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MODULE SPECIFICATIONS - NOTES TO SCHOOLS
Please note: This is not intended as a training document for the LUSI system, but as an information document on the fields within the module specification screens.

The Assessment screen is not covered in these notes.

1.
GENERAL POINTS ON AMENDING MODULE SPECIFICATIONS

(a)
Updating Module Specifications


New module specifications (12) must be prepared using LUSI, not solely as amended old specifications (11).  Internal departmental documents should be avoided.


Note that bullet points do not convert across to bullet points in the Module Specification Report and it is better to use the hyphen/dash key for any listings in text fields.
(b)
Specification Fields

Some fields can be amended by departments.  Others are restricted and can only be altered by Central Administration personnel (SCSC). These are shown with an asterisk below.


Ask for the restricted fields to be amended in advance of seeking ADT approval.

(c)
Minor Changes

The ADT needs to see:

· the new specification (all correct) and the old specification annotated.

(d)
Major Changes

The ADT needs to see:

· the new specification (all correct) and the old specification (with one of these versions annotated, whichever is more convenient).

2.
MODULE SPECIFICATION FIELD DESCRIPTIONS (FM5007)
(a)
MODULE tab*

(i)
Module Code*

The Module Code should reflect the department undertaking the majority of the teaching and should align with the credit level for the module (see para 5.5 of the annual update memo). The Credit Level field will be automatically populated according to the module code.


The re-use of codes following the termination of modules will no longer be permitted in view of the complications this may cause to future developments intended to streamline the module approval process. For the same reason, changes to module codes will only be permitted where essential.
(ii)
Short Title*


You may wish to include a short title (max 24 characters) for the purpose of printed reports. This field is not compulsory but is advisable if the module title is long. Some modules will already show a short title if this has previously been held in the system.

 (iii)
Long Title*


Maximum 200 characters.

(iv)
Status*

All 12 modules will initially have Provisional status. Once approved for 2012/13 the status will be changed to Active and the module will then appear on the module web site. Alternatively modules may be given the status of Suspended or Terminated. Active modules that the department would rather did not appear on the web site for whatever reason will have the Sensitive Content field completed: these modules will still appear on Learn.

Staff will have access to both provisional and active modules on Learn following the Learn module rollover in August. Students will have access only to active modules on Learn.

(v)
Module Type*

One of 5 types should be selected for a new module to be created:


Admin

Non credit-bearing (short course, training etc.)

Placement

Project/Dissertation

Standard

(vi)
Primary Owner
This will be automatically populated from the module code.

(vii)
Module Level*


One of the following should be selected for a new module to be created:

FE (Further Education)

PR (PG Research)

PT (PG Taught)

UB (UG Bachelors)

UF (Foundation)

UM (UG Masters) (intended for ‘D’ modules)
UP (PGCE)

None

(viii)
Distance Learning*

One of the following should be selected for a new module to be created:

Full

Partial

None

Guidelines on full/partial DL provision are available on the intranet at:

https://internal.lboro.ac.uk/admin/registry/uniwide
(Distance Learning flow chart)

(ix)
Credit Weighting*


If this is changing for 12 it should be corrected by hand on the 11 specification and amended on the 12 specification (SCSC will do this in advance).

(x)
Credit Level
This will be automatically populated from the module code.

(xi)
Approval date*

This will be completed by SCSC when the module’s status is changed from provisional.

 (xii)
SAP Restriction*
One of the following should be selected for a new module to be created:

Yes

No

Partial

The text field for SAP restriction (on specification tab) will need completing if the restriction is partial, and should include an explanation of the criteria for SAP restriction and any exemption from the restriction. The text field is only available for partial SAP restriction.
The resultant information that will appear in the module specification is:

Yes: 'This module cannot be reassessed in SAP'
No: No Reassessment row appears.

Partial: 'Some elements of assessment cannot be reassessed in SAP'. The explanatory text inserted also appears.
(xiii)
Sensitive Content*

This field will be completed by SCSC if the department does not wish an active module to appear on the web. The module will continue to appear on Learn.

(xiv)
Version Dates*

See section 2(h) for information on dates.

(xv)
Access Group*

This defines the staff who are permitted to access and insert assessment data for the module. Access Groups are pre-set in the system and only a pre-set code can be inserted.

(xvi)
Reporting Group*

This non-compulsory field is intended for reporting purposes so that modules can be grouped as appropriate. Departments can select their own 3-character code for this purpose, which should be forwarded to SCSC. 

(xvii)
Exam Weight*

If this is changing for 12 it should be corrected by hand on the 11 specification and amended on the 12 specification (SCSC will do this in advance).

(xviii)
Coursework Weight


This field will be automatically populated so that the examinations and coursework weights total 100%.

(xix)
Responsible Examiner
This field can only be populated or revised using the drop-down list on the ‘Staff’ tab (see (c)(i) below).

(xx)
External Examiner
The field can only be populated or revised on the ‘Staff’ tab (see (c) (vi) below).

(b)
TEACHING SPLIT tab


Information on the percentage of the module taught by the owning department and other departments and the relevant Joint Academic Coding System (JACS) codes are required for a new module to be created. Departments can subsequently update this information as necessary. The Cost Centre code is pre-set.


Please ensure that the JACS codes on modules are the most applicable ones.  The Higher Education Statistics Agency (HESA) is increasing the checks it carries out on JACS codes returned by the University and has issued the following statement:

From 2009/10 institutions are required to make appropriate use of the full 4-digit JACS coding in all subject areas. This is needed to future-proof work on strategically important and vulnerable subjects, so that as the landscape changes, it will be possible to assess the past performance of newly important subjects. This requirement applies to both Courses and Modules. There will be some courses and modules where it remains appropriate to code at principal subject level, but others where a more detailed code should be used. So for example, a general Biology course would continue to be coded as C100, but a specific course/module in Biodiversity would be coded C181. Similarly, a generic Religious Studies course would be V600, but as specific Islamic Studies course would be V622.

Codes are formed from a letter and three digits. The letter indicates the subject area, and the numbers the topics within the main subject. For example, H represents Engineering, H100 is General Engineering, H200 is Civil Engineering, and so on. The code letter H may be used to cover all engineering topics.

A similar exercise is being undertaken by the Planning Office and the Student Office for JACS Codes on programmes.  Generally JACS codes on modules should be related to JACS codes on programmes registered in the department.  It is possible to hold up to three JACS codes on any programme or module (unlike UCAS course codes) so that joint honours programmes and modules taught across more than one department can be appropriately represented.  It should be noted that JACS code allocations can affect:

· NSS and Newspaper league tables at subject level

· Additional funding for strategically important and vulnerable subjects (SIVS)

· ATAS on programmes (prior clearance for postgraduate study in sensitive areas for international students)

For these reasons the University monitors closely allocation of JACS Codes.  The module JACS codes will be reviewed prior to freezing of data for the HESA return.

The JACS complete classification can be found at:

http://www.hesa.ac.uk/index.php/component/option,com_studrec/task,show_file/Itemid,233/mnl,09051/href,JACS2.html/
(c)
STAFF tab

(i)
Responsible Examiner
Departments should select ‘Responsible Examiner’ under Staff Type and the relevant Responsible Examiner’s name from the drop-down list provided. By using this standard format the Responsible Examiner then automatically has access to the Learn VLE for publishing and other purposes (see (v) below).


If a bought-in teacher is responsible for undertaking 50% or more of the contact hours of a module (from the perspective of an individual student), the person should be appointed as an Examiner of the University and recorded on the Module Specification as the Responsible Examiner. If that bought-in teacher does not appear on the drop-down list on LUSI please inform SCSC.

(ii)
Internal Examiners

Departments should select ‘Internal Examiner’ under Staff Type and the relevant Internal Examiner’s name from the drop-down list provided. Names can be inserted as and when they are known. Their inclusion will allow these individuals access to the Learn VLE for publishing and other purposes (see (v) below).

(iii)
Module Helper / Support Assistant

Departments should select ‘Module Helper’ or ‘Support Assistant’ under Staff Type and the relevant staff member’s name from the drop-down list provided. See (v) below for the privileges on Learn granted to these roles.

(iv)
Departmental Contact

This field is intended to include the name of the person who administers the module, who in most cases is likely to be the Departmental Administrator. Departments should select ‘Departmental Contact’ under Staff Type and the relevant Departmental Contact’s name from the drop-down list provided.

(v)
Staff Privileges on Learn

The privileges on Learn for the above staff are:

Resp Ex (Lead Tutor): can edit module content, receives emails, contact details listed

Int Ex (Addtl Tutor): can edit module content, receives emails, contact details listed

Module Helper: can edit module content, receives emails, contact details not listed

Supp Asst: can edit module content, doesn’t receive emails, contact details not listed

Departmental Contact: no access on Learn.

(vi)
External Examiner
The External Examiner field is free-text. Amendments, where necessary, should be made on the ‘Staff’ tab and these will subsequently appear on the ‘Module’ tab.

(d)
INSTANCES tab*

Instance 1 requires completion for the creation of a new module. Additional instances (which are identical in every way except time of delivery) can then be created as necessary. The SCSC should be informed of delivery dates of instances where these do not align with semesters (see d(i) & (ii) below and section 2(h) for more information on dates). 

Please note that any 11 instances with ‘other’ delivery dates (i.e. not semesters) will be cloned to 12 versions, but the delivery dates will not be carried forward.
(i)
Semester*

This will be one of:


Semester 1


Semester 2


Semesters 1 and 2

Other

If this field is changing for 12 it should be corrected by hand on the 11 specification and amended on the 12 specification (SCSC will do this in advance). 

 (ii)
Instance Start Date*
Where the delivery period is ‘other’, the instance details on delivery information (in the box to the right) require completion and departments should forward this information to SCSC. (See section 2(h) for more information on dates.)

(e)
SPECIFICATION tab 1

(i)
Pre-requisite modules

The default is None.


This indicates prerequisite modules, not other prerequisites and not desirable (but inessential) background.


Each pre-requisite module code should be followed by 


either



(C) - credit required ie. must have passed the module at 40% level for UGs or 

         50% for PGs


or

(E) - experience required ie. must have studied the module (normally this will 

         mean was registered for it and took the exam and did the coursework).


Normally use (E).


You are strongly advised to restrict the use of (C) to cases where the programme regulations stipulate this as a requirement.  Stipulating C raises awkward questions.  What happens if the student fails the prerequisite?  (who monitors this?).  What if the result is not yet known or not yet promulgated?  (which will be normal for semester 1 modules followed by a dependent semester 2 module) - How can you tell students they have failed and so are barred?  What if the students' choices become impossibly restricted?  (do we ask the student to leave?).

(ii)
Other Prerequisites

For prerequisites other than modules (e.g. A level Mathematics essential), or desirable but inessential background (e.g. BSA 120 advisable).
(iii)
Corequisites

For ‘paired’ modules, such as those in the MEng Innovative Manufacturing Engineering programme. Departments should insert the relevant module code. It is anticipated that automatic registration on paired modules should be possible in the future.

(iv)
Excluded Combinations

Departments should insert the module number of other modules that cannot be taken/counted with the module.

(v)       SAP Restriction
This text field for SAP restriction will need completing if the restriction is partial (and will only appear on the screen in this case), and should include an explanation of the criteria for SAP restriction and any exemption from the restriction. Any existing text on SAP restriction should be removed from the MTLA field.

(vi)
Accessibility

This field is for viewing on LUSI only and will not appear on the web or Learn or in the printed specification. It will record the SENDA compliance category of the module (A/B/C), input by SCSC based on the department’s previous categorisation of existing modules and categorisation of new modules as part of the annual update process, and also a free-text field to be completed by DANS for modules categorised as ‘B’ (i.e. might present insurmountable difficulties).

(vii)
Previous Year  Reassessments
This is a drop-down list indicating the need and reason for a separate reassessment instance to be created on the previous year’s version of the module (e.g.syllabus change). The default option is ‘Register on this Version (as Mod Spec is same/for Admin ease)’.  When the drop-down option ‘Reassessment Instance on Previous Version (due to Mod Spec change/full use of Reassessment Instances)’ is selected on the 11 version, an instance ‘50+’ will automatically be created on the 11 version of the module. Where the syllabus has not changed from the 11 to 12 version and/or a department does not wish to use separate reassessment instances, this field should remain as the default option and students being reassessed without attendance will be registered on the 12 version of the module.

This field therefore needs to be changed to ‘Reassessment Instance on Previous Version (due to Mod Spec change/full use of Reassessment Instances)’  where:

a) there have been changes to the 12 version of the module which mean a separate assessment is to be set for students being reassessed without attendance on the 11 version

OR

b) where the department wishes to keep instance ‘50+’ on the 11 version to separate the cohort of students taking reassessment without attendance (note this will require duplicate exam papers, email lists etc and could create some problems for students accessing CAA assessments and module materials on Learn).
(viii)
Aims 


These are general.


The Aims field should indicate the broad purpose or overall direction of the module, including where appropriate an indication of any prior modules or experiences it builds on and future modules or experiences it prepares students for.


The Aims field should mention any transferable or personal skills that will be developed or encouraged.


Begin with:


The aims of this module are to: (this will automatically appear for new modules)

……….


……….


(for example:

provide students with an understanding of the range of methods and their applications in ……….,



build on first year modules in ……….,


provide the technical skills and knowledge in ….. needed in the final year project…..)

(ix)
Intended Learning Outcomes 

To ensure continuity between Subject Benchmark Statements, Module Specifications and Programme Specifications, Intended Learning Outcomes should be defined according to the same structure and format as adopted in the Subject Benchmark Statements. In the case of taught Masters programmes (to which benchmarks do not generally apply) guidance should be sought from the Framework for Higher Education Qualifications.


QAA guidelines for the production of Programme Specifications (and hence Module Specifications) suggest that Intended Learning Outcomes should be structured in terms of:


Knowledge and Understanding; (this will automatically appear for new modules)

Subject-specific Skills (this will automatically appear for new modules)


i) Intellectual/ cognitive Skills;



ii) Practical/ subject specific Skills;


Key/ Transferable Skills. (this will automatically appear for new modules)

The headers that automatically appear for new modules should not be changed.

In writing Intended Learning Outcomes for specific subjects, guidance should be sought from the content and format of the specific Subject Benchmark document(s), having in mind the statement: "On successful completion of this module, students should be able to …"


The Framework for Higher Education Qualifications, the Subject Benchmark Documents and Guidelines for Preparing Programme Specifications are all available on the QAA web site:


http://www.qaa.ac.uk
(x)
Contents
Well understood and straightforward.
(xi)
Methods of Teaching, Learning and Assessment

Teaching and Learning


The first part of the TLA field relates to methods of teaching and learning and should specify the time involved in teaching and learning with reference to the norm for a 10 modular weight comprising 100 hours of student effort, on average.  Thus modules with greater than 10 modular weight need to have appropriate pro rata hours.  Hours of total student effort in relation to module weighting will appear automatically when new modules are created. Please specify the number of lectures and number of weeks and the frequency of tutorials, seminars, laboratory time, workshops or other activities that involve formal contact time with students.


In any particular case the allocation of the hours will vary according to the discipline and whether the module is assessed in whole or part by written examination.


The contact time may comprise:



Lectures



Seminars

Workshops



Tutorials



Laboratory classes



Project supervision



Etc.


The remaining time may comprise:



Coursework assignments



Revision for written examinations



Formal assessment



Private study time for working on problem sheets



Individual reading of recommended texts and journal articles



Review of lecture notes



Etc.


Where there is no written examination this would be reflected in additional time expected to be given by students for assessment by other means.


Assessment


The second part of the TLA field relates to assessment.

· Specify the number of pieces of assessment and their individual weightings

· If there is a written examination, state its duration and weighting

· If other forms of testing are used state their nature, duration and weighting(s)

· The nature and extent of coursework should be specified - eg. approximate length of essay or report (in words)

· Group coursework should be identified with an indication of the method of assessment.  Individual/peer assessment should be identified.
· Major projects should be given some detailed assessment breakdown (eg. interim report, viva, presentation, etc) including weightings

· Long modules (across semesters 1 and 2), excepting final-year projects and dissertations, must have at least 20% of their formal assessment in Semester 1.

Departments should not penalise students for non-attendance at any timetabled session by reducing marks except when the work undertaken in a timetabled session is assessed or is integral to the assessment process.

Contact and Support from Project/Dissertation Supervisor

Final-year UG and PGT research project modules should state the minimum level of contact and support that students are entitled to expect of their project/dissertation supervisor.

Module Costs

Departments must draw students' attention to any additional personal expenditure which they are liable to incur in undertaking specific programmes or modules.  Senate agreed in 1998 that any requirement for moderate additional expenditure should be indicated in the Programme Handbook, whilst exceptionally high levels should be indicated in the relevant module specification in the TLA field.

NOTE:

Specific deadline dates/weeks for the submission of work should not be included in Module Specifications.

Examples

Two different examples of the whole TLA field are now shown, for guidance.

Example 1

Module SCI999 (10 credit)

METHOD OF TEACHING, LEARNING AND ASSESSMENT:

Total student effort for the module:  100 hours

Teaching & Learning:

A combination of 11 one-hour lectures (one per week), 4 one-hour tutorials, 22 hours of timetabled laboratories (2 hours per week) and the remaining time for student centred learning, coursework assignments and revision for tests.

Assessment:

100% coursework consisting of one major report (25%), one oral presentation (25%), one written test (20%) and six equally weighted multiple choice questionnaires (30%, being 5% each).

Example 2

Module SSH999 (20 credit)

METHOD OF TEACHING, LEARNING AND ASSESSMENT:
Total student effort for the module:  200 hours

Teaching & Learning:

A combination of lectures (normally one hour per week) and two-hour group seminars (normally once per fortnight).

There will be one reading week in the course of the module in which students will be expected to pursue intensive reading.

Student effort made up of:

(a) Contact time - lectures and seminars:  35 to 45 hours.

(b) Private study comprising:  guided reading and preparation associated with lectures and tutorials; student self-directed general reading in the subject area of the module; preparation and production of assessed coursework.

Assessment:

One coursework essay of 1500-2000 words (30%) to be submitted in Semester 1; one coursework essay of 1500-2000 words (30%) to be submitted in Semester 2; one two-hour written examination (40%).

(xii)
Availability 


The Availability codes found in module specifications are to be read in the context of students who are making free choices (ie. 'casual' students from 'outside' programmes).  Students choosing between options listed in their programme regulations are not bound by the Availability codes.

The three availability codes are:

1=Module is generally available to any student meeting pre-requisites, but numbers may be restricted

2=Module is available to any student meeting pre-requisites, but numbers will be restricted and priority given to students for whom the module is listed in their Programme Regulations

3=Module is available to students meeting pre-requisites but only if listed in their Programme Regulations.

The availability codes are decoded so that the above wording appears in the Module Specification.

(f)
SPECIFICATION tab 2


Method of Feedback

This field allows departments to record how feedback is provided to students on assessed work and also the types of developmental feedback generated during teaching and learning on the module. Pre-programmed entries for these two sections are listed in Annex G to the Annual Update memo. Annex G provides a pro-forma for ease of seeking this information from individual academic staff before it is input to LUSI. Guidance on giving and generating feedback for students can be found in two short documents on the Teaching Centre website at:

http://www.lboro.ac.uk/service/teachingcentre/documents/index.html
To input the information on LUSI you should double click on the relevant type(s) of feedback in the left-hand box and this text will then automatically appear in the right-hand text box for the module. Alternatively the type(s) of feedback can be selected in the left-hand box and a click on the arrow in the middle will then insert this text in the right-hand box. Additional free text can be added to the RH box if needed.

If the completion of this field is the only change being made to a module specification it does NOT need to be submitted to the ADT for approval.

(g)
READING LIST
The Reading List field is a web link to the Library reading list for that module.  It does not appear on the LUSI screen. The University Library co-ordinates the reading lists and liaises directly with departments.

(h)
MODULE DATES

Version start:

The date of the first day of the relevant academic session will be automatically inserted.

Version end:

A date will be inserted when all students have completed assessment on all instances of that module version.

Once a date has been inserted no further students can register on the module.

To delete a module an end date will be inserted and the status of the module will be changed to terminated. A new module can then be created using that number.

Instance start:

If Sem 1 or Sem 2 is selected, the date of the first day of that semester is automatically inserted.

If ‘other’ is selected, a date needs to be inserted. This will be the first date of the closest semester/summer period i.e. Oct/Feb/June.

Delivery date:

The delivery dates for modules which are Semester 1/2/1&2 will automatically be populated with semester dates.

For modules which have the ‘other’ delivery period, the actual delivery start and end dates will need to be provided to SCSC when a new instance is set up. The delivery end date should be the last date that assessment could take place.
Any information for the delivery text field should also be provided to SCSC.

Instance end:

A date will be inserted (hopefully automatically) when all students have completed assessment. This may be the same as version end date.
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