Guidance CG (iv)
Validation documentary requirements

This guidance sets out which documents are required for each type of validation.

Additional documentary requirements may be necessary as agreed at the Planning Meeting.

Standard Kingston University Course
Faculties will be required to submit the following validation documentation: 

	Document
	Template
	Notes

	Programme Specification
	C4
	See document CG(i) for guidance.
 

	Module Descriptors
	C5
	See document CG(ii) for guidance.


	Table of modules contributing to a course for module directory
	C2
	The table will indicate which modules are:

1. For approval – new modules
2. For approval – updated existing modules. Confirmation will also be required whether the updated version will apply to all courses delivering that module and that the relevant course leaders are aware. If changes are not to be applied to other courses then this module should be treated as a new module with normally a different title.
3. For reference only – no changes made



	Indicative module summative assessment map
	C11
	

	Resources Document
	C14
	See document CG(i) for guidance.

	Briefing Document
	C17
	For blended learning provision (i.e. for provision that will deliver 21% or more of the scheduled learning and teaching hours via online learning) the following needs to be included within the C17: 
i. Confirmation that the standard KU Canvas template will be used for delivery of the modules.
Note: if the standard KU Canvas template is not going to be used, a rationale for this should be provided in the briefing document. Additionally, a demonstration of all the content for one module that includes online learning and the outlines for other modules must be provided in-person. 
ii. Evidence that those involved in delivering the online learning have received appropriate staff development to ensure that they have the skills and capabilities to deliver online content in a manner that fosters collaborative learning, or will have done so before commencing the programme.

	Key Meetings and Milestones for Online Courses and Modules
	C13
	This document is only required for blended learning provision (i.e. for provision that will deliver 21% or more of the scheduled learning and teaching hours via online learning).


	Academic Framework and Academic Regulations Key Points Checklist
	C16
	This document is not presented to the validation event panel or SVP but is still required to be produced at the same time as the other documentation. 

	Module Delivery Dates
	C18
	This document is not presented to the validation event panel or SVP but is still required to be produced at the same time as the other documentation and is required in order to set up the course and modules in SITS.








Collaborative Partner Provision
Follow all the documentary requirements of the Standard Kingston University course above and additionally provide the following.

	Document
	Template
	Notes

	Operational and Staff Development Plan

	B4
	 

	Draft Course/Student Handbook

	CG(iii)
	See document CG(iii) for guidance. 

	Marketing materials
	N/A
	See document BG(iii) for guidance.


	Liaison Document
	B9
	This document is not presented to the validation panel or SVP but is still required to be produced at the same time in collaboration with QAE and other relevant departments. If the provision is to be delivered by an existing partner, the existing Liaison Document should be adapted to fit the new provision.









Higher and Degree Apprenticeship Provision
Follow all the documentary requirements of the Standard Kingston University course and, if applicable, the Collaborative Partner Provision above and additionally provide the following.

Please contact the Central Apprenticeship Team (CAT) if you need support completing these documents. 

	Document
	Template
	Notes

	Relevant Apprenticeship Standard(s)
	N/A
	Available online - link can be provided.

	Mapping to Apprenticeship Standard(s)
	N/A
	Key document confirming course alignment with the requirements of the relevant apprenticeship standards.

	Academic/Employer Liaison Handbook
	N/A
	

	Staff Development Plan for Degree Apprenticeships
	N/A
	The Central Apprenticeship Team (CAT) will provide this.

	Apprentice’s Learning Journey
	N/A
	The Central Apprenticeship Team (CAT) will provide this.
This should include details of:
· Individual Needs Assessment
· Service Level Agreement /Employer Training Services Agreement
·  Training Plan (formerly Standard Commitment Statement)
·  Onboarding process.









Significant changes to an existing course
Faculties will be required to submit the following validation documentation: 

	Document
	Template
	Notes

	Programme Specification
	C4
	See document CG(i) for guidance.
 

	Module Descriptors
	C5
	See document CG(ii) for guidance.


	Table listing all the modules in the course
	C2
	The table will indicate which modules are:

1. For approval – new modules
2. For approval – updated existing modules. Confirmation will also be required whether the updated version will apply to all courses delivering that module and that the relevant course leaders are aware. If changes are not to be applied to other courses then this module should be treated as a new module with normally a different title.
3. For reference only – no changes made


	Indicative module summative assessment map
	C11
	

	Resources Document
	C14
	See document CG(i) for guidance.

	Briefing Document
	C17
	For blended learning provision (i.e. for provision that will deliver 21% or more of the scheduled learning and teaching hours via online learning) the following needs to be included within the C17: 
i. Confirmation that the standard KU Canvas template will be used for delivery of the modules.
Note: if the standard KU Canvas template is not going to be used, a rationale for this should be provided in the briefing document. Additionally, a demonstration of all the content for one module that includes online learning and the outlines for other modules must be provided in-person. 
ii. Evidence that those involved in delivering the online learning have received appropriate staff development to ensure that they have the skills and capabilities to deliver online content in a manner that fosters collaborative learning, or will have done so before commencing the programme.

	Key Meetings and Milestones for Online Courses and Modules
	C13
	This document is only required for blended learning provision (i.e. for provision that will deliver 21% or more of the scheduled learning and teaching hours via online learning).


	Academic Framework and Academic Regulations Key Points Checklists
	C16
	This document is not presented to the validation event panel or SVP but is still required to be produced at the same time as the other documentation.

	Module Delivery Dates
	C18
	This document is not presented to the validation event panel or SVP but is still required to be produced at the same time as the other documentation and is required in order to set up the course and modules in SITS.
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