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	Notes of Guidance for completion of the
New Module Approval Form 


	
	INTRODUCTION

	1.
	The New Module Approval Form is a data capture form on which proposals for new modules will be considered for approval via the pathway approval or curriculum revisions processes, as appropriate. Once approved, the details from the form will be entered into the student administration system and a Module Definition Form will be available via Manage My Curriculum.

	2.
	The Module Definition Form (MDF) has three major purposes:

· To describe learning in a manner which is accessible to students and capable of guiding delivery and assessment for academic staff;

N.B. The MDF is included as an appendix within the Module Guide and other pathway information as appropriate;
· As an integral part of quality assurance and module and pathway approval processes;

· To provide information which enables the administrative infrastructure supporting learning, teaching and assessment activities;

	3.
	These Notes of Guidance are aimed at colleagues working to devise, develop and articulate a module of learning at Anglia Ruskin.  The format of the form seeks to follow a logical sequence of steps which mirror the development of a module of learning. The process will normally be an iterative one and seeks to achieve constructive alignment between the module learning outcomes, learning activities and assessment.

	4.
	All parts of the form must be completed.  If any part does not apply please ensure this is appropriately indicated.

	5.
	After approval the module will be assigned a code containing the following: two letters indicating the host Faculty and Department; the numerical level of the module; the module’s credit volume; a unique numerical identifier and one letter indicating the delivery period.

	6.
	The form captures essential information to enable the delivery and assessment of a module of learning. Additional information should be included in the Module Guide which will: clarify details of module delivery; outline the delivery pattern; explain assessment methods, criteria and timings; and provide an up-to-date resources list.  The Module Guide also contains the MDF.

	7.
	The following documents are appended to these Notes of Guidance:
· Page 39 of Gosling D and Moon J How to Use Learning Outcomes and Assessment Criteria, SEEC Publications, 2002
· Diagram of potential module delivery patterns


	COMPLETING THE FORM

	Part A



	Delivery Pattern

Please indicate, by entering ‘Y’ in all relevant boxes, the delivery pattern(s) you intend to use. For example, the module may be delivered in a single Semester and also over two double Semesters. Both patterns should be ticked to enable the module to be coded and scheduled correctly. 



	Mode of Delivery

Please indicate, by entering ‘Y’ in all relevant boxes, whether the module is to be delivered face-to-face, by blended learning, distance learning or work-based learning.



	Part B



	1
	Module Title - This should be a succinct description of the module – limit of 100 characters including spaces.


	2a – 2d
	Module Leader / Faculty / Department - please identify the name of the Module Leader, and managing Department and Faculty.  Changes to the Module Leadership can be updated at any stage during the year via Manage My Curriculum at https://e-vision.anglia.ac.uk/ 


	3a
	Level - please identify the level of the module using the Anglia Ruskin Level Descriptors available at:

http://web.anglia.ac.uk/anet/academic/public/staff_guide_descriptors.pdf.

The level should be identified as:

Anglia Ruskin level

Descriptor
Credit Consortia and QAA FHEQ level

0

Access

3: HE0

1

Undergraduate

4: HE1

2

Undergraduate

5: HE2

3

Undergraduate

6: HE3

4

Postgraduate

7: HE4



	3b
	Module Type - the type should be identified as: Standard; Placement; Theory Practice; Major Project.

· Standard: describes a module which contributes credit to an award and is likely to be fine-graded.  The majority of modules will fall into this category.

· Placement: these modules are likely to be in addition to the normal credit total required for an award but are usually compulsory for specific pathways.  They may, or may not, be formally assessed.

· Theory Practice: these modules confer competence in addition to attracting credit.  Elements of the module assessment may be marked on a pass/fail basis but the overall module is likely to carry a fine-graded mark.

· Major Project: this is a final piece of work which is compulsory for an Honours or Masters degree, will be fine-graded and will influence the classification of the award.  The assessment can be an artefact, product, performance, report or dissertation which is developed by the student acting largely autonomously.  The Major Project module is likely to be a generic Departmental module.



	4a – 4b
	Credits and Study Hours - the module credits should be identified in multiples of 15.  Credit volume is based on the ratio of 1 credit for 10 notional learning hours; 15 credits is therefore equal to 150 notional study hours; 30 to 300, 45 to 450 and 60 to 600.


N.B.  Modules must be delivered in multiples of 15 within a semester or trimester – hence a 15 credit module can only be delivered in a single period; a 30 credit module can be delivered over two semesters but not over three trimesters.



	5
	Restrictions - include in this section anything that may affect a student’s ability to access or succeed on the module using the headings below.  You may use the Module Description to provide additional information.

· Pre-requisites: include details of any modules (module code and title) that must be achieved before beginning the module. Details of any other required learning or experience should be detailed in the Module Description.
· Co-requisites: include in this section any learning or experience that needs to occur concurrently e.g. a placement or visit.  This may include another module of learning.

· Exclusions: please identify any modules which may not be combined with this module for the purpose of an award.

· Pathways to which this module is restricted: if the module is for the exclusive use of students registered on specific pathways please identify these here.



	6a
	Module Description - this should provide a general description of the module identifying key features and requirements (200 – 300 words).  Restrictions in terms of the student accessing the module, access to resources or placement, and learning requirements should be outlined.  The learning experience and assessment activities of the module should be described. If the module is delivered by flexible distributed learning there is a need to specify how the student will access the learning experience.  The Module Description should be written for a student and tutor readership and should contain essential detail for delivery of the module by a tutor and selection of the module by a student.

Module developers may also wish to identify the employability skills a student will acquire through the module which are relevant to an employment environment.  This is recognised as an increasingly important component of learning within higher education and may make the module more attractive to students and employers.  This information may be included within the Module Description or as part of the Outline Content, whichever is deemed appropriate.



	6b
	Outline Content - this is likely to exist as a bullet-pointed list of knowledge and skills required to achieve the module learning outcomes.  Please see the notes above regarding the inclusion of employability skills.



	6c
	Key Texts/Literature - include here any key written resources you expect a student to access (e.g. books, journals, websites).  These are likely to be few in number and will be supplemented by a more extensive resources list within the Module Guide. Where appropriate, please identify a key text (which you are likely to advise students to purchase) followed by other relevant reading and web resources. Module Leaders can update the Key Texts/Literature section at any stage during the year via Manage My Curriculum at https://e-vision.anglia.ac.uk/ 


	6d
	Specialist Learning Resources - identify here any additional and specialist resources which a student must be able to access to succeed in the module.  This section may have particular relevance where the module is delivered by collaborative partners or through out-centre delivery.  Examples include laboratory, workshop, e-learning, specialist equipment, specialist software.



	7
	Learning Outcomes - the module learning outcomes are central to the module of learning.  They define academic standards for a module and describe the learning achievement of the successful student.  They should be written to follow on from the stem:
On successful completion of this module the student will be expected to be able to:  

Module learning outcomes define a threshold standard of learning which all students who successfully complete the module are expected to be able to demonstrate.  You must therefore craft learning outcomes that are capable of being assessed and your assessment methods (box 9) should be devised to ensure this.  The agreed Anglia Ruskin definition of a learning outcome is: ‘what the student should be expected to know, understand and be able to do on successful conclusion of a module of learning’.

The learning outcomes should be separated under the headings: Knowledge and understanding; and Intellectual, practical, affective and transferable skills.  These mirror the headings on the Pathway Specification Form and Anglia Ruskin’s Academic Regulations.

A maximum total of four learning outcomes will be identified for a 15 credit module and a maximum total of six outcomes for modules of larger volume.

Points to remember when developing the learning outcomes are:

· they should define a threshold level of learning

· they should be achievable within the notional learning hours or time constraints of the module

· they should be appropriate to the agreed level of learning

· they should be capable of being assessed.

It is expected that constructive alignment between the learning outcomes, learning activities and assessment will be evident.  Hence you are asked to indicate how the learning outcomes relate to learning activities (box 8) and assessment elements (box 9).

The learning outcome is normally constructed to contain the following:

· an active transitive verb

· the object of the verb

· a qualifying clause or phrase which provides a context or condition.


Express the learning outcomes in simple, unambiguous language appropriate to the level of the module.

  
Module developers are advised to consult:

‘Using Qualification and Level Descriptors: An Anglia Ruskin Staff Guide’ – available at http://web.anglia.ac.uk/anet/academic/public/staff_guide_descriptors.pdf.
Gosling D and Moon J How to Use Learning Outcomes and Assessment Criteria, SEEC Publications, 2002.  Page 39 of this publication is appended to help you construct the module learning outcomes.



	8
	Learning Activities – this section requires you to identify the relative balance between Teacher Managed Learning and Student Managed Learning by stating the number of hours of each. Please complete the relevant boxes to reflect each mode of delivery for the module (i.e. Box 8a Face-to-face, 8b – Blended learning, 8c – Distance learning, 8d – Work-based learning) and delete any boxes which are not relevant.

Teacher managed learning is divided into ‘Lectures’ and ‘Other teacher managed learning’.  The latter category includes laboratory and practical work (e.g. in the creative arts) which are managed by teachers or technical staff (i.e.: the class is not necessarily managed by academic staff).
You should provide further details of the learning activities in the final column and may wish to add detail of expected activities and opportunities to promote the achievement of the module learning outcomes, including details of the use of the VLE.  Developers are advised to review the learning outcomes as they plan the learning activities. The information in this section will be used by Timetabling and Space Management and therefore you are required to identify clearly the duration and frequency of formal class contact and any special needs (e.g. breakout rooms) or rooming issues you may anticipate.  Identify the duration (e.g. 2 hours) and frequency (e.g. weekly) to assist the Timetabling and Space Management to plan your rooming allocation.

Student Managed Learning includes the time allocated for the assessment task and preparation for examinations.  The total should correspond to the notional study hours identified in box 4.  All activities should be cross-referenced to the module learning outcomes.



	9
	Module Assessment - Module Leaders are required to identify the following:

· Method – Anglia Ruskin’s Academic Regulations require that you state the number of assessment elements (a maximum of two elements for a 15 credit module and a maximum of three elements for modules of a larger credit volume.  The exception to this is the Major Project where a single element is expected).  Please be as specific as possible in identifying the method of assessment you are using.

N.B.  Formal examinations will not form part of the assessment strategy for students in Level 1, Semester 1.  Exceptions must be justified through the approval process.

· Learning Outcomes – you must clearly link the chosen methods of assessment to the learning outcome(s) you are expecting the students to demonstrate they have achieved
· % Weighting and Fine Grade (FG) or Pass/Fail (PF) – identify whether the element is marked on a pass/fail basis or fine graded and the percentage weighting of fine graded elements
· Qualifying Mark – students must achieve a qualifying mark of at least 30% in each item of assessment within a module which is fine graded in order to gain an overall pass for the module. A higher qualifying mark may be set only in exceptional circumstances (and must be approved by the Quality and Standards Committee) e.g. to take account of the requirements of a professional, statutory or regulatory body (PSRB) in which case the name of the PSRB should be inserted.

· Length / Duration and Other Comments - You will need the information below to make informed decisions about the assessment elements.

The Academic Regulations allow, exceptionally, for the method of assessment for a module to vary depending on its delivery method (e.g. face-to-face, distance learning etc). Such variations are considered at the approval stage. In such circumstances proposers should insert a duplicate of box 9 for consideration by the approval Panel.

The Academic Regulations contain the following tariffs defining the volume of module assessment in relation to credit rating:

Undergraduate Modules

Module Credit Rating
Assessment Methods
Word Limits1
Exam equivalence

Other equivalence

15 credits

1 (strongly recommended) or 2 maximum
Up to 3,000 words2
1 hour equivalence per 1,000 words

Word based e.g.

· Patchwork text

· Portfolio

Assessed part: 1,000 words per 5 credits.  All other assessment types e.g.

· Presentations

· Seminars

· Artefacts

· Work based

· Lab based

must be achievable within the notional learning hours set aside for assessment within the total for the module
30 credits

3 maximum
Up to 6,000 words2
As above

45 credits

3 maximum
Up to 9,000 words2
As above

30 credits: Major Project

1
Up to 10,000 words3
As above

45 credits: Major Project

1
Up to 15,000 words3
As above 

60 credits: Major Project

1
Up to 20,000 words3
As above

1

these word limits are maxima and a lower limit (no less than 80% of the maxima) may be proposed at the academic approval stage.  Word limits which are less than 80% of the maxima require a rationale at the academic approval stage.

2

based on the ratio of 1,000 words per 5 credits for taught modules (assuming 50 hours within every 150 notional learning hours are spent on assessment)

3

based on a higher ratio of words per credits (recognising that more time is spent on the assessment item for a Major Project i.e. 75 hours within every 150 notional learning hours are spent on assessment)

Postgraduate Modules

Module Credit Rating
Assessment Methods
Word Limits4
Exam equivalence

Other equivalence

15 credits

1 (strongly recommended) or 2 maximum
Up to 4,000 words5
1 hour equivalence per 1,000 words

Word based e.g.

· Patchwork text

· Portfolio

Assessed part: 1,000 words per 5 credits.  All other assessment types e.g.

· Presentations

· Seminars

· Artefacts

· Work based

· Lab based

must be achievable within the notional learning hours set aside for assessment within the total for the module

30 credits

3 maximum
Up to 8,000 words5
As above

45 credits

3 maximum
Up to 12,000 words5
As above

60 credits
3 maximum
Up to 16,000 words5
As above
30 credits: Major Project

1
Up to 15,000 words6
As above

45 credits: Major Project

1
Up to 20,000 words6
As above 

60 credits: Major Project

1
Up to 25,000 words6
As above

4
these word limits are maxima and a lower limit (no less than 80% of the maxima) may be proposed at the academic approval stage.  Word limits which are less than 80% of the maxima require a rationale at the academic approval stage.

5
based on the ratio of 4,000 words per 15 credits for taught modules (assuming 50 hours within every 150 notional learning hours are spent on assessment)

6
based on a higher ratio of words per credits (recognising that more time is spent on the assessment item for a Major Project i.e. 75 hours within every 150 notional learning hours are spent on assessment)

· Contribution to module mark - if the assessment elements will be fine graded please indicate the contribution to the overall module mark (in percentage terms).  If the element(s) is/are marked on a pass /fail basis only that should be indicated.  It is acceptable for one assessment element to be fine-graded and another to be on a pass/fail basis (this is likely within a Theory Practice module).  


Anglia Ruskin’s Academic Regulations require a student to achieve a module mark of 40% for the module credits to be awarded.  However, when aggregation of two or more elements occurs, the minimum qualifying mark for each element will be 30% (in order to pass the module).


For example on a 50%:50% weighted assessment a student achieving 32% for one element and 70% on the second element will pass the module and achieve an overall mark of 51%.  A student achieving 24% in one element and 78% in the second element would fail the module despite the aggregated mark of 51%.  In this example only the failed element will be re-assessed.


Module Leaders are permitted to propose that students achieve a higher qualifying mark in some or all elements of assessment but only in exceptional circumstances e.g. to take account of the requirements of a PSRB.  Such areas must be considered at the academic approval stage.



	10
	Subject – Please enter the relevant HESA Subject code from the following web link (list begins part way down the page):



http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,a%5e_%5eMODSBJ.html/ 
Appendix 1

Some vocabulary for writing learning outcomes and assessment criteria

Finding the right words for use in writing learning outcomes/assessment criteria can be difficult, particularly when the statements must mesh with the generic level descriptors.  The following list is provided as an aid in this process.  The words are organised for convenience under headings that might be seen to accord with those from Bloom’s taxonomy.  However, no hierarchy is intended.

The words are simply a vocabulary list gleaned from a variety of sources to help you write learning outcomes and assessment criteria.

Verbs which require evidence of knowing:

Define, describe, identify, label, list, name, outline, reproduce, recall, select, state, present, be aware of, extract, organise, recount, write, recognise, measure, underline, repeat, relate, know, match.

Verbs which require evidence of comprehension:

Interpret, translate, estimate, justify, comprehend, convert, clarify, defend, distinguish, explain, extend, generalise, exemplify, give examples of, infer, paraphrase, predict, rewrite, summarise, discuss, perform, report, present, restate, identify, illustrate, indicate, find, select, understand, represent, name, formulate, judge, contrast, translate, classify, express, compare.

Verbs which require evidence of knowledge/understanding:

Apply, solve, construct, demonstrate, change, compute, discover, manipulate, modify, operate, predict, prepare, produce, relate, show, use, give examples, exemplify, draw (up), select, explain how, find, choose, assess, practice, operate, illustrate, verify.

Verbs which require evidence of analysis:

Recognise, distinguish between, evaluate, analyse, break down, differentiate, identify, illustrate how, infer, outline, point out, relate, select, separate, divide, subdivide, compare, contrast, justify, resolve, devote, examine, conclude, criticise, question, diagnose, identify, categorise, point out, elucidate.

Verbs which require evidence of synthesis:

Propose, present, structure, integrate, formulate, teach, develop, combine, compile, compose, create, devise, design, explain, generate, modify, organise, plan, re-arrange, reconstruct, relate, reorganise, revise, write, summarise, tell, account for, restate, report, alter, argue, order, select, manage, generalise, précis, derive, conclude, build up, engender, synthesise, put together, suggest, enlarge.

Verbs which require evidence of evaluation:

Judge, appraise, assess, conclude, compare, contrast, describe how, criticise, discriminate, justify, defend, evaluate, rate, determine, choose, value, question.

Appendix 2

Proposed variations in structure for modular arrangements of pathways

The following are offered as examples and are not the definitive list. The implications for part time students and others taking modules from more than one department have to be considered. Version 1 indicates the agreed maximum permitted modules. Version 4 would offer the greatest difficulties for part time students. 
Version 1

	Semester One
	Semester Two

	15
	15

	15
	15

	15
	30

	15
	


Version 2

	Semester One 
	Semester Two

	30


	30 

	15
	15

	15
	15


Version 3

	Semester One
	Semester Two

	30


	30

	30


	30


Version 4

	Semester One
	Semester Two

	15
	15

	15
	15

	30 credit module across two semesters

	30 credit module across two semesters


Version 5

	Semester One
	Semester Two

	30


	30

	                  45 credit module to run across
	2 semesters



	15
	


Version 6

	Semester One
	Semester Two

	30 or 2 x 15


	30

	60 credit module to run across two semesters




� Extract from Gosling D and Moon J, How to Use Learning Outcomes and Assessment Criteria¸ SEEC Publications, 2002
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