included in the Annual Review of
Programme of Study reports (ARP0S) and considered by the Academic Quality Committee.

Where an External Examiner raises a serious concern, an immediate response will be made by
the VP (A) who will normally inform the EE of any action or resolution of the issue.

4.4 Publication of External Examiner reports
EE reports are placed on Moodle for access by staff and students.

4.5 Appointment of External Examiners
EEs are nominated by Course Leaders and the appointment considered by correspondence by a
panel comprising the Vice-Principal (Academic) and Clerk to the Board and Head of Academic
Quality. Nominations are considered by Academic Quality Committee, who recommend their
approval to the Academic Board.

When a new EE is required, or an existing one is coming to the end of his/her appointment,
programmes should secure a suitable nomination as early as possible in the academic year.
Candidates may initially be approached informally to ensure that they are willing to serve but all
appointments are subject to formal approval by the College.

All nominations for initial appointment must be made on the External Examiner Nomination form

and submitted to the AQM. Theformmu st c¢cl early show the candi dat €
higher education system with particular reference to curriculum design and assessment in HE or
equivalent. Where such experience does not exist, and if the nomination is, in all other ways,

appropriate, the EE would be allocated an experienced current EE as a mentor for the first year

of their appointment, which would be a probationary year. In such cases formal ratification of the
appointment after the first year would be made by Academic Board.

4.6 Criteria for the appointment of External Examiners
The following criteria are applied to the nominated EEs:

1 they should be impartial and any conflict of interest should be declared on the nomination
form;

they should be of senior standing within an institution of comparable status;

they should have appropriate expertise and experience of teaching and assessing at the
appropriate higher education level in a relevant discipline, which would normally include
experience at the level of course leader or at least five years in a substantive teaching post
(see also Appendix 10: EE Guidelines);

1 they should hold relevant academic and/or professional qualifications to at least the same
level as that which they are being nominated to examine, and/or extensive practitioner
experience where appropriate;
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1 they should have a knowledge and understanding of the UK Quality Code for Higher
Education;

there are no reciprocal appointments;

they have not held a post either within the College or an institution with which the College
has a formal collaborative relationship for at least the last five years.

4.7 Length of appointment
EEs are appointed for a period of four years, which can, exceptionally, be extended for one
further year to ensure continuity, with the approval of AQC.

4.8 Early Termination of Appointments
Programmes must submit a rationale to AQC for intention to terminate an External Ex a mi n e r
appointment early. Other than mutually agreed causes, e.qg. if the external is unable to continue
his/her appointment and wishes to withdraw, reasons for programmes seeking to terminate early
include non-attendance, non-submission of annual report, unprofessional/ inappropriate conduct,
or false declaration on their nomination form. Termination of appointment is approved by
Academic Board.

S

5 Specialist External Assessors (SEA)

SEAs are external professionals who are appointed as expert external members
of performance assessment panels

51 The College appoints Specialist External Assessors (SEAs) for each programme. SEAs are
specialist instrumental, vocal or composition assessors who are commonly employed in
conservatoires nationally and internationally and provide an external dimension to the marking of
the practical/performance/composition elements of a programme only. SEAs contribute directly
to practical assessment as full members of assessment panels.

5.2 SEAs receive online training on their role and responsibilities and are briefed directly ahead of
the assessments by the panel Charand sent information in advance
in relation to practical assessment by AHR (PASS).

5.3 Role of the Specialist External Assessor
Specialist External Assessors play a key role in the assessment of practical specialisms within
the College for the Principal Study area of programme provision at undergraduate and
postgraduate level. They are experts in specific instrumental, compositional, conducting and
vocal fields and are appointed to give externality and subject expertise. They do not act in the
capacity of External Examiners but serve as full members of recital and composition viva voce
panels.

5.4 Specialist External Assessors’ reports
Specialist External Assessor reports are circulated to and considered by the Heads of School and
Course Leaders.

A summary of the points for action and also points of good practice is compiled by the AQM for
discussi on at the relevant Programme Board and con
SEA reports are invited at the relevant Programme Board.

55 Appointment of Specialist External Assessors
SEAs are nominated by Heads of School and the appointment approved by correspondence by
the Vice-Principal (Performance) and Academic Quality Manager. Nominations are approved by
AQC and reported to the Academic Board.
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When a new SEA is required, or an existing one is coming to the end of his/her appointment,

Heads of School should secure a suitable nomination as early as possible in the academic year.
Candidates may initially be approached informally to ensure that they are willing to serve but all
appointments are subject to formal approval by the College.

All nominations for initial appointment must be made on the Specialist External Assessor
form must
experience in the United Kingdom higher education system or equivalent with particular reference
to assessment of performance and marking in HE. If the nominee lacks suitable experience of
assessing students in higher education at the appropriate level, they will be mentored by the

nomination form and submitted to the AQM.

Head/ Deputy Head of School or nominee.

The

5.6 Criteria for the appointment of Specialist External Assessors.
The following criteria are applied to the nominated SEASs:

clearly show

1 they should be impartial and any conflict of interest should be declared on the nomination
form;
1 they should have appropriate expertise and normally experience of assessing at the

appropriate higher education level;

1 they should normally hold relevant academic qualifications to at least the same level as
that which they are being nominated to examine, and/or extensive practitioner experience

where appropriate;

1 they have not held a post, nor studentship, within the College for at least the previous five

years.

5.7 Length of appointment

SEAs are appointed for a maximum period of five years. If an SEA is not appropriately fulfilling
his/her responsibilities they will not be asked by the College to be a panel member for the

remaining period of their contract.

6 Recital Panel Chairs

6.1 Panel Chair Approval

Panel Chairs for final recitals will be approved by AQC based on specified criteria. A list of
approved Chairs will be held by Registry who will allocate Chairs to panels from this list.

6.2 Final Recital Panel Chair Criteria

“Final R e c iot yaar, summative perf@madce/ composition assessments in a

final year or at the end of their programme.

The pool of Final Recital Panel Chairs will normally consist of no more than 12 staff members, to
accommodate the requirements of the assessment periods. AQC will receive at any point
proposals — using the appropriate pro-forma — for a staff member to be included in the pool of
Final Recital Chairs. When establishing recital panels due attention will be given to the gender

balance of the panel.

6.3 Role

The principal duties of the Final Recital Panel Chair are to:

1 Actasanindependent," gener al i st’
1 Work as an internal moderator, assuring the maintenance of cross-School-of-Study levels

and standards;

mar ker

of

perfor mer

1 Report to the Board of Examiners any irreconcilable differences of Panel member marks.
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6.4 Responsibilities
A Final Recital Panel Chair will:

T

E

Ensure that the Panel conducts its business with due process and without prejudice, and
adhere to published College guidelines on assessment (for example, duration of recital,
repertoire selection, policy on memorisation);

Provide induction as needed for the Specialist External Assessor;

Brief the other Panel members on their roles in the examination process;

Lead the determination of an agreed final mark for the student

Ensure a final agreed mark is approved by the panel before they disband.

6.5 Specification
A Final Recital Panel Chair will:

1
1
1
1
1

Have a wide-ranging experience of performance standards at the HE level of assessment
being examined,;

Have demonstrable experience of HE level performance/composition examination;

Be able to evidence HE assessment experience in several discipline areas (including strings,
woodwind, brass, percussion, keyboards, voice, and/or composition)

Have strong leadership and organisation skills, and have a sound knowledge of College
Assessment Policy specifically related to Principal Study

Normally have some professional experience and background in performance/composition.

7 Annual Review of Programmes of Study (ARP0S)

7.1 Each programme that leads to an award of the College is required to submit an annual report on
the assurance and enhancement of academic quality to the relevant Programme Board in the
autumn term. This is prepared by the Course Leader. After being discussed by the relevant

Programme Board, reviews are scrutinised by AQC. Therevi ew i s the programm

of the quality of student achievement over the previous year and an opportunity to improve the
quality of the student learning experience. It also looks at features of good practice. The review
should consider both the strengths and weaknesses of the programme and incorporate feedback
from students. The Annual Review of Programmes of Study follows a standard format and
should address the following key areas:

a)

b)

c)

d)
e)

f)

Self-evaluation: providing an opportunity to review how well the programme is running, its
effectiveness and the extent to which the aims and learning outcomes are being achieved in
the context of the Learning and Teaching Strategy andthe Co | | eSgatepicPlan;

Review and analysis: of student application, registration, progression, results and destination
data for current year and trend data;

External feedback: considering external feedback on the programme from professional
organisations, placement providers, SEAs and EEs etc.;

Student consultation: considering feedback from students;
Identifying good practice: identifying good practice in learning, teaching and student support;

Action planning: identifying actions for the coming year to enhance the student learning
experience.

Programmes are expected to identify areas for improvement, produce achievable, measurable
actions and highlight good practice. It is most important therefore that the annual review is
evaluative and not just factual.

7.2 The Programme Boards, UGPB and PGPB, take primary responsibility for ensuring that issues
raised in the action plans are addressed, monitoring this at each meeting throughout the year.
For collaborative partnerships this role is fulfilled by the Course Leader and Link Tutor, who, in
turn report to the relevant Programme Board. Progress towards meeting targets specified in the
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7.3

7.4

action plans is the responsibility of the Programme Boardon behal f of the Col
Board. The Boards also receive the annual Module Monitoring Reports.

The Schools of Study are the source of a great deal of innovation and good practice, which offer
an opportunity to reflect on the excellent performance training and experience provided to
students. Each Head of School completes a short report to inform Course Leaders of
developments and enhancements within their schools at the end of each year which informs the
ARPOS.

In addition to the full review, a summary of the each ARPOS is prepared by the Course Leader to
provide a succinct summary of what is contained in the ARPoS, for a student audience. Each
summary should highlight initiatives in learning, teaching and programme administration: how
good practice is developed and disseminated; how issues of concern are dealt with in order to
improve the quality of the provision and to enhance the learning opportunities for students. The
summary shall be prepared for consideration by the Academic Quality Committee. The summary
will also be considered by the Academic Board together with an overall summary of all ARPoS
prepared by CBHAQ. A copy of each summary will made available on Moodle.

Guidance, and the ARPoS pro forma, can be found in Appendix 8 and are available from Moodle

ASSESSMENT

UK Quality Code Chapter B6

Details of t he Coeégulaignsadresconfames avithis thheeAtddenfc Regulations which
can be found on Moodle.

1 Purpose of assessment
Assessment defines any processes that evaluate the outcome of student learning and is based
on the premi s efordfe a'ransi snegessnmmabaft ¢ aarsni ng ' . It is
student learning; facilitating learning, enabling students to monitor their progress, developing their
potenti al and demonstrating their achievement.
assurance of the quality and standards of its awards. Assessment will:
1  Support and enhance student learning through the provision of timely and appropriate

feedback;

1 Provide an objective measure of student achievement and attainment;
9 Assist staff in evaluating the effectiveness of the delivery of their unit and programme.

2 General principles of assessment
The principles below are drawn from published guidance and best practice in higher education
and reflect the expectation and indicators contained within chapter B6 of the UK Quality Code.

2.1 Assessment is part of learning
Assessment should foster student learning and therefore must be an integral part of course
development and design. Assessment must be beneficial in its effects, and where possible
aligned with the real-life skills students will need in their chosen career.

2.2 Assessment will be valid and reliable
Assessment must effectively measure student attainment of the intended learning outcomes. It
will also be accurate and repeatable. This requires clear and consistent processes for the
setting, marking, grading and moderation of student work.

Quality Assurance and Enhancement Handbook, 43

Version 9, August 2018

€



2.3 Assessment will be transparent
Clear, accurate, consistent and timely information on assessment will be made available to
students, tutors, specialist external assessors, examiners and external examiners.

2.4 Assessment will be inclusive and equitable
The College is committed to the provision of an environment which encourages and supports a
diverse learning community. The College will ensure, as far as is reasonably possible, that
assessment methods and processes do not disadvantage any group or individual, taking into
account the professional nature and requirements of the discipline.

2.5 Assessment will be manageable
Assessment must be sufficiently frequent and rigorous to support student learning, but not so
onerous as to impede effective learning and teaching by overloading students and tutors.

2.6 Formative and summative assessment will be included in each programme
Formative and summative assessment will be incorporated into programmes/levels to ensure that
the purposes of assessment are adequately addressed.

2.7 Assessment will be varied
Programmes must employ a range of assessment methods. Variety in assessment promotes
effective learning by supporting a range of approaches and allowing a range of learning
outcomes to be assessed.

2.8 Feedback will be an integral part of the assessment process
Students are entitled to clear, coherent, timely and constructive feedback on all assessed tasks in
support of effective learning. The nature, extent and timing of feedback for each assessment
task will be made clear to students in advance of the assessment.

2.9 Assessment tasks will be designed so as to minimise the risk of plagiarism/collusion
Plagiarism/collusion must be minimised through careful assessment design, explicit education
and monitoring of academic malpractice.

3 Types of assessment

A range of assessment types must be used within programmes to ensure that diverse learning
styles are developed and accommodated. The College places equal value on the three main
forms of assessment as defined by the QAA:

3.1 Diagnostic assessmenti s used to establish a student
identifies, for the student and tutor, strengths and potential gaps in knowledge, understanding
and skills expected at the outset. Particular strengths may lead to a formal consideration to
accredit prior learning.

S Pr efr

3.2 Formative assessment is developmental and is designed to enable students to learn more
effectively by giving them feedback on their performance, indicating how it can be improved.

3.3 Summative assessmenti s used to indicate the extent of a
intended learning outcomes of a module.
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4 Loading of assessment for students

The College recognises that the volume, character and timing of assessment requirements asked
of students will vary according to the demands of the programme/principal study area.

As a guiding principle, RNCM students should normally, across any academic year, experience
broadly equitable demands in terms of the work they are asked to complete, the proportion of that
work which is assessed and the consistency of the feedback they receive upon it.

Further guidance on assessmentvolumeandload can be found in the Col
Regulations.

5 Setting assessment

Course Leaders hold ultimate authority for the approval of all assessment and reassessment
tasks.

5.1 Coursework
Module Coordinators are responsible, under the authority of the Course Leader, for preparing
coursework titles in consultation with those involved in the delivery of the module.

In finalising the coursework title, the Module Coordinator should ensure:

1 That the material has not been formally assessed previously. It is acceptable to change a
piece of formative assessment to summative to allow students to build on comments
received;

1 that the title covers an adequate breadth of material in order to assess the student attainment
of the module’ ®itended learning outcomes;

9 that there is no overlap/similarity in material being assessed where more than one form of
assessment is used in the module;

9 that the title is designed to allow students to demonstrate independent critical awareness and
understanding of the subject, analysis and judgement, and not just rote learning.

5.2 Written Examination Papers
Module Coordinators are responsible, under the authority of the Course Leader, for preparing
written examination papers in consultation with those involved in the delivery of the module.

In finalising the draft written paper, the Module Coordinator should ensure:

1 That the material has not been assessed previously (e.g. in formative assessment);

1 that the paper covers an adequate breadth of material in order to assess the student
attainment ofthemodule’ s i ntended | earning outcomes;

1 that there is no overlap/similarity in material being assessed where more than one form of
assessment is used in the module;

9 that questions are designed to allow students to demonstrate independent critical awareness
and understanding of the subject, analysis and judgement, and not just rote learning.

5.3 Practical Examinations/ Assessments
Heads of School are responsible for practical examinations in consultation with those involved in
the delivery of the module and the relevant Course Leader. Ultimate responsibility for practical
examinations resides with the Vice-Principal (Performance).

In finalising examinations, the Head of School should ensure:

1 That the material has not been assessed previously (e.g. in formative assessment);

9 that the examination covers an adequate breadth of material in order to assess the student
attainment of the mo d uslineended learning outcomes;

9 that there is no overlap/similarity in material being assessed where more than one form of
assessment is used in the module.
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6.2

Arrangements for assessment
All examinations, written and practical should take place under formal examination conditions.

Any timed, formal written examination must be invigilated. Invigilators will be arranged by the
Course Leader, in consultation with the Programme Administrator.

Course Leaders and their administrators are responsible for ensuring that appropriate
arrangements have been made for written examinations and that examination papers have been
prepared.

Heads of Schools are responsible for ensuring that appropriate arrangements have been made
for performance/practical examinations, liaising with staff in Registry regarding administrative
arrangements.

Students will not be assessed by their Principal Study tutor in performance/practical
examinations.

Coursework titles and written examinations, and those required for deferrals and resits should all
be prepared at the start of the academic year.

Resit assessment

Resit assessments must be in the same format, undertaken under the same conditions as the
original assessment and completed within 13 months of registration. For written assessment, the
resit must be of a different content to the original. If for any reason a resit examination cannot be
undertaken under the same conditions as the original, an alternative may be proposed (for
example in a performance-based assessment). In such cases, the assessment proposed must
be approved by the External Examiner.

Preparing students for assessment

Whilst it is good practice to help prepare students for assessment caution should be exercised
when informing students about the content of a written assessment (as opposed to the structure)
and should be sufficiently broad so as not to give students an unfair advantage in completing the
coursework/examination. A similar principle applies to practical examinations and the guidance
given to students by their tutors.

Any information that tutors give to students in regard to the structure and/or content of an
assessment should be in writing and be made available to all students.

All assessment must measure student attainment against the module learning outcomes. These
are detailed in the Programme Handbook which is available to staff and students via Moodle and
the Library. A learning outcome should only be assessed once within a module.

A sample of previous examination papers should be made available to all students through
Moodle.
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8 Responsibility for assessment

Responsibility f or t he Col l ege’ s assess merpstliespithithecy, r e
Academic Board. Academic Quality Committee reviews all policies and regulations in relation to
assessment, recommending them to the Academic Board for approval

Responsibility for the assessment processes of individual programmes lies with the relevant
Course Leader and Programme Board, overseen by the Head of Undergraduate Programmes
(HUP) and Head of the Graduate School (HGS). The Registry are responsible for administrative
arrangements associated with assessment and the Business Systems Development Unit (BDSU)
for the technical aspects.

Module Coordinators, Heads of Schools, Specialist External Assessors, External Examiners and
the Chair of the Board of Examiners also have significant responsibilities for the robustness and
security of examination processes and for maintaining academic standards.

8.1 The Roles and Responsibilities of Teaching Staff
The Vice-Principal (Academic) has a responsibility to:

Lead developments in relation to assessment in the curriculum;

oversee the assessment of the academic and professional skills aspects of the curriculum;
provide advice and guidance to Course Leaders on assessment policies and practices;
ensure that all assessment and marking of the academic and professional skills aspects of
the curriculum is undertaken in accordance with published procedures;

1
T
T
T

Course Leaders have a responsibility to:

1 Familiarise and periodically remind all academic and professional study tutors involved in
assessment with the assessment procedures and the need for equity, fairness and
confidentiality.

1  Provide regular guidance and direction to Module Coordinators and the module assessment

team.

Approve all assessment and reassessment tasks

Ensure appropriate and timely provision of assessment information, including assessment

timetables to the assessment teams within the academic and professional study areas.

1 Oversee the assessment of the whole cohort, particularly where multiple assessment teams

are involved across a range of levels of study or modules.

Ensure that all assessed work is moderated according to the regulations.

Ensure all marks are correctly returned and to work closely with academic registry and

programme administrators involved in assessment.

1T Make t hemselves familiar with student’'s record
the Board of Examiners.

= =

= =

Heads of School have a responsibility to:

1 Familiarise and periodically remind all Principal Study tutors involved in assessment with the
assessment procedures and the need for equity, fairness and confidentiality.

1  Provide regular guidance and direction to Principal Study tutors involved in assessment.

1  Ensure appropriate and timely provision of assessment information, including assessment
timetables to the assessment teams within their School.

1 Oversee the assessment of Principal Study across the whole cohort in the School, in

consultation with the relevant Course Leader.

Ensure that all practical work is marked according to the regulations.

Ensure all marks are correctly returned and to work closely with academic registry and

programme administrators involved in assessment.

T Make themselves familiar with student’'s recor
the Board of Examiners.

=a =

Quality Assurance and Enhancement Handbook, 47
Version 9, August 2018



Module Coordinators have a responsibility to:

1 Ensure appropriate and timely provision of assessment information, including assessment
timetables to the assessment teams within the academic and professional study areas.

1 Oversee the assessment and marking of modules, particularly where a number of teaching

staff are involved.

Ensure that all assessed work is moderated according to the regulations.

Ensure all marks are correctly returned and to work closely with Registry and programme

administrators involved in assessment.

T Make themselves familiar with student
the Board of Examiners.

= =4

S recor

All tutors involved in assessment have a responsibility to:

1 Make sure they are fully conversant with the scope of the unit with particular reference to its
learning outcomes and assessment requirements.

1 Ensure the students they teach are fully conversant with the scope of the module with

particular reference to its learning outcomes and assessment requirements.

Rigorously implementtheCol | ege’ s assessment regul ations,

Use supportive, constructive feedback statements that refer directly to the learning outcomes

of the module and give clear advice to students on how they might improve/develop the

work.

Comply with deadlines for assessment as described by the Course Leader/Head of School

Ensure that all marks and original work are returned to the Programme Administrator within

the stated timeframe.

=a =

=a =

8.2 The Roles and Responsibilities of Professional Services Staff
Professional staff members are involved in the assessment process and fall under the remit of
the Head of Registry. Specific support for the Student Record System is provided by BSDU.

The Head of Registry is responsible for:

1  Providing students with advice and guidance on student regulations and procedures
including how to apply for Extenuating Circumstances and Academic Appeals.

1 Chairing the Extenuating Circumstance Committee.

1 The issue of award certificates to students.

The Assistant Head of Registry (PASS) is responsible for:

91 Provision of secretarial services to the Board of Examiners.

The BSDU is responsible for:

1  The production of reports for the Board of Examiners meetings and the maintenance of
Board of Examiner records.

1  The calculation of awards in the Student Records System.

1  The confirmation of awards in the Student Record System

The Programmes and Assessments Team and School Administration Team are responsible for:

1 Advising students on the assessment procedures and referring them to Student Wellbeing
where necessary.

1 The provision of administrative and support services relating to assessment to the Course

Leader, Heads of School and programme teams.

The receipt of submitted coursework.

The recording of late submissions, hon-submissions and extensions where applicable.

The input and checking of assessment marks in the Student Record System

The production of transcripts and letters.

The timetabling and administration of Principal Study assessments and the administration of

examinations.

=A =4 =4 -4 -
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9 Assessment information for students

9.1 Programmes must, through their handbooks inform the students how and when their learning will
be assessed. This should include detailed assessment criteria, methods and schedules of
assessment and format of assessment tasks. Deadlines for submission, granting of extensions
and details of academic integrity and malpractice, in particular plagiarism, should all be notified to
students.

9.2 Students with mitigating circumstances that prevent them from undertaking an examination or
other assessment must submit an application on the Extenuating Circumstances Application form
to the Extenuating Circumstances Panel for this to be taken into consideration. Any request must
be accompanied by written evidence from a relevant professional e.g. Doctor, Counsellor, etc. If
a student submits themselves for assessment they are deemed to be fit to do so and will not
normally subsequently be able to make a claim for mitigating circumstances to be considered
under the extenuating circumstances procedures.

10 Assessment of students with additional needs

Students with additional needs may require adjustments to their assessment to enable them to

meet the required standards and demonstrate the attainment of module/programme learning

outcomes. Such adjustments will be clearly stated in
Plan, developed in consultation with the Registry and relevant professionals.

11 Examination procedures

11.1 Publication of examination timetable
A schedule of formal examinations, including recitals, showing the date and time of each, and the
place it is to be held, will be published by the Registry at least five weeks before the date of any
examination. This will be available to students on both the intranet and programme noticeboard.

11.2 College Boards of Examiners
The College has three Board of Examiner meetings at the end of the academic year: the
Postgraduate Progression Board, the Undergraduate Progression Board and the Undergraduate
Awards Board. There is an additional Board in September for resits and deferrals and the
Postgraduate Award Board in November. Membership of the Boards is agreed by Academic
Board.

Where marks contribute towards an award, students will be considered anonymously at the
relevant Board of Examiners.

The Board of Examiners have responsibility for the approval of awards of the College, under
authority devolved from the Academic Board. Minutes of the Board of Examiner meetings are
presented to the Academic Board, under reserved business, for information.

11.3 Release of marks
Students may be provided for provisional marks for assessment; both coursework and
performance prior to formal consideration of these by the Board of Examiners. It must be made
clear to students that marks released ahead of the Board of Examiners are provisional and may
change.

11.4 Notification of student results
Degree or award results will be published on the pass list after formal approval by the Board of
Examiners. The date of results notification is published in the Calendar of Meetings and results
will be published on the Concourse on the afternoon of the publication date. St udent s’ per s
ID code and degree classification will be visible only. A formal letter confirming the overall award
classification and transcript of marks will be issued by the Registry Office, including a feedback
report from the recital/ portfolio Panel. Progressing students will be notified by letter only.
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12 Administration of coursework

12.1 Secure handling of coursework
Students are expected to submit coursework electronically with the time of submission being
logged. In modules where electronic submission is not appropriate the College has a secure
system for the handing in of coursework, which is logged upon receipt. It is not acceptable for
students to hand in work to tutors, the College
doors.

12.2 Late submission of coursework
Late submission of coursework is not permitted. Work submitted after the published deadline will
be assigned a mark of zero. Course Leaders may operate discretion with the agreement of the
Board of Examiners to accept work submitted up to five minutes late.

13 Marking
13.1 Responsibility for marking

Only teaching staff employed by the College on a full- , fractional or part-time basis or staff
employed by partner organisations in the case of collaborative provision can be responsible for
marking and the marks awarded to students.

Staff who have a family relationship with a student being presented for assessment must not
directly assess the student and will be required to absent themselves from the Board of
Examiners meeting when the student is presented.

13.2 Definitions
Double marking - involves two separate markers who both mark the work independently. This
may occur separately (for example, in written work) or simultaneously (in performance/practical
assessments). A final mark is then agreed.

Moderation - marked work is reviewed independently for consistency and fairness. Moderation
does not change the marks of individual students. If moderators identify anomalies in the marking
of work, particularly when more than one marker is used, then the marks of the whole cohort, (or
mar ker's cohort) should be modified.

13.3 Moderation and Double Marking
Moderation must occur in each Programme at all levels for written examinations and coursework.
This applies to all awards of the College, including those delivered by collaborative partners.
Details of the moderation policy are contained within the Assessment Regulations.

All 60 credit major projects at level 7 must be double marked.

Process

Written Work

All internally set, summative assessment and examinations at undergraduate and taught
postgraduate level will be subject to moderation by an independent team member, normally the
Module Coordinator or Course Leader.

The moderator will select and moderate a sample of work which must consist, as a minimum, of a
selection of work across the mark range (normally not less than 10%). For modules with a small
number of students the sample will not be less than 5 students. The sample will include all failed
work, and a representative selection of each of the other grade levels awarded.
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The moderation procedure for the modules within a programme must follow College policy and
are considered by the relevant Programme Board as part of the programme approval and review
process.

Level 7 Projects

All 60 credit major projects at Level 7 must be double marked by a SEA and an internal marker. A
sample is then moderated by the Course Leader. All 30 credit minor projects are marked by an
internal marker and a sample moderated as above.

Performances and practical assessments

I n cases where marking of assess memnpe, Prindipals pl a
Study techniques and end-of-year recitals, the assessment must be double marked - witnessed

and marked by at least two assessors.

Principal Study Final Recitals must be marked by a panel comprising a Specialist External

Assessor, the Head of School or his or her nominee and a Chair who is a senior member of
academic staff of the Col | eThepanebmustagreda@®matkfoe st ud
each final recital prior to their departure. In the extremely rare case of non-agreement of the mark
between the panel members where the matter cannot be resolved by the Chair, the case would

be referred immediately to the Chair of the College Board of Examiners.

Double marking i_agreement of marks

After assigning the marks the first and second marker agrees the final mark to be awarded if the
mark they award differs. For written work, if they cannot agree, or the two marks differ by more
than 10 marks, the work must be referred to the External Examiner who will, in consultation with
the markers, agree the final mark. In Principal Study Final Recitals, if the SEA and Head of
School or nominee cannot agree the mark, the Chair will act as adjudicator.

In all cases the External Examiner will be sent or shown the same sample of assessed work and
shall have access to the examinations for the whole cohort. In the case of Level 7 projects the
Course Leader will select a sample to be seen.

All resit examinations will be moderated according to the procedures above.
14 Feedback on performance

Students will be provided with structured written feedback on coursework and practical
examinations within working three weeks excluding statutory holidays and non-term time. The
feedback should be constructive and designed to help even the best students improve. It should
be clearly related to the assessment criteria with the comments being aligned with the mark
awarded. Students may also request face-to-face feedback on an individual basis.

15 Extenuating circumstances

If a student has mitigating circumstances preventing them from attending a published
examination or submitting coursework they may submit an application to the Extenuating
Circumstances Panel. Such requests must be accompanied by documentary evidence.
Regulations for dealing with cases of extenuating circumstances are detailed in the Student
Information Handbook.

16 Academic malpractice

Regulations for dealing with cases of academic malpractice are detailed in the Student

Information Handbook. The most common form of academic malpractice is plagiarism.

Plagiarismis definedas‘ t aki ng and wusi ng @ndmentibnk etcuaf dnotleer,  wr i
person) as one’s own’ . Programmes should ensur
plagiarism and how to avoid it. Other forms of academic malpractice include collusion,

fabrication or falsification of results, cheating and contracting someone else to undertake work.
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J.

WORK-BASED AND PLACEMENT LEARNING

UK Quality Code Chapter B10

11

1.2

2.1

2.2

2.3

2.4

Detailed information on work-basedandp | acement | earning can be
Based and Placement Learning Policy (see Student Information Handbook, Section 7).

Definition

Work-based learning is a planned and agreed period of learning in a work/ professional setting
integral to the programme of study that includes assessment of specified learning outcomes and,
usually, the award of credit.

Placement learning is a planned and agreed period of learning undertaken in a work/professional
setting outside the College which contributes to the learning outcomes of the programme of
study, including Erasmus exchanges.

Responsibility for work-based and placement learning

Each programme area with work-based learning provision should identify a named person,
usually the module coordinator with responsibility for the approval of the placement provider,
organisation and management of the areas of work-based and placement learning activities and
for keeping up with, and disseminating good practice.

The programme should provide guidance for staff, students, partner institutions and
employer/work-based placement providers on key aspects of work-based or placement learning
as it relates to the activity of the programme. This should include details of the roles,
responsibilities and entitlements of staff, students, partner institutions and employer/ work-based
placement providers to ensure that all parties are aware of, and meet their responsibilities.

Placement Provider information and risk assessments are stored in Registry, together with the
students’ Learning Agreement.

A Work Placement Learning Agreement should be completed for each student engaged in a
WRPL activity which is of 30 hours or more duration and/or comprises a credit bearing module
within a programme. Ultimate responsibility for Placements is held by Course Leaders and
agreements are held by students with a copy stored in the Registry.

Learning outcomes
All work-based or placement learning activities delivered as part of a module must have clearly

identifiable learning outcomes associated with them. These should relate to the overall aims and
objectives of the programme and should be assessed in an appropriate way.

K.

STUDENT RECRUITMENT AND PROGRESS

UK Quality Code Chapter B2

1 Recruitment

1.1 Recruitment and the promotion of the RNCM to schools, colleges and individual applicants is the
responsibility of the Marketing and Communication Team in collaboration with the Registry.
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1.2 The main College-wide marketing of its programmes is done through the College prospectus,
College website, advertising and the UCAS website. Postgraduate programmes have a separate
brochure, supported by more extensive web-based information.

1.3 Open days are a key el ement ofy. Thdo@legedoblds gepazal s r
open days for all interested students, a Preview Day for students who have been offered places,
and a Specialist Schools’ Open Day for pupils from specialist music schools.

2 Student selection

2.1 Full details of entrance and audition requirements and the deadlines by which applications should
be submitted are published on the RNCM website.

2.2 Students with disabilities
The Equality Act 2010 requires that the College, its staff, students and those carrying out work or
delivering service on our behalf and our partners and visitors, are required to adhere to the act
via the Coll ege’ s phaligyuBvdryorteis required to Promote arsenvironment
free from illegal discrimination and all forms of bullying and harassment. A failure to meet these
responsibilities under the law may lead to civil actions or criminal proceedings. All students who
declare a disability are required to work with the Student Support and Welfare Administrator to
develop a Personal Learning Plan.

2.3 Auditions (all programmes)
Principal Study audition panels normally consist of two members of staff: the Head of School or
other senior member of the school and a principal-study specialist, or for the BMus PM degree,
the Course Leader and a specialist. Panels use standardised/comparable criteria and a standard
audition remarks template.

I n addition, all students complete an online te
Schools to identify particular students that may require additional academic support.

2.4 Applicants for the GRNCM are required to be interviewed by music staff at the University of
Manchester in addition to auditioning at the RNCM.

2.5 Postgraduate taught programmes
In addition to the academic and specific IELTS requirements stipulated on the website candidates
for Postgraduate Programmes may be required to submit, in addition to the practical audition, an
example of prior written work, in English. Full details are available on the College Website and in
the Programme Handbooks.

2.6 Master/ Doctor of Philosophy (MPhil/PhD)
In addition to the academic and specific IELTS requirements stipulated on the website candidates
for the MPhIl/PhD are required to submit a research proposal and, for the PhD in Composition,
examples of prior work in the first instance. Shortlisted candidates are required to attend an
interview.

2.7 Overseas recruitment
International applicants normally apply though UCAS in a similar way to home and EU students.
They are also required to submit evidence of their academic qualifications and English language
proficiency indicated by their IELTS.

International students who are unable to attend the College to audition are recruited either by live

audition in their home country, or by submission of a DVD/portfolio of compositions. In addition,

written submissions are required for students applying for the Masters programme. Whether
auditioned |ive or via DVD, students are judged
with live auditions following an identical format to those convened at the College. The College

has clear English language requirements, which are published in the undergraduate prospectus,
Graduate School brochure, and on the website
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3 Registration and student progress

3.1 College registration
A full-time student entering the RNCM at the commencement of the academic year will be
required to register for one academic year’'s pr
register annually at the beginning of each new academic year. Student registration is subject to
the Consumer Rights Act 2015.

3.2 College registration entails the student checking the details held by the College and supplying
any data/evidence required for either the efficient administration of their programme or for report
to external bodies. Students who fail to register with the College within the first two weeks of
term are temporarily registered until they have formally registered. Temporary registration will
not normally extend beyondt he Col Il ege’ s November Board of EXxz¢

3.3 Student attendance at timetabled learning activities is required. Any patterns of unexplained non-
attendance can lead to reporting of a student to their funding authority, which may affect a
s t u dsdumding. Tier 4 students who present unexplained patterns of non-attendance shall be
reported to the UK Visas and Immigration (UKVI) authority.

3.4 Module coordinators are responsible for the initial checking of student progress and attendance.
Written registers should be kept and students will be written to when they are found to have
missed five or more classes in any module. The Course Leader should be informed of students
who are not attending in order that they may be written to, with the Head of School also being
informed.

3.5 The College attendance policy has been approved to ensure that all programmes follow-up
students who are not attending. Communication with students may be by letter, email, text
message or telephone, whichever is considered the most effective. The important thing is to
make contact and ensure that the student is getting the support they require.

4 Programme requirements

The requirements for the number of credits which students undertake for their programme of
study as a whole and for each year is set out in the Academic Regulations and each
Programme’ blandbook, alongside the credit requirements for progression.

4.1 Programme information for students
Full programme information is contained within the Programme Handbook; available to all
students on Moodle, with hard copies held by the Library, Heads of Schools, Course Leaders and
administrators. The Programme Handbook should inform students of the programme content,
assessment and how the programme is run. As a minimum the handbook should include:

1 Programme Specification
1 Explanation of the structure of the programme (if not in the Programme Specification)
1 Module specifications - details of the modules in the programme including aims and
learning outcomes, teaching patterns, assessment and resources/bibliography;
9 details of staff and how to contact them;
I assessment guidelines for different types of assessment;
1 details of marking policy;
9 procedures for submission of coursework;
9 advice on the avoidance of plagiarism;
T information on student feedback and the role of the student representatives;
9 information on Programme Boards
9 information on how the final award classification is calculated
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Details should not be replicated in the Programme Specification and Programme Handbook.

Course Leaders have a responsibility to ensure that all published information provided to
students; in whatever format, is up-to-date, accurate and consistent across sources.

5 Student withdrawal, transfer and interruption of study

Any student wishing to withdraw, transfer or take an interruption of study should be directed to
Registry to complete the change of status form. If students fail to notify the College of their
withdrawal, transfer or interruption of study from a programme, they will continue to appear on
registers and examination lists. Registry has a legal obligation to inform the Students Loan
Company and Student Finance England of student withdrawals and periods of interruption which
last more than 60 days, and the UK Visas and Immigration after more than ten working days from
the last point of contact. Further details on regulations governing registration can be found in the
Academic Regulations.

Students who wish to withdraw from their programme of study shall be interviewed prior to
withdrawal. A reason for the withdrawal shall be recorded in order to comply with Higher
Education Statistics Agency (HESA) and/or Home Office requirements.

L. ACADEMIC APPEALS AND STUDENT COMPLAINTS

UK Quality Code Chapter B9
1 Definitions

1 A complaint is a means of registering dissatisfaction with the College about the delivery of any of
its various services.

1 An appeal is a request to review a decision of the College Board of Examiners. Grounds for
appeal are set out in the Student Information Handbook.

2 Procedure

Students who wish to challenge a decision of the Board of Examiners should follow the Colleg e ' s
Academic Appeals procedure.

If students have a complaint or grievance which is not related to a decision of the Board of
Examiners they should in the first instance seek to resolve it with the person concerned or
discuss it with the Course Leader.

Full details of the Academic Appeals and Student Complaints procedures are set out in Section 8
of the Student Information Handbook.

M. QUALITY ENHANCEMENT

1 Quality Enhancement Framework

1.1 The College takes a strategic approach to quality enhancement and is committed to ensuring and
embedding a culture of quality enhancement across its range of programmes, engaging students
in quality assurancewi t h 't he aim of improving the quality

1.2 The College has a Quality Enhancement Framework that articulates how the quality of learning
and student experience is enhanced. It intersects the responsibilities of the Learning and
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Teaching Committee, Academic Quality Committee, Programme Boards and the Student
Experience Forum and is aligned with the projects within the Learning and Teaching Strategy and
guality assurance policies and processes.

1.3 The Framework conveys the balance between central, school and individual responsibility. It
supports the design, delivery and continual improvement of learning, teaching and assessment
and also facilities for students.

2 Learning from internal policies/ reports/ reflection

2.1 The College reviews its academic policies and procedures on an annual basis to enhance its
practice. Enhancement issues arising from the
Appeals, Academic Malpractice, Attendance and Extenuating Circumstances polices and
Academic Regulations are referred to Academic Quality Committee, Learning and Teaching
Committee and the Board of Examiners as appropriate for discussion and action.

2.2 Staff are informed of changes to academic policies and procedures through an annual written
briefing and by report to students at induction by the Heads of Schools.

3 Role of the Learning and Teaching Committee

3.1 The Learning and Teaching Committee (LTC) plays a pivotal role in quality enhancement within
the College through the development, monitoring and implementation of the Learning and
Teaching Strategy, discussing and promoting innovation in the curriculum and sharing best
practice within the College and across the sector. The strategy is delivered through a series of
discrete projects, each of which is managed by a member of staff. Students are involved in the
majority of these projects.

3.2 The Learning and Teaching Strategy (2015-2021) set s out the Coll ege’ s \
teaching and serves as a tool to aid College and School planning. The Strategy is a valuable tool
for self-evaluation of learning and teaching across RNCM.

4 Learning from external reports/ publications/ networks

4.1 Nationally published best practice from sources including the OfS, QAA and Advance HE,
internal Programme reviews (both annual and formal re-approval), professional accreditation
reports, and feedback from EEs and SEAs, students and employers should lead to a continual
enhancement of the quality of individual progra mme s, and of the Coll ege’ s
in general.
4.2 Rel evant publications produced ©Of, QAA Bniversities ous *
UK, European Association of Conservatoires) are considered by AQC which highlights any
issuesof r el evance to enhancing the quality of the
environment.

4.3 The College maps all of its policies and procedures against the UK Quality Code to ensure it
meets the expectations contained therein. In doing so it identifies areas for enhancement based
on indicators within each chapter, which are monitored by AQC.

5 Dissemination of good practice

Good practice is identified through staff development events, the Programme Board meetings,
the Annual Review of Programmes, SEA reports and EE reports. A summary of good practice is
presented to both AQC and Academic Board annually via the Annual Review of Programme
summary.
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6 Relationship between Quality Assurance and Quality Enhancement

New programme approval
Programme re-approval

Annual review of programmes
Academic standards set by the Academic Student feedback:

Board and maintained by quality assurance National UG and PG Student Surveys

policies and procedures Student representatives .
Mid- and end-of-year programme evaluations

Focus groups
External examiner reports
Management information
External review

Continual reflection on
Evaluation of the effects feedback from students and
changes will feed into staffs and quality assurance
quality assurance policies procedures and policies leads
and procedures to quality enhancement

Improved policies and procedures

Improved management and leadership
Innovation in learning, teaching and assessment
Listening and responding to the student voice
Staff development and support

Investment in resources and facilities

Quiality enhancement delivered through |
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PUBLIC INFORMATION

UK Quality Code Part C

Public information includest h e

Coll ege’ s

Vi si

on, i nfor mat.i

students, information provided for current students about their programme and student
support and student transcripts whether paper-based or electronic. The College has a
responsibility; monitored by the OfS, to ensure that all such information is readily accessible

through a variety of media and that it is up-to-date and accurate.

1 Responsibilities
Information Responsibility for Responsibility for sign-
accuracy off
College Vision and Strategic Plan Principal/ Executive Principal
Committee
Application and admissions processes | Head of Registry Head of Registry
Undergraduate Prospectus and online Course Leaders/ Head of Undergraduate
data Heads of Schools Programmes
Postgraduate Prospectus and online Course Leaders/ Head of Graduate School
data Heads of Schools
College website Course Leaders / Head of Marketing &
Department Heads Communications
RNCM programmes on partner Not applicable Not applicable
websites
Information for international students International Team Head of International
Relations
Student Information Handbook Section owners Academic Quality
Manager
Undergraduate Programme Handbook | Course Leaders Head of Undergraduate
Programmes
Graduate School Handbook Course Leaders Head of Graduate School
Programme Handbook for Collaborative | Course Leader Academic Quality
Programmes Manager
Student Transcripts Head of Registry Head of Registry
Award Certificate Head of Registry Head of Registry
Academic Quality Handbook Academic Quality Clerk to the Board and
Manager Head of Academic Quality
Academic Regulations CBHAQ and Clerk to the Board and
Academic Board Head of Academic Quality
AQC will receive confirmation at its first meeting of each academic year that information
has been checked and signed-off as accurate.
o) REVIEW OF HANDBOOK

The Academic Quality Handbook will be reviewed on an annual basis by AQM. Any
substantive changes to policy or procedure contained therein will considered by AQC and
be subject to approval by Academic Board.
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APPENDIX 1

PROGRAMME PROPOSAL FORM
Undergraduate or Postgraduate Taught

Guidance Notes
Following discussion with V-P (A) and CBHAQ, this is the form to complete to gain approval for the development of a
new programme or re-approval of a current programme.

New Programmes: This form is designed for submission to the Programme Planning Group (PPG), on behalf of the
Executive Committee, and to Academic Board prior to the development of Programme Documentation.

Re-Approval/ Major Modification: It is important that you make clear at this stage how the revalidated programme
will differ from the programme as it has been running.

This form should be completed electronically and returned to the Academic Quality Manager, with the relevant
signatures and/ or a full costing, (including Library resources). If approved by PPG it will proceed to the Academic
Board for formal permission to proceed. If not approved, it will be returned to the programme proposer with an
explanation of the reasons for non-approval.

Completion of the form

The notes below refer to the numbered question boxes on the form. More detailed guidance and general information on the process
can be found in the Academic Quality Handbook specifically, Section F: Programme Development and Appendix 1: Programme
Approval Documentation).

1 Degree Qualification and Programme Title: The proposed award, e.g. BA, BMus, MMus, and the full title
of the programme.

2 Partner Institution: If this programme run in collaboration with another organisation, please provide the
name of the other HEI or organisation.

3 Length: Number of years that the programme will take to complete.

4 Programme intake: Estimated annual number of students who have/ are expected to register onto the
programme; and the minimum number of students required to make the programme viable.

5 Proposed entry requirements: Please state any specific entry requirements.

6 Programme proposer: This should be the name and designation of the person developing/ proposing the
programme (this may be the Course Leader).

7 Proposed start date: State the year and month the proposed programme is intended to commence. Please

note that for programmes to be included in the prospectus for the proposed year of entry, the completed
form must be submitted to PPG by December two years prior to the proposed start date.

8 Supporting Rationale: Include evidence to support the development, such as external review /
benchmarking, recruitment statistics, evidence of student interest, staff changes, developments in the
subject etc.

New programme: Explain the reasons for introducing the new programme:
Re-approval: Indicate the significant changes and explain the reason for the development/
changes you have made to the programme.
Major Modification: It is important that you make clear at this stage what the amendment is, why it is
being proposed and how it will enhance the student learning experience
9 Similar programmes: Please list any similar programmes in the North West that may be in competition for
students.
10 Support from external bodies: Please provide brief details of support for the proposal from external bodies
and/ or professional organisations (append to document if necessary).
11 Programme content: Pr ovi de a brief description of the program
12 Programme aims:Set out a brief description of the programm
13 Programme learning outcomes: Pl ease describe the programme’s | earrt
14 Modules. Give details of all modules within the programme inserting additional rows as appropriate even if
their titles are provisional at this stage. Status — please indicate if the module is core or optional.
15 Signatures. To ensure that cost and resource issues have been considered, discuss your proposals with
the Librarian and obtain the Director of Finance and Strategic Planningd s a u t h before Subrititing this
form to PPG.
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INDEX RNCM

ROYAL NORTHERN
COLLEGE of MUSIC

PROGRAMME PROPOSAL FORM
Undergraduate or Postgraduate Taught

APPROVAL, RE-APPROVAL or MAJOR MODIFICATION delete as applicable

1 Programme Title:

Degree Qualification (Award):

Partner Institution (if appropriate):

Programme length: XX
Proposed intake: XX per Annum
Min: XX Max: XX

Proposed entry requirements:

Programme proposer:

7 Proposed start date: September 20XX
(Normally start of Academic Year in September)

8 Supporting Rationale for programme:

9 Similar programmes elsewhere:

10 Support expressed from external bodies/organisations:

11 programme content:

12 programme aims:

13 programme learning outcomes:

14 Modules:

Level Proposed title Status (core/ option) | Credit value

Authorisation by the Director of Finance and

Strategic Planning: Name (print)
D Additional resources are required as de_tal_led Signature
n The proposal can be resourced from existing
provision Date:
(obtain signature or attach email from DFSP)
Approval by PPG: Resources are approved/ not approved as detailed

(Append notes from the meeting)

New Programme Proposals only:

Approval to proceed by Academic Board | Approved to proceed to PASP / Proposal Rejected

signature of Principidg

Once formal approval has been given, the programme team will be invited to prepare a first draft of the
programme approval document, which together with the Programme Proposal Form should be submitted to
the Academic Quality Manager for consideration by PASP.
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APPENDIX 2
Guidelines on Preparation of Programme Approval Documentation:

The Programme Approval Document comprises three sections:

A. Self-Evaluation Document, which provides the programme rational and supporting
information, together with a set of standard appendices;

B. The formal Programme Specification, that will be published and forms part of the contract
with students ;

C. The Programme Handbook which should provide a full breakdown of the programme for a
student audience.

These sections should be set in the formal College template and typeface (Arial 11pt).

A. Self-Evaluation Document:
Programme Rationale and Supporting Information

The Self-Evaluation Document should be written for the Approval Panel to inform the decision making
process and is supplementary to the information provided in the Programme Handbook. Information should
not normally be replicated that is contained within the Programme Handbook, but may be referenced in the
document. For ease of reading and structure, you may wish to follow the main headings below.

Table of Contents
1 Introduction
Course Leaders may choose to include a brief introduction to the Programme, providing an
overview of the history and design of the programme and introducing the Programme Team.
2 Background and rationale

2.1 This should provide the context for the programme, but should not replicate the Programme
Specification. It should include:

| how the Programme maps onto the College Vision and Strategic Plan — RNCM 2020;

1 therelationship of t he programme to the College’s

1 research and consultation with internal and
1 appropriateness of content and level in relation to the FHEQ;

| alignment with subject/ qualification benchmark statements, i.e. Music subject

benchmark statement, if relevant;

1 The Teaching Excellence Framework

1 QAA UK Quality Code, Parts A,Band C

1 career opportunities -qaunal iofpipoattiucmn tpresg feogsi
2. 2 Reference should be made ttyo i spwelsi tayn damae qdiii g a&bne

the approval document . The Equality Act (20

anticipate and address the needs of students

adjtumsent s, as appropriate, to the delivery of

and teaching and assessment, for particul ar

pl aces gener al and specific idtuatiiessnsont ocaldr oHmogthee

designing programmes every &effort shoul d be

approaches to | earning andheedahilngCoprd emget ePod a

Diversity may beetound on the I ntran
Additionally,
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2.3  for NEW programmes you should also include:

1 the need for a new programme in the I|ight o
bl market research including programmes elsewhere, locally and nationally;
1 evidence of student (Home, EU and Overseas) and employer demand;

2.4  for RE-APPROVAL of programmes
A critical evaluation of the success of the existing programme must be presented based on the
views of internal and external stakeholders. This should include:

1 brief and concise summary and critical review of the existing programme — its strengths,
weaknesses and areas for improvement;

1 cohort monitoring data with a critical evaluation of major issues relating to intake, retention,
achievement and first destination/employment data;

1 summary of the views of current students on the proposals (full details to be provided as an
appendix);

1 summary of the views of the External Examiner(s) on the revised programme (provided as
an appendix);

1 any other factors influencing the programme; including staff changes, resources, external
requirements and market trends;

1 evidence that the advice of employers and other relevant professional bodies/ organisations

has been sought to ensure that the programme will continue to provide students with the
skills required for the profession (full details to be provided in the appendices);

| summary of external peer contribution to the development of the programme, making
explicit the ways in which the external views have been sought and how they inform the
programmel’sprmdent/ review: this should not ju
but contain the explicit conclusions of the external contributors on the currency and
vocational relevance of the programme;

1 summary of changes proposed fsorf otrhet hgr ocghraar
student feedback, angaoihg, r elxhteevroraln g Ex ami n
changes in requirements ofprpdretsrsdro narl mrecefd

3 Recruitment and admissions
3.1 You should include details the recruitment strategy and any information relating to admissions not
contained within the Programme Specification.

3.2 Indicate other qualifications and or experience that may be considered for partial exemption from
the normal requirements if not included in the Programme Specification. Reference to credit
accumulation and transfer should be included.

3.3 Include an indication of target groups for recruitment, as follows:

I the minimum and maximum viable intake;
9 the optimum intake in the short and longer terms with projections on projected targets.
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4 Programme design

4.1 Include a brief overview on key features of the design of the programme and the underpinning
rationale. Include, where relevant, diagrammatic/ tabular representation of the programme structure
indicating how the various components fit together. Make explicit reference as to how the
programme articulates with and will help realise the aims of the Learning and Teaching Strategy.

4.2 Provide an overview of the support available to students, specifically in relation to this programme.
Detailed information on the generic provision provided for all students is contained within the Student
Information Handbook and should not be replicated.

This might include:

T how student sabbbajnadwnwfoemand support in rel
and professional devel opment ;

T details of induction programmes for students
f induction and support for international stud
T details &bedbab&wis provided to students abo
T support and specialist provision for student
T other support provided by the programme tean
T pastorapacaragwlaanrgement s and praesd ou radsetsu afremrt ctf
t hpsogr amme ;

T careers gaidamgements for informing student
relating to their career and further educat

5 Programme management and quality assurance

5.1The Coll ege tiec sgemmuonrte a quality culture in whi
responsibility for quality and engage in qualit
include:

1 the role of External Exami ner se,vahippec iaanldi stth e
Examiners;
1 how the particul ar programme will be mo n i
Programme Boards
1 annual review of the programme and how i ssu
will be addressed.
Making refahene apprAepadamiec R@ygctdltetmiocnid@Qua lbio o K
and Student I nformation Handbook.
It may be hel pful to include a diagram of the
particular programme.
Coll aboratiswd tpmaritomer sihul d foll ow nor mal Col | €
but specific procedures for the oversight of qgu
at collaborative partner institutions should be

5.2 Provide doew atihles porfoghr amme i s managed including
committees

5.3 Details of arrangements with coll aborative prog
in collaborative partner institutions should be
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6 Programme resources

6. 1You should provide a brief introduction about
resources, and provide a summary of the facilit
professi onanlt doefv esdbtoupdderet r ogr amme, and al so not

6. 2For staffing please provide an indicative table
the supervisipomcof cpai oweoargke spil eancceenile nt s .

6. 3CVs of rel eviahtbes tmafdédvisheods as an Appendi x, i ncl
instituti-bobnsmeasdaphrwho make a substantial cont

CV pgroor ma. at Avekewmppfovateevahtsbi ogaogea.phi es will

6. 40utline how new staff are inducted into their
el ements of the programme are supported and det
I't should also highl i ghtontahle doepvped rotpumsipite cefsé ifgo.rt s
learning and teaching met hod s, assessment , professional, i
peer review and )HEA accreditation

6 . 5 F olearning resources please provide details of:

1 how the programme uses library facilities and resources (prepared in consultation with the
Librarian.)

9 the key resources available to students;
9 audio-visual materials
1 relevant databases and electronic resources relevant to the programme of study.

6.6 Appendices to Support Approval
The final section of the programme approval dooc
reference, as foll ows:

T Suppl ement ar y suchn dsoChameberi Music Regulations, Guidelines etc. for
information, not for review by the Panel

T Forwnprogrammes: full staff CVs on standard t
or, ®Boproeal, biographies from Moodl e.

T evidence of support for the proposal from stu

1T for prog-aeapmevaé, t hEextneorsntalr ekcxeanmi ner report (¢

T a Ilink to the Student | nf ormati on Handbook;

T a Ilink to the Academic Regul ations;

T a Il inkKctadetmiece HQundbbb¥k.

B. Programme Specification(s)

The Programme Specification is for prospective students and should therefore be written in student-friendly
language, avoiding the use of jargon. It should be a concise summary of key information of interest to
prospective and current students and will be placed on the College website. The Specification also forms
a summary of provision in the Programme Handbook.

This forms the formal record of the programme of study for publication on the College website and
Prospectus and forms the formal UNISTATS record for undergraduate programmes. The specification
provides prospective students with the relevant details to decide upon their chosen course of study and
satisfies the requirements of the Consumer and Markets Authority.

Please complete the template appended to this document.
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Which includes:

Programme Title, Awards and other General Information

Introductory Course Information
Criteria for Admission and Entry Requirements

Course Overview of the Structure of the Programme:

The structure should be defined for each level of the programme and reference made to the level
descriptors (e.g. FHEQ levels 5, 6 or 7). It might be appropriate to present this in tabular or
diagrammatic form.

4 Teaching and Learning Methods
Lishe I earning and teaching methods to be empl c
will enhabéepts to devel op.

5. Assessment and Feedback
Lishe types of assessment to be used in the proc
programme wi || be assessed by which mode. Thi
students will bdagkowindad swistsimefné e d

6 Student Support, Development and Wellbeing
Academic Support and Development:de scr i be how students wil/ be
professionally throughout the programme.
Health and Wellbeing Support: note the specific support available within the programme.
Genericdet ai | s are contained in the d®t wndentnelendf arom
repli.cated

7 Course Fees
Refer to the current College fee structure on the College website.

8 The Learning Environment
Learning Resources and Environment:pr ovi de a summary of the | earrt
support students including access to speciali st
experience and qualifications of the staff who

9 Equality and Diversity
Please summarise how the programme relates to the College Equality and Diversity Policy but do
not replicate the policy.

10 References and Further Information
This may include links to the Academic Regulations, current Handbooks, Student Charter, etc.

You may wish to refer to a current specification for consistency.
C. The Programme Handbook

The Programme Handbook is the key document in the programme approval process; it is for students and
should therefore be written in student-friendly language, avoiding the use of jargon or replicating sections
from formal College documents. Current handbooks may be a good starting point, but please access up-
to-date regulations from Moodle.

It is important that the programme documentation clearly demonstrates:
| the explicit relationship between the progr amme
modules and their specific content and assessment methods;
i progression through the programme learning outcomes through the levels of the programme;

1 where a document comprises more than one programme for example PGDip/ MMus, separate
intended learning outcomes for each programme.
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At the programme approval event, external panellists will be asked specifically to address the aims of the
programme. Panellists will consider whether:

1 the aims express adequately the broad educational purposes of the provision;
1 the aims reflect appropriately any relevant subject benchmarks;
1 there is a clear relationship between the broad aims and the intended learning outcomes
1 the learning outcomes are appropriate to the level of the award.
Content

Table of contents

1 Introduction
This should be written with studentsinmind. The structure and operation
be illustrated by di aggmdnpat rewayrsp | tehsr coud g hrlotuht measy |

be an opp otroduecenthetPrpgramme Team.

2 Programme Specification(s)
As per template (Appendix 4), and see above:

3 Programme level Aims and Learning Outcomes:

3.1  Aims: the aims express the broad purposes of a programme and provide a general overview of the
learning experience of students without identifying specific detail. Reference to transferable skills
and vocational elements should be included.

3.2 Learning Outcomes: must be appropriate to the level and show clear progression from Level 4 to
Level 6 for undergraduate programmes.

There should not be too many learning outcomes, they should refer to the relevant benchmark
statements and any other external and internal reference points used to inform the subject
outcomes (such as professional requirements). It is good practice to present these under the
following headings:

1 Knowledge and Understanding;

1 Specialist Subject Skills and

1 Generic and Graduate Skills.
They must:

1 be appropriate to the level(s) of study of the programme, and reflect the academic
infrastructure, i.e. the descriptors set out in the UK Quality Code Part A,

take account of other external reference points where applicable;

1 be described in language which clearly indicates the level of achievement required from the
student;

| address general features attributable to the award under the following headings: knowledge &
understanding, practical skills and generic and graduate skills, appropriate to the level of
study;

address the specific needs of the programme;

be attainable through programme content and learning and teaching strategies;
be measurable through assessment;

be set at the threshold outcome FHEQ level of the programme.

E ]

= =4 -4 -9

NOTE: the programme learning outcomes should be set out for each exit award for the
programme, e.g. CertHE, DipHE and BMus, etc.
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3.3 Curriculum Map:co mp | et e a c uofwhere individual skilla will be developed and
assessedf or t he progr amner owi deick itre mpdladve

4. Module Outlines
For each module complete the module template, Appendix 5, using the guidelines for completion,
which includes:

1
1

)l

the credits for each modul e

the relationship of individual modules to ¢t
modul esrcbute to a coherent, integrated, in
core and optional/ el ective modul es, and th
wher e a programme has mor e t han one l eve
devel opment of knowl edge, underisltlamgti mat iaonr
progression, where a programme includes a v
clear reference to the integration of theor

5 Marking Criteria

Provide the marking guidelines for all types of assessment within the programme. These should be
included for different HE levels of study and reflect the intended learning outcomes, the assessment
strategy and the threshold outcome level of the programme.

6 Assessment and feedback

6.1 You should briefly outline the overall strategy for assessment. This need only be brief, but is
essentaland should include a sample timetable to il

External

)l

)l

)l

has a formative function, providing students with prompt feedback, and assisting them in
the development of their intellectual skills;

there is clear and appropriate criteria for different classes of performance, and that these
criteria are communicated effectively to students;

intended learning outcomes are assessed appropriately.

The following should be considered when devising an assessment strategy for the programme:

1 do not over assess students;

1 assessment policies and practices may be found in the Academic Regulations, Student
Information Handbook and Quality Handbook; these ensure the validity, equity and
reliability of assessment;

1 assessment methods must be appropriate to the level and demonstrate progression
through the programme;

| assessment tasks must explicitly demonstrate that they measure the intended learning
outcomes of each module and collectively, the programme;

| a range of types of assessment should be used to allow students' strengths to be
demonstrated;

T assessment tasks must be clearly set out so that staff and students can understand them.
The level, size and timing of assessments should be considered;

| procedures must be in place for ensuring that assessment is operated fairly within the
programme;

| explicit guidelines on the provision of support/ advice for students in danger of failure.
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6.2

6.3

6.4

6.5

7.1

7.2

7.3

7.4

7.5

8.1

Make referencetot h e C o khdsessgnent regulations pertinent to the programme as follows:
T Assessment deadlines and late submission;
Deferrals;

Marking and moderation

policies and practices for marking, grading and moderating assessment should be identified
and be consistent across the programme(s);

arrangements for monitoring and evaluating assessments must be in place;

rules and regulations for progression, final award and classifications, if relevant, must be
stated, in-line with the Academic Regulations;

1 selection and training of practice assessors/ supervisors from outside the College if they
are involved in carrying out assessments;

1 the moderation process.

—a =2 =2

= =4

Include a timetable for details of submission deadlines and return dates for each assessment
(indicative at this stage), in order to avoid overloading students at particular points in the programme,
and including the details of Principal Study assessments, as set out in the calendar of meetings).

Provide details of how students will be provided with feedback on the various types of assessment
used in the programme, written, spoken or coursework.

Provide information on the External Examiner and their role in the programme. You should give their
name and institution if for a current programme.

Progression and award classification

Include information on how mark bands correspond to degree classifications within the programme,
e.g. 40-49 adequate, Class Il degree (3").

Give details of the criteria and regulations for progression, including any compensation regulations
for the programme, where appropriate.

Summarise the academic regulations with respect to permitted re-sit examinations and the role of
the Board of Examiners in granting re-sits.

Provide information on awards, the credits required and the classification of the degree.
Particular care should be taken to ensure details are clear so that students fully understand how
their degree will be classified including the weighting between the years, whether all modules
contribute and the concept of the yearly weighted average. Students should be able to predict their
own degree classification from the information given. Include a link to the degree classification
calculator if relevant.

Summarise the role of the College Board of Examiners, including when they meet, their membership
and the decisions they make. Note the right to appeal the decision of the Board of Examiners subject
to the criteria set out in the Student Information Handbook. Again this should be in student-friendly
language.

Student representation and the student voice
Details should be provided in this section on the opportunities students have to provide feedback on

the programme and their experiences and how they can be actively involved in the enhancement of
their programme. It should include the following:
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information on Programme Boards;

details of the Student Experience Forum;

internal student surveys;

informal mechanisms for students to provide feedback

= =4 4 —a -

committees/ groups students might be members of aimed at enhancing their learning
experience in the programme.

8.2 Do not replicate information in the Student Information Handbook. This section should relate
to programme-specific information. For example,

BMus 1 one student for each year of study is invited to participate in the Undergraduate
Programme Board and all students are eligible to provide feedback via an Annual
Programme survey. See Student Information Handbook for further details.

9 Student Support and Welfare
Where relevant to the programme include in this section any additional specific support provided to
students, e.g. mentoring support, otherwise refer to the general regulations set out in the Student
Information Handbook.

10. School specific information
Invite the Heads of Schools to update the school specific sections in-line with discussions on
developments for the Principal Study modules and assessments.

1" Appendices
These should include supporting evidence and links to College policy/ information (i.e. Academic

Regulations, Student Information Handbook, and Academic Quality Handbook) which are not
subject to approval by the panel.

You may choose to include someaswuppl ementary
1 Chamber Music Regulations,

1 Elective/ Placement choices

T Essay wri.ting skills

f Guidance on how to avoid plagiarism

T Etec.

Forms/ Templates noted in this document:

Programme PropoppaIinddFar m
Programme Speci f-iApateinddn xTempl at e
Modarl Outl i ne-Aperepidd txe

Anné&x Aims and Learning Outcomes template bel ow.
AnneXu2riculum Mapelt ®empl at e
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Annex 1: Aims and Learning Outcomes

AIMS OF THE PROGRAMME(S)
The College aims to do the following for students studying [INSERT NAME OF PROGRAMME]:

G|l |wW | N|F

3. INTENDED LEARNING OUTCOMES OF THE PROGRAMME

The programme learning outcomes should be set out for each exit award for the programme, e.g. Cert/
DipHE, PGDip and BMus, MMus etc.

A Knowledge and Understanding - on successful completion of the programme students
will be able to:

Al

A2

A3

B Specialist Subject Skills - on successful completion of the programme students will be
able to:

Bl

B2

B3

C Generic and Graduate Skills - on successful completion of the programme students will

be able to:
C1
C2
C3
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Annex 2: CURRICULUM MAP:

CURRICULUM MAP AGAINST INTENDED LEARNING OUTCOMES OF THE xxxxxxxx PROGRAMME: DEGREE or DIPLOMA etc.

This map of the curriculum shows you where you will acquire the knowledge and develop the skills for successful completion of the programme and

where they are formally assessed.

INTENDED LEARNING OUTCOMES BY MODULE

g Knowledge and Understanding Specialist Subject Skills Generic gEiclils(‘Braduate
Module Al A2 A3 A4 etc. | B1 B2 B3.etc. |C1 Cc2 C3 etc.
Y1 Module 1 D/A D/A D D/A D/A D/A D D/A
Following successful completion of Year 1, you will have achieved the equivalent knowledge for the award of PosifigatiumtélCwtr Education.

E.g. Y4 Module Final D/IA D/A D/A A A D/IA D/A DI/IA

Key for cells

D = denotes where skills are taught or developed by students within this module

A = denotes where skills are assessed within this module

Quality Assurance and Enhancement Handbook,
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APPENDIX 3
Briefing notes for Programme Approval Panels

These notes have been drawn up for the benefit of all members of the College and colleagues external
to the College who are involved in programme approval events.

1 Contacts

Further advice or information concerning the approval/ periodic review process is available from:
Deborah Williams, Academic Quality Manager, deborah.williams@rncm.ac.uk

2 Definitions

2.1 Programme approval is the formal process whereby the College judges a programme of study to
be appropriate to lead to the award of an RNCM qualification.

2.2 For the purpose of these briefing notes, the following definitions apply:

Programme of Study: a structured series of courses or modules which leads to an award or
series of awards or gives credit towards the award(s).

Re-approval: the process of subsequent academic consideration and
approval; this should not take place more than five years following initial approval.

Programme approval: the process of initial academic and professional consideration and
approval (or otherwise) of a new programme of study.

3 Programme approval panels

3.1 A programme approval panel is a group of suitably qualified and experienced people established
by the College to consider a programme of study submitted for programme approval.

3.2 A programme approval panel will always be established where a new award-bearing programme
is being proposed, where a programme is being reviewed or where specific major amendments
to programmes are proposed as detailed in the Academic Quality Handbook.

3.3 The AQC (or its Chair) will consider nominations for and appoint a programme approval panel
after consultation with the submitting programme.
34 The approval panel will comprise a minimum of five members:

1 Chair, being a senior member of the College but not associated with the programme of study
under consideration;

1 atleast two members of academic/ professional staff external to the College with relevant
academic/ professional expertise;

1 atleast one academic internal member of College staff not associated with the programme of
study under consideration;

9 atleast one student member not associated with the programme of study under
consideration;

1 the Academic Quality Manager will normally be in attendance and act as secretary to the
panel.
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35 To be eligible for appointment as an academic member of a panel, externals must normally hold
an academic post in a UK higher education institution, be experienced in the subject and have
appropriate teaching experience. As a general principle, serving or recent external examiners or
specialist external assessors will not be appointed as members of a programme approval panel.

Additionally, due to UK Borders Regulations, Externals are required to bring evidence of their
ability to work in the UK: this may be in the form of your passport or other form of Home Office
approval.

4 Remit of programme approval panels

4.1 Programme approval panels are charged with ensuring that the programme(s) of study is of an
academic (and professional) standard appropriate to the level and nature of the proposed
award(s), is consistent with the College's Academic Regulations and is supported by adequate
and appropriate human and physical resources.

4.2 To this end, the programme approval review panel will:

9 consider the rationale, aims and learning outcomes of the programme(s);

1 in that context, consider the appropriateness, currency and relevance of the structures and
content of the programme(s) of study (including any required period(s) of professional
experience), its coherence, integration and progression in meeting those aims and learning
outcomes;

1 to consider the programme in relation to external points of reference including Part A of the
UK Quality Code (the subject benchmark statements, the FHEQ) and requirements of the
music profession;

9 consider the nature of the teaching and learning process and, in particular, the
appropriateness of the scheme of assessment in measuring stated learning outcomes;

1 ensure that existing or proposed physical and support resources (including technical support)
to underpin the programme(s) of study are in place or planned and are appropriate both in
nature and extent;

1 ensure that the proposed academic (and professional) staffing is adequate and appropriate to
the programme of study as demonstrated by academic (and professional) background,
teaching experience, research and publications;

9 assure itself that quality assurance mechanisms are appropriate and that they conform with
College (and professional body) requirements.

4.3 A detailed checklist of points to for panels to consider is attached as an annex.

4.4 The remit of the secretary to the panel is to:
T Provide advice and guidance to the panel on tl
procedures;
1 to provide a record of the approval/ review event in the form of a programme approval report;
1 to ensure the smooth organisation and running of the event.

5 Documentation

5.1 Approval of a new award
The documentation provided for the approval of a new programme should be self-contained, and
compiled in accordance with the appropriate guidance notes contained in Appendix 1.

5.2 The documentation for the approval of a new programme should address all the main headings
detailed in Appendix 1. Of particular importance will be the statements of rationale and
philosophy of the programme of study, coupled with the statement of primary aims and learning
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outcomes. It is against these statements that the detailed proposal will be considered and
assessed. The aims and learning outcomes must also be assessed against relevant external
reference points.

5.3 Re-approval (periodic review)

Documentation for re-approval will be similar to that for initial approval.

5.4 The focus for re-approval is on critical evaluation and change over time. Documentation for
periodic review should therefore draw on and cross-refer to annual reviews and include as part of
the introduction a critical evaluation of the programme of study since initial programme approval
or the previous re-approval. Particular reference should be made to:

1 any amendments which have been made to the programme since the previous programme
approval, including the reasons for those amendments;

1 the extent to which the programme has met the stated aims and learning

1 outcomes and met its student targets;

1 responses to conditions or recommendations made at the last programme approval;

9 responses over the period to issues raised in external examiners' reports;

1 feedback from students, together with amendments made in the light of such feedback;

9 any pertinent changes over the period in resourcing, including human and

1 physical resources;

9 an analysis and inclusion of statistical data on student admissions, progression, completion,
employment etc.;

1 envisaged future developments;

6 Programme approval process
The process of programme approval will, typically, include the following stages:

Before the event:

Once its members have been established, the panel members will be sent, normally at least four

weeks before the meeting, the programme documentation, together with these briefing notes, an

agenda and directions on when and where the panel is to meet (a whole day should normally be
set aside);

If further information is required by one or more panel member(s), they should inform the College

at least five working days prior to the programme approval event.

Panel members will be asked to provide initial comments on the proposal on a pro-forma. These

will be summarised for the programme team to enable them to adequately prepare for the

approval event.

Outline timetable for the programme approval event:

The event will commence with a brief presentation by the Course Leader of the proposed

programme; its rationale and key features.

1 The panel will meet in private to identify and share any matters of concern and to confirm or
modify its agenda. It is considered good practice and an aid to informed discussion if the
programme team is made aware of any major reservations or issues for particular discussion
prior to the programme approval meeting. Panel members should therefore indicate concerns
not less than one full week prior to the event to the Secretary of the panel;

1 Where a programme is being presented for re-approval, the panel will normally meet with
students, including, if possible, representatives from each year/level of the programme and
representatives on the Programme Board,;

1 The panel will meet with members of the teaching team and the Course Leader. The meeting
should be conducted in the form of a dialogue between panel members and members of the
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programme(s), covering the range of issues identified by the panel in earlier correspondence
and/or at its preliminary meeting;

1 Where appropriate, the agenda will include an opportunity for panel members to inspect
teaching and support facilities/equipment;

1 Following the meeting with the teaching team, the panel will hold a meeting in private to
consider its conclusions, agree its decision and identify any associated conditions or major
recommendations;

1 The panel will convey its decision and primary recommendation as to whether the programme
is recommended for approval, together with any conditions/recommendations, directly to the
teaching team before departure. This brief verbal report will be confirmed and elaborated in a
subsequent written report (see below), which will be submitted to AQC and to the Academic
Boardwho have responsibility for the.formal appr

7 Programme approval report
7.1 The report prepared by the panel will set out its decision and principal recommendation.

The principal recommendation will be one of the following:

1 APPROVAL - with or without conditions attached, and with a specified period of approval (not
exceeding five years);

T NON-APPROVAL - in which case the panel will indicate those areas in which the proposal is
considered deficient, will make recommendations as to how those deficiencies might be
rectified and indicate the timescale in which a revised submission should be put forward.

7.2 The report will record the main areas of discussion and their outcomes. In particular, the report
will distinguish between and put appropriate timescales to:

1 Conditions - i.e. those issues which the panel requires to be addressed or undertaken to its
satisfaction within a specified timescale and without which approval should not be granted;
conditions should therefore be used carefully with consideration as to their implications;

1 Recommendations - that is, matters which, in the judgement of the panel, should be
reviewed for the overall benefit of the proposal but on which the panel is genuinely open to
reasoned argument.

1 Features of good practice - the panel will be asked to identify any features of good practice
or commendations.

7.3 The draft report will be circulated to all members of the panel for amendment/ratification. Before
the report is confirmed and a final version issued, a copy will be sent to the Course Leader to
confirm matters of accuracy. In consultation with the Chair, a final version will be drawn up and
submitted to the AQC and the Academic Board.

8 Response to the report
Following receipt of the programme approval report, the Course Leader and programme team will
be asked to consider the report and address and conditions and recommendations made by the
panel.

9 Approval of the amendments to proposals
Changes to proposals, submitted by the programme team in response either to conditions or to

recommendations set out in a panel's report, should be referred for approval to the Chair and an
external academic member of the panel who will be nominated by the Chair for this purpose.
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Annex: CHECKLIST FOR PROGRAMME APPROVAL PANELS

1 Documentation

Is the documentation adequate in both quality and quantity for the purposes of the panel? Does it
follow the prescribed format?

(Comments on typographical errors and other matters of detail should be communicated to the
secretary to the panel in written form for presentation to the Course Leader co-ordinating the
proposal.)

2 Programme aims and outcomes

1 Does the programme appear appropriate to fulfil its aims and objectives?

1 Are the intended learning outcomes of the programme appropriate and reflect the level of the
award?

Is there clear progression from Level 4 to Level 6 for undergraduate programmes?

How do the aims and learning outcomes relate to external reference points including relevant
subject benchmark statements, the qualifications framework and any professional body
requirements?

1 Are the learning outcomes appropriate to the aims?

1
1

3 Recruitment
1 Is there sufficient evidence of student/employer demand for the proposed/ existing
programme?

1 Will the programme adequately prepare students for employment?

4 Level of Work

1 Isthe level of work (i.e. programme content, curriculum) of an appropriate academic standard
in terms of the admission requirements and the final award and aligned with the Framework
for Higher Education Qualifications (FHEQ)?

5 Programme design

1 Does the programme ensure that through the curriculum students will be able to achieve the
intended learning outcomes?

T Will the design and organisation of the curriculum effectively promote student learning and
achievement of the intended learning outcomes?

1 Does the design and content of the curriculum show progression from Level 4 to Level 6 for
undergraduate programmes?

1 Does the design and content of the curriculum facilitate progression to employment and/or
further study, and personal development?

1 Isthere evidence that curricular content and design is informed by recent developments in
techniques of teaching and learning, by current research and scholarship, and by the music
profession?

6 Coherence of Programme

1 Does the programme provide a coherent and realistic programme of study for students?
i For undergraduate programmes, does it show the necessary progression between the FHEQ
levels?

7 Development of Key Skills
1 Is sufficient attention given to the development of transferable skills such as teamwork, oral
skills, written skills, professional skills etc.? Is this explicitly stated in the proposal?
1 Are students being adequately prepared for their future career?
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8 Teaching Methods

1 Are the teaching methods relevant to the stated learning outcomes?

1 Are the teaching methods appropriate to the needs of the students on the programme?

1 Isthere evidence that teaching is underpinned by research/scholarship and professional
practice?

1 Is there an appropriate overall strategy for academic support, including written guidance,
which is consistent with the student profile and the overall aims of the provision?

1 How effectively is learning facilitated by academic guidance, feedback and support
arrangements?

9 Assessment

1 Are the assessment methods directly relevant to the stated learning outcomes and aims of
the programme / modules?

1 Are there clear assessment guidelines?

1 Is the volume of assessment within modules and across the programme appropriate? Is there

too much assessment for the number of credits of individual modules?

How will the criteria for assessment be made clear for students?

Is there a coherent assessment strategy for the programme?

For undergraduate programmes is there clear progression in the complexity of the

assessment from Level 4 to Level 6?

E

10 Student support
1 Are there effective arrangements for the induction of students?

1 Are the arrangements for the personal / professional /academic support for students clear
and appropriate?

11 Feedback

1 Are appropriate mechanisms in place to provide feedback to students on their assessed
work?

1 Are appropriate mechanisms in place to enable students to provide feedback on their
learning experience within the programme?

10 Resources

9 Are the resources available to the programme adequate - in terms of staffing (both teaching
and non-teaching), accommodation, equipment, facilities etc.?

1 Is the collective expertise of the teaching staff suitable and available for effective delivery of

the curricula, for the overall teaching, learning and assessment strategy and for the

achievement of the intended learning outcomes?

Are appropriate staff development opportunities available?

Is appropriate technical and administrative support available?

How effectively is learning facilitated in terms of the provision of resources?

Is suitable teaching and learning accommodation available?

Is the Library stock appropriate and accessible?

Are suitable equipment and appropriate IT facilities available to learners?

E I

11 Academic Standards and Quality Assurance
9 Isthe structure of programme management sound: are lines of authority clearly drawn?
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RNCM

ROYAL NORTHERN

APPEND'X 4 COLLEGE of MUSIC
PROGRAMME SPECIFICATION

[This information forms part of the Student Contract and is binding for each cohort at point of Application.]

Programme Title: [Insert TITLE in full here]

UCAS Code: [Insert UCAS Code here — see Admissions]
Awarding Institution:  Royal Northern College of Music
Course Leader: [Insert Name and Title here]

INDEX Introductory Course Information

1

2 Admissions and Entry Requirements
3 Course Overview and Modules

4, Teaching and Learning Methods

5. Assessment and Feedback
6

7

8

9

Student Support, Development and Wellbeing
Course Fees
The Learning Environment
. Equality and Diversity
10. References and Further Information

1. INTRODUCTORY COURSE INFORMATION

Award Duration | Mode of
On successful completion of the course, students will receive: study
Insert TITLE OF AWARD in full here X years Full-time

No part-time study is permitted.
Awarding Institution: RNCM
Teaching Institution: RNCM

Period of Registration:  Minimum: XX Months/ Years Maximum: XX Months/ Years
Academic Year: September to July

OTHER POTENTIAL AWARDS: Programme levels and qualifications (Exit Awards)

Level/ FHEQ* Credits and Qualification
Year of study Level For early departure or non-completion of studies.

* FHEQ: Framework for Higher Education Qualifications

Date of Writing: MMM/YY
Programme Approval: From: September 20XX To: August 20XX
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2. CRITERIA FOR ADMISSION AND ENTRY

Please discuss with the Admissions Team.
Information on entry requirements should include:

. UCAS codes and how to apply through routes other than UCAS, if applicable

. Academic entry criteria, for example qualifications or equivalents for UK/ EU/ Overseas
entry.

. Specific entry requirements, for example English language/ IELTS and visa requirements.

. Any credit transfer or accreditation of prior learning details e.g. (APL*) for 3 year BMus.

. Any additional requirements, e.g. entrance audition, online test, Disclosure and Barring
Services (DBS*) checks.

. Prospective students should also be informed if they will be required to perform additional

tasks such as writing an admissions essay.

* The policies for Accreditation of Prior Learning (APL) and Disclosure and Barring Services (DBS) may be found in
the Student Information Handbook. All the credits awarded through APL must be endorsed by the Board of
Examiners.

3. COURSE OVERVIEW

State the purpose and key features of the course as succinctly as possible, explain how the academic
year is organised and the building blocks of the course. Make it clear if optional modules may not run
and how they will be chosen.

MODULE MAP

Provide information on compulsory and optional modules, making it clear if optional modules may not
run and how they will be chosen.

Module or course unit or information enables students to understand the building blocks of the course
and how they relate to the subjects in which they are interested. In order to help them understand
workload requirements, students should know how many course units or modules they will be
expected to take concurrently per term, semester or year.

Work-Placement Provide details of any placement opportunities.

Eg.For t he omBpMsosyin‘year 3, concurrently with your studies: 18 - 30
hours’.

Provide details of the likely location of work or study placements in the UK or abroad.

Timetables Provide details of when timetables will become available.

For example, Normally available two weeks before term begins, although due to
some assessments at the beginning of term, alterations may be made during the
first week of term. Please note that students are expected to schedule their own
one-to-one tuition with their designated tutor.
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4. TEACHING AND LEARNING METHODS

Provide an overview of teaching and learning activities, giving indicative class sizes where possible.
Indicate the importance and volume of independent learning required and the workload involved in
studying on the course.

CONTACT HOURS (UG forms UNISTATS data)

Provide details of the planned number of contact hours — in liaison with BSDU to consider Orchestral
burden and Masterclasses, etc.

E.g.

You are taught through a combination of lectures, seminars and one-to-one tuition. Seminars enable
you to discuss and develop your understanding of topics covered in lectures in smaller groups of
around xxxx students. In addition, you have meetings with your personal tutor.

INDEPENDENT LEARNING

Provide details of the anticipated number of independent learning hours.

E.g.

When not attending lectures, seminars or other timetabled sessions you will be expected to continue
learning independently through self-study. Typically, this will involve practicing your instrument,
reading journal articles and books, working on individual and group projects, undertaking research in
the library, preparing coursework assignments and presentations, and preparing for examinations.
Your independent learning is supported by a range of excellent facilities, including the library, practice
rooms and state-of-the art performance venues.

OVERALL WORKLOAD (UG forms UNISTATS data)

Provide details of the overall workload — in liaison with BSDU.

E.g.

While your actual contact hours may depend on the optional modules you select, the following
information gives an indication of how much time you will need to allocate to different activities at each
level of the course.

Level 4: xx per cent of your time is spent in timetabled teaching and learning activity

Teaching, learning and assessment: around xxx hours
Independent learning: around xxx hours

Level 5: xx per cent of your time is spent in timetabled teaching and learning activity

Teaching, learning and assessment: around xxx hours
Independent learning: around xxx hours

Level 6: xx per cent of your time is spent in timetabled teaching and learning activity

Teaching, learning and assessment: around xxx hours
Independent learning: around xxx hours
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5. ASSESSMENT AND FEEDBACK

Inform students about the availability of formative assessment and provide an overview of
summative assessment:

1 the types of assessment used by the course (for example, written examinations, coursework,
performance and practical examinations)

1 the percentage of assessment by coursework, exams, examinations and performance (UG
forms UNISTATS data)

1 the frequency of assessment.

E.g.

Percentage of the course assessed by coursework:

The balance of assessment by examination and assessment by coursework depends to some extent
on the optional modules you choose. The approximate percentage of the course assessed by
coursework is as follows:

Year 1
XX per cent coursework XX per cent written exams  xx per cent practical exams

Etc.

Progression:
Provide details of:

9 the modules that are compulsory, which must be successfully passed before progression to
further modules, or progression to the next academic year of study

1 explain all consequent scenarios, including degree classification if the required modules for
progression have not been assessed as 'passed'

1 the modules that are compulsory and how many credits must be successfully passed in order
to achieve a degree classification

1 clearly signpost to information about compensated passes, if any, and its impact on
assessment, progression and degree classification

1 clearly signpost to information about plagiarism and its impact on assessment, progression and
degree classification.

Feedback

Explain arrangements for returning marked work and providing feedback

The RNCM Academic Regulations may be found on the College Website — see References and Further
Information in Annex 1.

Potential Awards
Final and Other Awards

Award Title(s) Credits Required
E.g.
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Bachelor of Music with Honours: 480 credits: 120 credits at level 4; 120 credits at level 5; 240 credits
at level 6

6. STUDENT SUPPORT, DEVELOPMENT AND WELLBEING

Provide an overview of learning and disability support, particularly those which are programme specific,
such as the provision of mentors or year tutors.

Further details may be found in the RNCM Student Information Handbook on the College Website — see
References and Further Information in Annex 1.

ACADEMIC SUPPORT

Provide details of the academic support structures that will be available to students on this
programme.

E.g.
Our Academic Support Team provides help in the following areas:

study skills (including reading, note-taking and presentation skills)

written English (including punctuation and grammatical accuracy)
academic writing (including how to reference)

research skills (in conjunction with the library)

critical thinking and understanding arguments

revision, assessment and examination skills (including time management)
any mentors or year tutors

=A =4 =4 4 -4 4

WELFARE AND WELLBEING

Provide an overview of learning and disability support and where to go for support and advice.

Full details of the support available during your programme are contained in the Student Information Handbook,
see Annex 1.

TEACHING STAFF

Provide information about the staff who teach on the course.

Prospective students are interested to know who will be teaching them. Where appropriate, it is helpful
to provide information on the pool of staff that may be teaching the module. Staff profiles can be used
and might include academic qualifications, research interests, professional and practitioner
experience, teaching qualifications, and Higher Education Academy and national teaching fellowships.
It is important, however, that students are not given the impression that certain individuals will take
classes or deliver lectures if this cannot be guaranteed.

Indicate whether some teaching will be undertaken by postgraduate research students. It is helpful to
identify the types of class they may teach (for example tutorials, seminars) and whether training has
been provided.

E.g.
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You will be taught by an experienced teaching team whose expertise and knowledge are closely
matched to the content of the modules on the course. The team includes senior academics, practicing
musicians and professional practitioners with industry experience.

You can learn more about our staff by visiting our website: Meet Our Staff

7. EMPLOYMENT

Inform students of typical employment outcomes, as summarised in the Destination of Leavers (DLHE)
Survey.

Details of exceptional graduates may be found on the website: ALUMNI.

8. COURSE COSTS

Provide clear information about the tuition fees students will be charged for the duration of the course.
Current fees may be found on the Fees and Funding home page: FEES

The following course-related costs are included in the fees:
Inform students about which course-related costs are included in the tuition fee, such as loan of
equipment related to their modules or DBS checks for placements etc.

The following course-related costs are not included in the fees:

Inform students about which course-related costs are not included in the tuition fee, such as books or
other learning materials, materials fees, specialist equipment, uniforms or other clothing required for
orchestra/ work placements, and the cost of field trips etc.

Accommodation and living costs are not included in the fees:

Information about accommodation, living costs and budgeting is crucial to students and providers
should endeavour to supply as much information as possible to inform students about the likely cost of
accommodation in and around the location of study, including college and university-owned, and,
where available, private accommodation. Providers should also tell students the likelihood that they
will get university accommodation if they want it, and if this changes over the academic years of the
course.

(This information will in many cases be located elsewhere on the institutional website and providers
should ensure that it is easily accessible via a link from course information.)

This information can be obtained from the Accommodation Services home page: ACCOMMODATION

SOURCES OF FINANCIAL SUPPORT

Provide information about financial support available to students

When choosing their course, students need to know about any bursaries or scholarships that are
available. Providers should make easily accessible information about scholarships, bursaries and
prizes, including value, eligibility and deadlines for the submission of applications.

Details of fees, and potential funding sources, including bursaries and scholarships, may be found on
our website: FEES
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9. THE LEARNING ENVIRONMENT

Provide a summary of the key facilities and resources available to students (practice rooms,
performance venues, library, the VLE, lecture theatre etc.).
Be realistic, don’'t make c¢cl aims that can’'t be

E.g.

You will be taught in specialist teaching rooms, with access to the equipment you may need, such as
pianos, recording/ playback equipment etc. When teaching rooms are not in use, you will have access
for your own personal practice, particularly in the evening or early morning.

Further details on the booking of Practice Rooms are contained in the Student Information Handbook, see Annex 1.

10. EQUAL OPPORTUNITIES AND DIVERSITY

E.g.
I n keeping with t he ,@mpdlicyg gneequal ogportmmitiést tmsegprogramme:

9 s offered to students with no discrimination in terms of race, age, gender, sexual orientation or
family circumstances (where possible every effort is made to accommodate students with
special needs as a result of disability or socio-economic disadvantage);

1 will, where appropriate, cover issues of equality of opportunity within the curriculum;

f uses a range of | earning and teaching metha
preferred learning methods and communicative skill strengths;

9 uses arange of assessment methods with due care to the needs of different groups. Where
individuals are unable to partake of particular activities or modes of assessment due to their
circumstances special arrangements will be made where possible to accommodate their needs
fairly;

9 aims to ensure that every effort is made to provide learning spaces accessible to students with
disabilities and to support them throughout their programme.

Further details of the RNCM Equality and Diversity Policy and Ethics Framework may be found, under
‘“I'nstitutional’ pol i :cRNEMPRolicesa t he Coll ege websi

ANNEX 1

BENCHMARKING

Programmes are based on national standards for degrees in music through external scrutiny of
the programme during development by both academics and professional musicians and by
reference to nationally agreed standards; QAA Benchmarks and Code of Practice.

REFERENCES AND FURTHER INFORMATION:

Academic Requlations

Programme Handbooks

Student Information Handbook

Academic Quality Handbook
RNCM Student s’ Uni on
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APPENDIX 5

MODULE OUTLINE TEMPLATE

Guidance Notes for Course Leader/ Module Coordinator

This template should be used for all module descriptions within programme approval documentation.
Detailed guidance and general information on the process may be found in the Academic
Quality Handbook, Section F.

1 Programme: Title of the programme that houses the module.

2 Module title: Final or working title of the module

3 Code: Module code - see Business Systems & Development Unit/ Registry.

4 Module Coordinator: Name of Coordinator responsible for the organisation of this module.

5 Credit value and level: Number of Credits, e.g. 20, 30, 60 etc., and FHEQ Level, i.e. 4,5, 6 or 7.

6 Duration of module: Number of weeks/ terms over which the module will be delivered and the
number of teaching hours per week.

7 Learning Hours: The total learning hours and the proportion allocated to contact time and
independent study e.g. 36 direct contact hours (group lectures, seminars, one-to-one teaching etc.)
Notionally every credit is associated with 10 learning hours so a 10 credit module would equate to
100 total learning hours. Ensure the learning hours add up to those required for the credit level of
the module.

8 Assessment: Indicate all forms of assessment. Include details of their relative weighting, length/
word count. Do not include specific details of the assessment — just the mode e.g. essay, portfolio,
technical assessment etc. Do not over-assess the students — there should not be too many
components to the assessment (one or two maximum) and carefully consider the weighting of each
component — avoid those less than 30% e.g. Coursework 100%, Essay 60%, Presentation 40%.
These must assess the module learning outcomes and be related to the programme as a whole.
Detailed information is not required on the module outline.

9. Module aims: these should be referenced to both the programme aims and the programme
specification and be appropriate to the level of the module.

10 Module learning outcomes: the desired or intended module learning outcomes should be linked
to the programme outcomes and must be clearly demonstrated in the assessment. Limit the
number for each module and ensure they are appropriate to the level of the module and show
progression, e.g. from level 4 to 5 and from level 5 to 6 etc.

11 Module content: Give a clear and concise summary of the content sufficient for an adequate
consideration by subject specialists and students.

12 Indicative Bibliography: This should be divided into required reading and supplementary/
additional reading.
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Module Outline TEMPLATE:
CODE see BSDU Insert: MODULE TITLE PROGRAMME(S)
Module Coordinator: Name, Designation
Credit Value and Level: e.g. 20 (xx ECTS); FHEQ X
Eligibility/ Pre-requisites: e.g. None
Duration of Module: e.g. 24 weeks over two terms, 3 hours per week
Learning Hours: e.g. 40 hours direct contact (including lectures, seminars,

directed study etc.)
c. 160 hours private study

Assessment. €.9. Portfolio of work 6000 Words 100%
OR
Performance/ Presentation 20-30 minutes
Marking Guidelines: e.g. Principal Study 1: Composition
MODULE AIMS:
1. A
2. B
3. C
Etc.

MODULE LEARNING OUTCOMES:

On successful completion of the module, students should be able to:

w NP
(@Ivv I

Etc.

MODULE CONTENT:
Provide a clear and concise summary of the content which is sufficient for adequate consideration by
subject specialists and students. Including any guidance on specific requirements for independent study.

BIBLIOGRAPHY:

Provide a short and indicative bibliography, in the College format that students will be expected to
replicate. The format used should be consistent throughout the document. Make sure resources are up
to date and those that the students are most likely to use. Divide into resources students are required to
use and those that students may select for further reading. Ensure the resources reflect the level and
show progression in complexity and depth from Level 4 to Level 6, or 7.
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APPENDIX 6

NEW MODULE PROPOSAL FORM
Undergraduate or Postgraduate Taught

GUIDANCE NOTES

This form must be submitted to the following committees at least one full term before the commencement
of the module at the start of the next Academic Year. Please delete these guidance notes prior to
submission of the form. The approval stages are as follows:

Approval of resources by Director of Finance and Strategic Planning
The resource implications of the module should be discussed with the Director of Finance and Strategic
Planning, with the relevant signatures and a full costing, if required.

Undergraduate/Postgraduate Programme Board

If no additional resources are required and the form has been signed by the Director of Finance and
Strategic Planning to this effect, this form should be submitted to the Secretary of either the UGPB or
PGPB as an attached e-mail document and in hard copy, with the relevant signatures, approval from
the External Examiner and a copy of the revised module outline, no fewer than eight days prior to
the next meeting of the UGPB/PGPB.

Academic Quality Committee

Once approval has been gained from the UGPB or PGPB this form should be submitted to the Secretary
of AQC as an attached e-mail document and in hard copy, with the relevant signatures, approval
from the External Examiner and a copy of the revised unit outline, no fewer than eight days prior to
the next meeting of AQC.

Please make sure you attach the full outline of the new module.

The notes below refer to the numbered question boxes on the form and should help you fill it in. More
detailed guidance and general information on the process can be found in the Academic Quality
Handbook

1 Degree Qualification and Programme Title: Is the new module in the BA, BMus, MMus etc.,
and the full title of the programme from which the unit comes.

2 Status: Will the unit be a core requirement or is it an option?

3

3 Date from which the new module will be implemented: Any change proposed must be
approved by PB and AQC before its implementation.

4 Assessment: Please indicate the assessment modes (including word length of coursework,
length of examination etc.) and the percentage of marks allocated to each mode.

5 Rationale for the new module: Please provide a brief explanation of why the change is being
proposed and how it will enhance the student learning experience.

6 Attached evidence approving the change/s: Please attach correspondence from EE approving

the proposed new module.

Signatures: To ensure that cost and resource issues have been considered, please make sure that you
have discussed your proposals fully with the Director of Finance and Strategic Planning and the Librarian
before submitting this form to UGPB or PGPB and ensure that the Director of Finance and Strategic
Planningbs si gnat ur e h & addifioeabresouccéstara iequieed, the modification will need to
be referred to PPG.
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PROPOSAL FORM: NEW Modules
UG or PG Taught Programmes

RNCM

ROYAL NORTHERN
COLLEGE of MUSIC

1 Programme Title:

Degree Qualification:

E.g. Bachelor of Music

2 Module Title and Code

3 Status of Module (core or optional)

Date from which the new module will be implemented:

September / 20XX

5 Assessment in new module:

6 Rationale for the new module (attach module descriptor):

Name and approval of EE:

Name (print):

Please attach a copy of the comments of the
EE on the new module proposal.

Name and signature of Course Leader

Name (print):

Signature

Date:

Authorisation of the Director of Finance and
Strategic Planning:

Name (print)

J Additional resources are required as detailed
o Signature
J The proposal can be resourced from existing
provision
Date:

(obtain signature or attach email from DFSP)

Approval by Programme Board:
(Append note from the meeting minutes)

New module approved/ not approved as detailed

Approval by AQC:
(Append note from the meeting minutes)

New module approved/ not approved as detailed

Outcome to be reported to the Academic Board, via AQC Minutes.
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APPENDIX 7

MINOR PROGRAMME AMENDMENT FORM (Minor Mod)
UG or PG Taught Programmes

Guidance Notes

The form must be submitted to the UGPB/ PGPB and then AQC in at least April of the academic year
before which the changes will be implemented.

Approval of resources by Director of Finance and Strategic Planning
The resource implications of the module should be discussed with the Director of Finance and Strategic
Planning, with the relevant signatures and a full costing, if required.

Undergraduate/ Postgraduate Programme Board:

The completed form should be submitted directly to the Secretary of either the UGPB or PGPB, as an
attached e-mail document and in hard copy, with the relevant signatures, approval from the External
Examiner and a copy of the revised unit outline, no fewer than eight days prior to the next meeting of
the UGPB/PGPB.

Academic Quality Committee:

Once approval has been gained from the UGPB or PGPB this form should be submitted to the Secretary
of AQC as an attached e-mail document and in hard copy no fewer than eight days prior to the next meeting
of AQC.

Completion of the form

Please make sure you attach the full outline of the revised module with tracked changes from the
previous version.

These notes refer to the numbered question boxes on the form. More detailed guidance and general
information on the process may be found in Section F of the QAE Handbook

1 Degree Qualification and Programme Title: Is the amendment in the BA, BMus, MMus etc. and
the full title of the programme from which the module comes.

2 Module Title and Status: and code

3 Status: Whether the module is core or optional.

4 Date from which the change will be implemented: Any change proposed must be approved by
PB and AQC in the academic year prior to its implementation.

5 Details of proposed amendment: Please provide brief details of the change being proposed.

6 Rationale for the amendment: Please provide a brief explanation of why the change is being
proposed and how it will enhance the student learning experience.

7 EE approval of the change/s: Please attach correspondence from EE approving the proposed
amendment.

Signatures: If the amendment results in additional resource requirements please make sure that you have
discussed your proposals fully with the Director of Finance and Strategic Planning before submitting this
form to AQC and ensure that the relevant signatures have been obtained.
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ROYAL NORTHERN
COLLEGE of MUSIC

MINOR AMENDMENT OF PROGRAMME FORM
UG or PG Taught

1 Degree Qualification: E.g. Postgraduate Diploma
Programme Title: International Artist/ Strings Leadership/ Pianist for Ballet
2 Module Title:
Code:
Status: E.g. CORE or OPTIONAL
Date from which the change will be implemented: September 20XX

(normally the start of the following academic year)

5 Details of amendment proposed:

(attach full module descriptor, with tracked changes, to this form)

6 Rationale for the amendment:

Name and approval of External Examiner: Attach a copy of the EEs comments to the

Name (print): proposed amendment.

Name and signature of Course Leader

Signature
Name (print):
Date:
4 I confirm that staff and operational resources are unchanged, or,
Authorisation of the Director of Finance and
Strategic Planning: Name (print)

g Additional resources are required as _
attached: Signature

(obtain signature or attached email from DFSP)
Date:

Approval by Programme Board:

(Append minute from the meeting) New module approved/ not approved as detailed

Approval by AQC:

(Append minute from the meeting) New module approved/ not approved as detailed

Outcome to be reported to the Academic Board, via AQC Minutes.
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APPENDIX 8

ANNUAL REVIEW OF PROGRAMMES OF STUDY (ARPoS)
GUIDANCE NOTES for Course Leaders

Purpose of the Annual Programme Review

Annual reporting is required for pro-active management and development of programmes with the
aim of, not only maintaining academic standards, but of improving the quality of the student learning
experience. It forms an essential part of the Annual Provider Review; part of H E F C Eanraial
monitoring of institutions. This is achieved through:

a) Self-evaluation: providing an opportunity to review how well the programme is running, its
effectiveness and the extent to which the aims and learning outcomes are being achieved in the
context of the Learning and Teaching Strategy and the Colleg e 'Stsategic Plan;

b) Review and Analysis: of student application, registration, progression, results and destination
data for current year and trend data;

c) External Feedback: considering external feedback on the programme from professional
organisations, placement providers, SEAs and EEs etc.;

d) Student Consultation: considering feedback from students;
e) Identifying good practice: identifying good practice in learning, teaching and student support;

f) Action Planning: identifying actions for the coming year to enhance the student learning
experience.

Programmes are expected to identify areas for improvement, produce achievable, measurable
actions and highlight good practice. Itis mostimportant therefore that the annual review is evaluative
and not just factual.

Completion of the pro-forma

The annual review of programmes should begin following the publication of results in June/ July.
Although examination data is not available for postgraduate programmes at this time, the ARPoS
should be prepared as far as possible. The draft ARPoS should be reviewed by the Undergraduate
and Postgraduate Programme Boards in the autumn term, prior to final amendment®* and
presentation to the Academic Quality Committee (AQC) for formal approval at its autumn meeting.

A pro-forma is provided below — please do not submit the review in any other format. Comment only
on those matters which are of particular significance to the staff and student experience be they
related to successes, good practice, risks or challenges to the quality of provision; this approach is
intended to encourage reflection, rather than providing a large volume of descriptive data. Limit the
amount of text.

Significant issues identified in the report will result in actions for the coming year and should be
included in the Action Plan for the coming year. This should only focus on key actions for the coming
year and not details of changes, for example, at module level or details relating to normal, ongoing,
programme management.

Sources of evidence

The ARPOS is a free-standing document and you are not expected to append any information to it.
You should however list all sources of evidence used to inform the review (for example Programme
Board minutes, External Examiner Reports, Board of Examiner data etc.) giving enough detail that
they can be tracked if need, for example — Undergraduate Programme Board minutes 4 November
20XX, Student Awards data June 20XX.

3 Data from the November Board of Examiners meeting will need to be incorporated into the ARPoS immediately after
the Board to complete the awards statistics and analysis.

Quiality Assurance and Enhancement Handbook, 92

Version 9, August 2018



INDEX RNCM

ROYAL NORTHERN
COLLEGE of MUSIC

ANNUAL REVIEW OF PROGRAMME OF STUDY (ARPo0S)

Review of the Academic Year: 20xx-20yy

Title(s) of Programme(s):

Course Leader(s):

Date of Original Validation:

Date of most recent Revalidation,
if appropriate:

1. Learning and Teaching Developments/ Enhancements

In the context of the Learning and Teaching Strategy and the quality of the student and staff
experience, what changes have been made to the programme? Please summarise why these
changes were made and when they were approved.

Programme Changes: summarise any significant changes to the programme during the last year
including the reasons for these changes; the impact of them on the student learning experience
and how they link to the Learning and Teaching Strategy. This might include new approaches to
learning and teaching, changes to the assessment strategy or procedures, the introduction of work
placements etc. Changes to modules should be reported in the dedicated section below.

Module Modifications: any new or revised modules, the date of these changes, when they were
formally approved, the change and the reason(s) for the change:

Module Title:

Approved by: AQC, <date> Date change takes effect:
(usually start of next academic year)

Nature of change and rationale:

Schools initiatives: summarise the key initiatives in learning, teaching and assessment within
Schools that have/will enhance the student learning experience:

Changes for the coming year: highlight any major changes planned for the coming year including
the rationale behind them (these might be included in the new Action Plan).

ACTION POINTS:

1.1

1.2
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2. Student Recruitment, Progression, Completion and Employment

Highlighting any significant trends over three years of data, provide a brief analysis of data in
relation to student applications, admissions, progression, degree outcome and student
destinations (from the DLHE):

Application rates and use of APL (if relevant):

Recruitment rates/ targets:
havethep r o g r a neangtdent targets been met?

Progression and completion rates:
with the reasons for non-progression/ completion

Withdrawal rates:
with reasons

Destination of Leavers from HE (DLHE):
(always one year behind, so for previous cohort)

Student outcomes: do the programme results compare well with previous years and are there any
significant trends emerging?

ACTION POINTS:

2.1

2.2

3. Assessment and Feedback

Comment on matters of significance in the assessment process or any notable changes that have
been introduced

Marking and/or Moderation

Please confirm marking and moderation procedures have been undertaken according to the
Academic Regulations, give details of any issues that have arisen as a result of the moderation
process and how they have been resolved:

Feedback provided to students

How are students actively encouraged to engage with guidance on assessment? How is the
programme enhancing the feedback provided to students on assessment? Comment on any
concerns expressed by studentsandthep r o0 g r a mespenises Has feedback been provided to
students within the agreed timescale?
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External Examiner(s) and Specialist External Assessors
Summarise the key comments fromthep r o g r a EBEs@andSEAs. Please do not duplicate the

comments, the report should be a concise summary of the significant issues:

Summarise any significant issues raised by the EE/s and SEA/s that you have considered and decided not to
address, giving reasons. This should be covered in your response to the EE:

ACTION POINTS:

3.1

3.2

4. Feedback from Students/Professional Organisations/Others.

What issues, if any, been raised by others involved in the delivery of the programme? Have these
been resolved?

Programme Boards and Surveys: summarise the key issues raised by students in programme
surveys and through Programme Boards, i.e. internal surveys, the NSS (undergraduate
programmes), PTES (postgraduate programmes). Explain how they have been addressed:

Employers and/or Professional Contacts: summarise the key issues raised by employers,
professional contacts and/or placement providers, if appropriate, and explain how they have been
addressed.

Communication of Changes: Indicate how any action taken throughout the year has been
communicated to students and/ or placement providers.

ACTION POINTS:

4.1

4.2

5. Learning Resources and Staff Development

Comment on matters of significance relating to resources (library, facilities, staffing) for the
programme and the development of staff.

Learning Resources. Are there any matters that have affected the s t u d dearhirgy ‘experience
in the following areas? For any points identified explain what action(s) have been taken to resolve

them:

Teaching Staff:
have any teaching staff left or new staff been employed, with any particular research specialisms?
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Teaching and Learning Accommodation including Specialist Spaces:

IT and Specialist Equipment:

Library Resources:

Technical and Administrative Support:

Placement Opportunities, where relevant:

Staff Development

Comment on any significant initiatives with respect to the development of staff linked to the
enhancement of learning and teaching. Include information on staff engagement with the Learning
and Teaching forums, the Learning and Teaching Conference and if any staff who teach on the
programme have gained Fellowship of the Higher Education Academy.

ACTION POINTS:

5.1

5.2

6. Progress in Action Plan.

Provide details of actions from the previous year (that is the ARP0oS year being reviewed) that have
not been completed, reasons why and the expected date of completion.
Please update and append the final action plan from the previous year including completion dates.

7. New Forward Action Plan for Current Year

Append a new Action Plan for the forthcoming year that should only focus on the main issues
within the programme that the programme team plan to address in the coming year and should
therefore be one or two sides of A4. See template below:
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Annual Action Plan (Current Year)

Academic Year: 20xx-yy

Staff Due Date

No. | Issue :
Action(s) Responsible* Date Competed**

1. Learning and Teaching Developments

11

2. Student Recruitment, Progression, Completion and Employment.

2.1

3. Assessment and Feedback to Students, EE and SEA Reports

3.1

4. Feedback from Students, Professional Organisations and Others

4.1

5. Learning Resources and Staff Development

51

6. Unresolved issues from previous Action Plan

6.1

It is not necessary to complete all boxes under issues if there are no actions to be taken relating to these.

*  Where action needs to be taken outside the programme team please make it clear who or what group you expect to take action.
**  This column should be completed for the next ARPoS exercise.
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ROYAL NORTHERN
COLLEGE of MUSIC

Annual Review of Programme Summary Report

This document provides a succinct summary of what is contained in the ARPoS, for a student
audience, to highlight initiatives in learning, teaching and programme administration: how good practice
is developed and disseminated; how issues of concern are dealt with in order to improve the quality of
the provision and to enhance the learning opportunities for students. This summary will also be
considered by the Academic Board and placed on Moodle.

Academic Year:

Programme Title:

Course Leader:
and Author of report

1 Review of Learning and Teaching objectives, as set out in the College Strategy

Please briefly comment the developments and enhancements for the last academic year; how these have
improved the quality of the provision and enhanced the student learning opportunities and experience:

Insert text here

2 Assessment and programme administration

Summarise the initiatives in assessment or programme administration that have enhanced the student
experience over the last year and note their impact:

Insert text here

Summarise the main themes that have arisen from Programme Boards, including feedback from students,
and outline what action has/ will be taken:

Insert text here

Highlight the main themes from External Examiner reports and outline what action has/ will be taken:

Insert text here

3 Good practice

Summarise the innovations in learning and teaching together with the good practice identified in the
ARPo0S and how this has/ will be disseminated across the College:

Insert text here

4 Areas of concern

Briefly describe any concerns or issues that have arisen in the programme over the last year not covered
in 2 above; comment on any changes made, or planned, in response to these:

Insert text here
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Annual Review of Programme of Study (ARP0S) Bl NRST

COLLEGE of MUSIC
RNCM SCHOOL OF STUDY REPORT AY: 20xx-yy

This report contains data to inform Course Leaders on School issues at undergraduate and postgraduate
level for the full ARPoS, to highlight initiatives in learning, teaching and programme administration: how
good practice is developed and disseminated; how issues of concern are dealt with in order to improve
the quality of the provision and to enhance the learning opportunities for students. It provides a succinct
summary of School business for the ARPoS.

This should be completed by the end of the summer term and passed to the Course Leader.

School:

Programme Title: All Undergraduate and Postgraduate Taught Programmes

Head of School:
and Author of report

1 Teaching, learning, assessment and programme administration

Summarise the achievements in teaching, learning, assessment or programme administration that have
enhanced the student experience in the performance aspect of their programme within your school over
the last year and the impact on the student learning experience:

Insert text here

Summarise the main themes that have arisen from student feedback on the performance aspect of their
programme and the action taken in response:

Insert text here

Highlight the main themes from Specialist External Assessor reports and the any action taken to issues
they have raised:

Insert text here

Provide a summary of the staff development activities undertaken in your School and the needs
identified by your staff:

Insert text here

2 Good practice

Summarise the innovations in learning and teaching in the performanceaspect of t he st U
programme together with the good practice identified in this report.

Insert text here

3 What could work better?

Briefly describe any issues that have arisen in your School in the performance aspect of the programme
over the last year not covered in 2 above; comment on any changes made, or planned, in response to
these:

Insert text here

Please submit this report to Course Leaders following the Board of Examiners meetings in June/ July.
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Annual Module Monitoring Report

For Academic Year: 20xx/yy

Module Title:

Date of Report:

Form of Assessment:

Module Co-ordinator:

At the end of the academic session Module Co-ordinators will provide a brief report on the marking and
moderation process within their Module(s) to Course Leaders who will compile a programme-wide
evaluation for the ARP0S. This evaluation may highlight staff development issues to be included in the
Action Plan.

Please refer to the current Marking and Moderation Guidelines, which may be found on Moodle.

MODERATION REPORT

Were students assessed in accordance with the appropriate marking Yes/ No
guidelines for their level of study?

Do the marks awarded reflect effective usage of these marking guidelines? Yes/ No

Do you endorse the marks awarded? Yes/ No

If No, please provide details:

Was the feedback given by staff members appropriate in relation to the Yes/ No
marking guidelines and outcome?

Was feedback clear, objective and appropriate to support student learning? Yes/ No

If No, please provide details:

Was the assessment process conducted with an appropriate degree of Yes/ No
professionalism?

If No, please provide details:

Was the sample of moderation undertaken adequate to ensure quality in Yes/ No
assessment?

If No, please provide details:

Any further comments:
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MONITORING REPORT
Actions in Response to Previous Report and Summary of any Outstanding Issues:
E.g.

1. | have strongly encouraged all lecturers to give appropriate supporting material and guidance with
lectures.

Student Achievement:

Student numbers:

Attendance: 0 - 25% 25 - 50% 50 - 75% 75 — 100%

Pass:

Fail/ Resit

Deferred:

Analysis of Student Performance and any Affecting Factors:

Revisions to Delivery and/ or Content:

Review of Resources (Staffing/ Teaching and Learning Resources or Facilities):
Review of Student Module Feedback:

ACTION / ENHANCEMENT FOR NEXT SESSION

1.

2.

This report to be submitted to the Course Leader by the Summer Boards of Examiners6 meet i ng
for consideration in the ARPoS.
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ROYAL NORTHERN

APPEND'X 9 COLLEGE of MUSIC

WITHDRAWAL OF PROGRAMME PROPOSAL
Unless all parties affected by the withdrawal of this programme of study agree, then the appropriate
period of notice is hormally at least one academic year.

Degree Qualification: E.g. Postgraduate Diploma
Programme Title: International Artist/ Strings Leadership/ Pianist for Ballet

Partner Institution: (if appropriate)

Date of entry for the last intake to the programme: September / 20XX

Rationale for the withdrawal of the programme:

Does the withdrawal affect students to whom offers have been made? YES/NO
Does the withdrawal affect existing students? If yes: YES / NO

1. How many students are yet to complete the programme?

2. | What is the expected date of completion for the last cohort of students? XX [ XX [ 20XX
3. | When must all Resits and Deferrals be completed? XX [ XX [ 20XX
4. | Will students continue to have access to facilities?

Is academic and administrative support available for the programme YES / NO
(and any course units to be withdrawn) until its closure?

State what processes will be in place to monitor the timely completion of students on the
programme being withdrawn, including co-ordination of the annual monitoring exercise:

Name of External Examiner: Please attach a copy of the notification and
Name (print): agreement of the EE to remain in place until
the closure of the programme.

As aresult of the programme withdrawal, are course modules to be
withdrawn which will affect students on other programmes or at partner YES / NO
institutions?

1. If so, please list the units, name of programme(s) and partner institution(s) affected below:

2. State the arrangements that have been made to cover this and to support such students:

If the programme to be withdrawn is postgraduate, please detail what arrangements are in place for
the supervision of dissertations:

Name and signature of Course Leader
Signature

Name (print): Dat
ate:

Approval by PPG:
(if affects existing students)

Approval by AQC:
(Append minute from the meeting)

Withdrawal approved/ not approved as detailed

Withdrawal approved/ not approved as detailed

Approval by Academic Board: Withdrawal approved/ not approved as detailed
(Append minute from the meeting) delete as appropriate
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ROYAL NORTHERN

APPENDIX 10 COLLEGE of MUSIC

College Guidelines for External Examiners

Scope

1 These guidelines apply to undergraduate and postgraduate taught provision. They are based on
the QAA Quiality Code - Chapter B7: External examining (December 2011) which may be accessed
at the QAA website http://www.qaa.ac.uk.

Purpose

2 External Examiners play a vital role in the maintenance of academic standards and in ensuring
rigorous but fair assessment of students. These guidelines provide generic information on the role
of External Examiners at the College and outline the activities in which External Examiners are
likely to be involved. They are sent to all new External Examiners, who should read it in conjunction
with information sent to them by the programme team for which they act as an External Examiner.

Responsibilities of External Examiners

3 An External Examiner is appointed to each degree programme (or group of cognhate programmes)
and has specific responsibilities for the whole programme and the units within that programme or
programmes.

4 The for mal responsibility of al VicePrntigalr(Academick x a mi
External Examiners have the right to make a confidential report to the Principal at any time. External
Examiner s’ feedback and reports are a key sour (
programmes.

5 The RNCM expects external examiners to provide informative comment and recommendations
upon whether or not:

1 the College is maintaining the threshold academic standards set for its awards in accordance
with the frameworks for higher education qualifications and applicable subject benchmark
statements (http://www.gaa.ac.uk)

1 the assessment process measures student achievement rigorously and fairly against the
intended outcomes of the programme(s) and is conducted in line with the policies and
regulations found in the Programme Handbook

1 the academic standards and the achievements of students are comparable with those in other
UK higher education institutions of which the external examiners have experience.

6 Where an examiner has a serious concern relating to systematic failings with the academic
standards of a programme or programmes and has exhausted all published applicable internal
procedures, including the submission of a confidential report to the head of the institution, s/he may
invoke QAA's concerns scheme or inform the relevant professional, statutory or regulatory body.

Criteria for the nomination of External Examiners

7 The RNCM applies the following UK-wide set of criteria for appointing external examiners and
make every effort to ensure that external examiners are competent to undertake the
responsibilities defined by the institution.
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Person specification

8 The RNCM appoints external examiners who can show appropriate evidence of the following:
1 knowledge and understanding of UK sector agreed reference points for the
maintenance of academic standards and assurance and enhancement of quality;

1 competence and experience in the fields covered by the programme of study, or parts
thereof;

1 relevant academic and/or professional qualifications to at least the level of the
qualification being externally examined, and/or extensive practitioner experience where
appropriate;

1 competence and experience relating to designing and operating a variety of
assessment tasks appropriate to the subject and operating assessment procedures;

1 sufficient standing, credibility and breadth of experience within the discipline to be able
to command the respect of academic peers and, where appropriate, professional peers

1 familiarity with the standard to be expected of students to achieve the award that is to
be assessed,;

1 fluency in English, and where programmes are delivered and assessed in languages
other than English, fluency in the relevant language(s) (unless other secure
arrangements are in place to ensure that external examiners are provided with the
information to make their judgements);

1 meeting applicable criteria set by professional, statutory or regulatory bodies, as
appropriate;

1 awareness of current developments in the design and delivery of relevant curricula;

1 competence and experience relating to the enhancement of the student learning

experience.

Conflicts of interest

9 The College uses the criteria to ensure that potential conflicts of interest are identified and resolved
prior to appointing external examiners or as soon as they arise.

The RNCM does not appoint anyone in the following categories or circumstances:

1 a member of a governing body or committee of the appointing institution or one of its
collaborative partners, or a current employee of the appointing institution or one of its
collaborative partners;

1 anyone with a close professional, contractual or personal relationship with a member of staff
or student involved with the programme of study;

9 anyone required to assess colleagues who are recruited as students to the programme of
study;

1 anyone who is, or knows they will be, in a position to influence significantly the future of
students on the programme of study;

1 anyone significantly involved in recent or current substantive collaborative research activities
with a member of staff closely involved in the delivery, management or assessment of the
programme(s) or modules in question;

1 former staff or students of the institution unless a period of five years has elapsed and all
students taught by or with the external examiner have completed their programme(s);

i areciprocal arrangement involving cognate programmes at another institution;

9 the succession of an external examiner by a colleague from the examiner's home department
and institution;

1 the appointment of more than one external examiner from the same department of the same
institution.
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Procedure for the nomination and appointment of External Examiners

10 The number of External Examiners per programme should be sufficient to cover the full range of
studies and to cope with the number of students. External Examiners may also cover a group of
cognate programmes.

11 Course Leaders are responsible for nominating appropriate persons to act as External Examiners.
They or nominee (or equivalent in a Partner Organisation) should ensure that a nomination form
and summary CV is completed by the proposed External Examiner, signed by the Course Leader
and forwarded to the Academic Quality Manager (AQM). Nominations are considered by
correspondence by a panel comprising the Vice-Principal (Academic) and Clerk to the Board and
Head of Academic Quality. Nominations are formally considered by Academic Quality Committee
and approved by Academic Board.

12 Once approved by the Academic Board, details are sent to the Academic Quality Manager for

processing. Thisentailstheaddi t i on of the External Examiner’ s
appointments, and the sending of College information for External Examiners. This information
includes:

1 aformal letter of appointment;
T the College’s guidelisnes for External Examin
1 External Examiner General Information

Assistant Head of Registry (PASS) will provide annually:

1 the College regulations and procedures on assessment and degree awards (Programme
Handbooks).

13 External Examiners are asked to confirm that they accept appointment and that they will fulfil the
College’ speci fied requirements. This entails the s

14 External Examiners who are relatively junior, or have limited experience of higher education, may
be appointed if their presence is balanced by an External Examiner of seniority and experience
for at least the first year of their appointment.

15 Appointments to a team of External Examiners should be staggered to ensure continuity.

Terms of Office

16 The duration of an external examiner's appointment will normally be from 1 September to
31 December four years later. This timeframe enables External Examiners to be involved in
assessments and examinations from the start of the academic year and to deal with re-sits. An
extension of one year may be approved by the Academic Board to ensure continuity

17 An external examiner may be reappointed in exceptional circumstances but only after a period of
five years or more has elapsed since their last appointment.

18 External examiners normally hold no more than two external examiner appointments for taught
programmes/modules at any point in time.

19 External Examiners who wish to resign before the end of their normal period of office should write
to the Vice-Principal (Academic) giving sufficient notice for the appointment of a replacement.
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21

External Examiners should notify the Chair of the Board of Examiners and the Academic Quality
Manager if they move to another institution during the period of appointment. If an External
Examiner moves to the College then the tenure will be terminated and a replacement sought.

In exceptional circumstances, the Chair of the Board of Examiners can recommend to the Chair of
Academic Board the termination of an external examiner's appointment at any time, subject to
approved institutional procedures, for failure by the external examiner to fulfil his/her obligations or
if a conflict of interest arises which cannot be satisfactorily resolved. This recommendation must
be made in writing, with reasons and must be supported by the Vice-Principal (Academic).

Briefing

22

23

24

25

26

The College will ensure that all external examiners they appoint are fully informed about
organisational procedures, practices, and academic regulations, and the value the College places
on the feedback external examiners' provide through both formal and informal means as part of the
broader system of assurance and enhancement of academic quality.

The College will communicate clearly in writing to its external examiners the following:

1 the modules, programmes and/or award(s) to which each external examiner is appointed

1 the roles, powers and responsibilities assigned to its external examiners, including the extent
of their authority in examination boards.

T he Co lldtter gf @ppaintment includes an outline of the core duties of External Examiners
but the detailed role of each External will vary according to the programme. It is therefore essential
that a new External Examiner is carefully briefed by the Course Leader or a nominee, as soon as
possible after the appointment is confirmed.

The briefing should include:
9 information on the programme(s) to include the programme handbook, the programme
specification and other regulatory material;

 the names of other External Examiners on the Examination Board and the names of the
units/programmes for which they are responsible;

the conventions used by the Examination Board;
the calendar of events over the coming year, e.g. deadlines for submission of work, dates
of Examination Board meetings.

External Examiners may ask the Course Leader for additional information.

Core duties of External Examiners

27 External Examiners:
1 do not normally review draft question papers and outline answers or coursework and
examination scripts unless specifically asked to do so by the Course Leader;
1 review student work and dissertations where relevant, or a sample thereof, to check
whether marking is consistent across the programme;
1 normally meet students to receive feedback on their learning experience, learning
resources, and assessment procedures as an aid in evaluation of provision;
1 endorse the outcomes of the assessment processes they have been appointed to
scrutinise;
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9 attend all Examination Boards at which the student achievement in the programme/s for
which they are responsible is classified and degree awards are recommended (see section
on Board of Examiners below);

endorse by signature the agreed outcomes of the assessment within their jurisdiction;

submit an annual report using the Col | ege’ s form at agreed f
comments and judgements on the assessment process and the standards of student
attainment (see section on ‘' Examiner Reports

28 External Examiners also have a role approving programme amendments and developments to the
curricul um, in highlighting and encouraging go
relationship to the Framework for Higher Education Qualifications, any relevant Subject
Benchmarks and professional body requirements; and advising the Examination Board on dealing
with difficult cases.

29 External Examiners are full members of the Academic Appeals Panel which has the power to
confirm or alter the original decision of the Board of Examiners, subject to the regulations set out
in the Academic Appeals Procedure in the Student Information Handbook. The Appeal ' s Pa
invite the EE to submit a written opinion on the application(s). EEs may request to a
Panels, as part of their deliberative process.

Moderating examination scripts

30 Marked examination scripts will be subject to internal processing that ranges from moderation to
blind double marking, as appropriate; External Examiners will not be involved in marking. Samples
of the range of scripts will then be provided for the External Examiner to view, either before or
during their visit for the Examination Board meeting.

31 The scripts must be accompanied by the comments of the internal examiners and the overall mark-
sheet covering all students.

32 The marks agreed by the External Examiner will not be altered by the Examination Board.

Moderating assessed coursework

33 External Examiners have the right to see any items of coursework produced by a student. However
in practice they normally only see a sample of coursework.

Assessment of dissertations for postgraduate taught programmes

34 The External Examiner should review:

a sample, as previously agreed with the Course Leader, of all dissertations;

any dissertation that has been assessed as a fail;

any dissertation that is the subject of substantial disagreement between the internal examiners and
that cannot be resolved by discussion between them;

9 the dissertation of any student who may be considered for the award of a distinction.

=A =4 =4

The role of External Examiners at the Board of Examiners

35 External Examiners are full voting members of an Examination Board. External Examiners are
expected to be present at and to take part in, but not to Chair, the meeting of the Board where the
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student achievement in the programme/s for which they are responsible is classified and degree
awards are recommended. They may be present at meetings where the results of other years of
the programme/s are considered. They are expected to advise the Board on assessment matters,
within published College guidelines.

36 External Examiners may advise the Board on the general standard of student performance in
relation to those elements of assessment that they have scrutinised. They should be made aware
of the outcome of any previous meeting to consider mitigating circumstances. They should partake
in discussions concerning promoting any student to a higher degree class than the marks imply.
They should be satisfied that the decisions are appropriate and consistent, and that the
management of the assessment and the decision-making process is appropriate and consistent.

37 The Chair of the Board of Examiners should invite the External Examiners to comment generally
on their view of the examining process once the detailed discussion of cases has been completed.

Thisoralreports houl d i nclude the External Examiner’
1 the assessment process including its fairness, accuracy and efficiency;
1 the academic quality of the cohort(s) examined;
1 the effectiveness of the teaching (as judged by the performance of the students);
1 any recommendations to the Board for improvements in the teaching or examination process;
1 good practice;
1 whether any recommendations made in previous year have been acted on properly.

38 A record of this oral report must be recorded in the formal minutes of the Board of Examiners Board
and approved by the Board including the External Examiner/s.

39 On rare occasions, an External Examiner may not be not prepared to endorse the outcome of the
examination process or the decision of a Board of Examiners; if such occasions do occur, then
every attempt should be made to resolve the conflict through discussion and negotiation. If such
attempts are not successful then the Chair of the Board of Examiners should contact the Principal
who will review the circumstances and attempt to broker an agreement between the Chair of the
Board of Examiners and the External Examiner, who shall have powers to sign on behalf of all
internal members of the Board and all External Examiners, respectively. Failing agreement, the
Principal shall have powers to determine the matter and sign the results.

External Examiner reports

40 External Examiners are also required to make an annual report to the Course Leader using the
Col Il ege’ s f or mof BExarmhines meetiny. eTheBfmm wilbdbe sent annually to External
Examiners by the Assistant Head of Registry (PASS). Comments that have already been recorded
adequately in the approved minutes of the Examination Board do not need to be repeated in the
annual report unless the External Examiner feels they are worthy of reporting onwards within the
College.

41 External examiners' annual reports are required to provide clear and detailed feedback to the
College on those areas defined for the role in the Responsibilities and Core Duties noted above.

In addition, their reports are required to:

1 confirm that sufficient evidence was received to enable the role to be fulfilled (where evidence
was insufficient, they give details)

i state whether issues raised in the previous report(s) have been, or are being, addressed to
their satisfaction

9 address any issues as specifically required by any relevant professional body
1 give an overview of their term of office (when concluded).
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The College makes external examiners' annual reports available in full to students at Programme
Board meetings, with the sole exception of any confidential report made directly, and separately,
to the Principal or Director of Finance and Strategic Planning.

The College will give full and serious consideration to the comments and recommendations
contained in external examiners' reports at both institutional and programme level. The actions
taken as a result of reports, or the reasons for not taking action, are formally recorded and circulated
to those concerned.

The College ensures that student representatives are given the opportunity to be fully involved in
this process, enabling them to understand all the issues raised and the institution's response, via
its Programme Boards.

The College reviews general issues and themes arising from external examiner reports through its
deliberative committee structure.

External Examiners are asked to make a brief oral report to the Board of Examiners, as noted
above. A record of this oral report must be recorded in the formal minutes of the Board of
Examiners.

External Examiner reports are sent to the Academic Quality Manager and the Vice-Principal
(Academic) and Clerk to the Board and Head of Academic Quality reads each report. A summary
is also prepared for consideration by Academic Quality Committee and Academic Board. Any
issues requiring consideration at programme level are highlighted to Course Leaders. The Clerk to
the Board and Head of Academic Quality will refer any serious and immediate concerns noted
within an External KigedPrincipake(Academid).e port t o t he

The Academic Quality Manager pursuesthenon-s u b mi ssi on of an Exter

The Assistant Head of Registry (PASS) acknowledges receipt of each External Examiner report.
The Vice-Principal (Academic) is responsible for ensuring that any issues identified by an External
Examiner are considered in the appropriate forum and that a letter or e-mail is sent to the External
Examiner explaining the outcome of this consideration. The Course Leader is responsible for
ensuring that programmes respond to all the issues raised by External Examiners and will report
on this to the Academic Quality Committee and Programme Boards.

External Examiners have a right to raise any matter of serious concern with the Principal, if
necessary by means of a separate confidential written report. The College will provide a considered
and timely response to any confidential report received, outlining any actions that will be taken as
a result.

Where an external examiner has a serious concern relating to systemic failings with the academic
standards of a programme or programmes and has exhausted all published applicable internal
procedures, including the submission of a confidential report to the head of the institution, he/she
may invoke the QAA's concerns scheme or inform the relevant professional, statutory or regulatory
body.

Payment of External Examiners

52 External Examiner s’ e xmmediatele 3y tha AssistaptrHead efsRegistty
(PASS) on receipt of an expenses claim form with all receipts attached. External Examiner fees
are paid on the receipt of the annual report and in accordance with a schedule agreed by the
College.
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APPENDIX 11 ROYAL NORTHERN

COLLEGE of MUSIC

College Guidelines for End of Year and Final Practical Examinations

General Notes for Guidance for Specialist External Assessors in Practical Examinations will be
provided by the Registry for each examination period. The guidelines relate to student Progression and
Award.

The Role of the Specialist External Assessor in Marking

Specialist External Assessors are appointed by the College based on their academic and/or professional
knowledge and experience to sit on recital panels. They are a full and equal member of the panel and
mar k each student’'s perfor mance." yeaPstudeats adteplap| oy
marking for final recitals. Specialist External Assessors also mark Level 7, 60 credit, major projects.

RECITAL/ PORTFOLIO PANELS
Year 3 Principal Study recitals/ portfolios are assessed by panels of assessors constituted as follows:

Chair: Head of School of Study (or their representative)
Assessor: External specialist in discipline being examined

FINAL Recitals/ Portfolios and related performances are assessed by panels of examiners constituted
as follows:

Chair: to be selected from a list of staff approved by the Academic Quality Committee.
Assessors:  Head of School (or their representative)
External specialist in discipline being examined

Please note: External Examiners will sample the Undergraduate and Graduate School Examinations for
each year.

MARKS

I n all cases a system of blind marking operates,
Chair prior to discussion and recording of the final agreed mark. In those instances where there is a
discrepancy in the marks given by assessors, even when all marks fall into the same classification,
members of the panel of assessors should agree through discussion the final mark of candidates, rather
than using a straight mathematical average of marks.

The panel must agree a mark for each final recital prior to their departure. In the extremely rare case of
non-agreement of the mark between the panel members where the matter cannot be resolved by the
Chair, the case would be referred immediately to the Chair of the College Board of Examiners.

Marking guidelines shall be employed for all assessment within each programme, details of which shall
be in the Programme Handbook.
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