New Standalone Module(s) (Short Course) Set Up Form
This form is designed to formalize the creation of a new standalone module or short course. The form captures information essential for SITS, as well as details needed for marketing, student recruitment, enrolment, and financial planning.
	Module Title
As approved by CMMP
	

	Faculty
	

	School(s)
	

	Department
	

	Key Contact
	

	Course Title
This is to set the module up against a course on SITS – the module will not be advertised as such.
	Same as Module Title ☐
Other ☐
If other, specify: 

	Level 
	Level 3 ☐
Level 4 ☐
Level 5 ☐
Level 6 ☐
Level 7 ☐

	Credit bearing
	Yes/No

	How will the course be delivered?
	In Person ☐
Online ☐

	Location
Please indicate where the course will be delivered
	Penrhyn Road ☐
Knights Park ☐
Kingston Hill ☐
Roehampton Vale ☐
Partner Institution ☐
If Partner, specify: 

	Number and details of entry points 
	Number of intakes per academic year:
Intake 1 start and end date: 
Intake 2 start and end date: 
Intake 3 start and end date: 

	Proposed start date
(Start and end Month)
	

	What are the funding arrangements for the module?
	Eligible for OfS funding ☐
Funded directly by the NHS ☐
Teacher training funded by DfE. ☐
Closed course - open only to employees of a       
organization and funded entirely by the   
organization. ☐
Course is not eligible for OfS funding. ☐
Other, please specify below ☐


	Fee per module
(Fee needs to be agreed with Nick Budgen, Income Manager) 

For UG 
The cost is based on the standard university pricing structure. For the 2025/26 academic year, 30 undergraduate credits are charged at £2,381.
For more information, please visit: kingston.ac.uk/study/fees-and-funding/part-time-fees
For PG:
The final fee may be prorated based on the standard 180-credit course fee. This will be confirmed by the Finance department
	Academic Year: 

Fee: £


Comments:  

	[bookmark: _Int_dj9kMEuk]What is the admissions system for the course?
	UCAS (university) ☐
Direct (to the University) ☐

	[bookmark: _Int_7P4LSlVF]Type of recruitment (How will students apply e.g. via Uni website?)
	

	[bookmark: _Int_bFUQ6nQu]What method of enrolment will be required for students registering for this module?
[bookmark: _Int_a48TmXHP]PTAR1 by default. Contact QAE if a Partner institute wants to deliver one of KU stand-alone modules.
	PTAR1 – Applicant emails username/password, completes online enrolment (ES1), attends face-to-face event to complete enrolment (ES2) ☐

PTAR2 – Applicant emails username/password, completes online enrolment (ES1), Faculty arranges with institution to complete enrolment (confirm passport/identity confirmed and in attendance), and update via OSIS ☐

PTAR3 – No communications sent from Central Administration. Faculty is responsible for enrolling students ☐

	Additional Notes (e.g., any PSRB requirements)
	



Signature of the Head of School
	Name of Head of School:

Signature: 
Date: 



Approved by Finance
	Name of Income Manager:

Signature: 
Date: 
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