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1. Introduction to Programme Specifications

What are Programme Specifications?

Programme Specifications originate from the recommendations of the Dearing Report. A Programme Specification is a concise description of the intended outcomes from a programme of study. The Programme Specification should provide specific information about an individual programme, outlining how the outcomes are to be achieved and demonstrated. The Programme Specification can be used as a source of information for students, employers, teaching teams, internal validation and review panels, external examiners and professional and statutory regulatory bodies. It is considered best practice to seek comments from potential employers, where appropriate, on the Programme Specification during the curriculum development phase. The Programme Specification will be reviewed and approved as part of the validation/review event.

LJMU Policy for Programme Specifications

A current Programme Specification is required for each programme that leads to an LJMU award. For CPDs a shorter Programme Specification can be written (see Developing a Programme Specification below).

A current Programme Specification should be submitted as part of the event paperwork for all programmes undergoing validation or programme review. The Programme Specification will be approved as part of the validation/review event. 

Programme Specifications should be written assuming that the readers will be academic colleagues in the first instance. However, they will be published on the LJMU website and included within programme handbooks for students.

Programme Specifications may make reference to one or more appropriate subject benchmark(s) statements, according to their availability in the cognate subject area.

Developing a Programme Specification

Programme teams should develop Programme Specifications by using the on-line facility known as the Product Catalogue, or ProdCat for short.  Further information can be found on creating a Programme Specification on ProdCat can be found on page 15 of these Guidance Notes. 

A Word document containing Programme Specification section headings is available on the Quality Support website. 

http://www.ljmu.ac.uk/Quality/Quality_Docs/PSsectionheadings.doc
This document can be used to help develop a Programme Specification off line prior to accessing ProdCat and may be particularly useful for collaborative Programme Specifications.

All the necessary information should be completed for each section of the specification. Programme Specifications for CPDs may have reduced content. Please see guidance at  http://www.ljmu.ac.uk/Quality_Docs/CPD_instructions.doc
Staff development is available to assist programme leaders, who should contact the Academic Enhancement Managers in the Learning Development Unit for help and assistance in developing their Programme Specification.  Contacts for LDU staff can be found here:

http://www.ljmu.ac.uk/lid/81297.htm
The Curriculum Design Guide, to help programme teams plan and review their programmes, is available on the LDU website at:

http://www.ljmu.ac.uk/lid/ltweb/84021.htm
Programme leaders should also refer to the QAA guidelines, which contains advice and guidance and issues for consideration in preparing a Programme Specification which can be found at

http://www.qaa.ac.uk/academicinfrastructure/programSpec/progspec0600.pdf
Specifically page 6 of the QAA document.

2.  Approval, Validation and Verification of Programme Specifications

Programme Specification Approval is the process by which the School Approval User agrees to approve the submitted specification document.
 

Programme Specification Validation is the process by which the Faculty Validation User, upon receipt of the specification document following Programme Specification Approval agrees to validate the approved specification document.
 

Programme Specification Verification is the process by which the Product Catalogue Administrator, upon receipt of confirmation that the relevant OSS record has been amended to reflect a new / agreed changes to an existing Programme Specification, clears the documentation for publication within the Product Catalogue.
The flow charts on page 7 give an overview of the approval, validation and verification of Programme Specifications.

The process includes four different types of user, these are:

· Developer – the person who enters the Programme Specification information into the Product Catalogue (for collaborative programmes this is likely to be the Link Tutor or administrator)

· School Approval User – the person at School level (usually the School Academic Manager or School UMF Manager) who is able to grant approval of a Programme Specification at School level

· Faculty Validation User – the person at Faculty level (usually the Faculty Quality Officer or Faculty Quality Chair) who is able to validate a Programme Specification at Faculty level (for collaborative programmes this role is performed by the Quality Support Team)

· Product Catalogue Administrator – the person who ensures that structural changes to a programme made via the Programme Specification are reflected on OSS record. 

The two flow charts on page 7 show the two different approval processes which can occur within the Product Catalogue. The first of these is when a new Programme Specification is created, or an existing Programme Specification is amended, making structural changes. The second of these is when an existing Programme Specification is amended, making narrative changes.

A structural change is one where OSS needs to be updated to reflect the amendments (e.g. changes in modules or award details). Structural changes to a Programme Specification require both school and faculty approval.

A narrative change is one where only textual elements of the Programme Specification are amended and there is no amendment to the OSS record required. Narrative changes to a Programme Specification require school approval, but may be escalated for faculty approval.

At each stage of the Approval, Validation and Verification process the Product Catalogue system generates emails which inform users of the status of Programme Specifications. 

· When the Developer submits a Programme Specification for Approval an email is generated and sent to the relevant School Approval User, this email includes the context message which the Developer is required to enter (see page 43). At the same time, an email is sent to the Developer to confirm that the Programme Specification has been submitted for approval.

· When the School Approval User actions a Programme Specification an email is generated and sent to the Developer to inform them of the progress of the specification. On approval of, or escalation of a Programme Specification an email is sent to the Faculty Approval User, this email includes a context message which the School Approval User is required to enter.

· When the Faculty Approval User actions a Programme Specification an email is generated and sent to the Developer and the School Approval User to inform them of the progress of the specification.

· If the Programme Specification is new or had structural changes, following its validation an email is generated and sent to the Product Catalogue Administrator who then ensures the OSS record is amended to reflect the Programme Specification content. Once the OSS record has been amended the Product Catalogue Administrator is able to verify the Programme Specification which clears the documentation for publication within the Product Catalogue. At that point an email is generated and sent to the Developer, School Approval User and Faculty Approval User to inform them of the status of the Programme Specification.


Overall Programme Specification Process Map



Process Schedule
Prior to accessing Product Catalogue to develop a Programme Specification, an application for a new programme (structured within a Programme Proposal Proforma (PPP)) will require submission. All Programme proposals should be submitted in full to the relevant Dean for approval.

· For closed client group programmes, TTA funded CPDs and CPDs comprised within the NHS contract this approval (with the full detail of the completed PPP) must be notified to the Programme Planning and Development Committee (in order that the required OSS programme record can be set up).

· For all other programmes the Programme Planning and Development Committee (PPDC) will be required to formally verify the decision of the Dean in respect of programme approval. It is only after PPDC confirmation of programme approval that these programmes may proceed to validation.

Publicly funded undergraduate programmes (other than CPDs) which are delivered by LJMU must be fully validated within ProdCat at least 10 months prior to initial cohort intake. It should be further noted that programmes seeking to recruit through the LJMU prospectus/UCAS directory/recruitment fairs must be approved 22 months prior to first cohort enrolment.

All other programmes must be fully validated within ProdCat at least 8 weeks prior to initial cohort intake.

Sufficient elapsed time is needed between PPDC approval of a new programme application and the ProdCat validation. Should, for example, the validation process take two months to complete then the related ‘approval deadline’ will be two months prior to the agreed ‘validation deadline’. Each Faculty Quality Committee (and for collaborative programmes, Collaborative Partnerships and Quality Support) should agree and articulate the required time between approval and full validation to enable the Faculty to locally manage the programme applications. It should be noted in respect of programme closure that the November deadline (e.g. 2007) for a programme that recruits a September cohort is too late to remove that programme from the following UCAS applications cycle (e.g. 2008/09) and therefore, for UCAS recruiting programmes, an earlier closure deadline of the previous September is required.

3.  Accessing the Product Catalogue
The Product Catalogue can be accessed from the staff home page of the LJMU website.

· Under the section on “LJMU Staff” click on the link to Teaching and learning

· On the left hand menu click on Product Catalogue (Module Catalogue)

· On the left hand menu click on Programme Catalogue

· On the following page click on the link to Programme specification

· This will launch ProdCat
The ProdCat opening screen should appear:
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4. Searching for a Programme Specification

There are two ways of searching for a Programme Specification. 

Validated and published Programme Specifications can be accessed for read only access

 via A-Z listings   http://www.ljmu.ac.uk/StudyLJMU/63053.htm  

To search for a Programme Specification within the Product Catalogue select the search option by clicking on the search button on the left hand menu. 
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Clicking on the search button will bring up the Search Programme Specification screen 
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A Programme Specification can be searched for either by Faculty / School or by programme code.

To search by Faculty / School:

1. Select your method of search - Click Faculty/School radio button

2. Select your criteria - From drop-down menu select Faculty and from the filtered drop down school list select school. Optionally specify status criteria (i.e. planned, active, inactive).
3. Start search - Click on ‘Find Programme’ button  

A loading bar will appear and a list of Programme Specifications will be produced in the bottom half of the screen.

To search by Programme code:

1. Select your method of search - Click Programme Code radio button

2. Enter code in programme code field

3. Start search - Click on ‘Find Programme’ button 

A loading bar will appear followed by the requested Programme Specification details appearing in the bottom half of the screen
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The Programme Specification(s) returned from the search are displayed in the bottom half of the screen. This display shows:

· Programme code - this is the code for the programme on OSS

· Programme title - this is the title of the programme as held on OSS

· Version number - OSS code / major version / minor version (e.g. 12058/01/01). N.B. This version number is for the Programme Specification and not a programme version number.

· History - where an icon appears this shows an audit trail of all related ProdCat events (most recent at top) in a new window

· Document - where an icon appears a Programme Specification is available

To view a Programme Specification 

Programme Specifications are available for programmes that have an icon in the document column on the far right
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To view the Programme Specification, click on the document icon and the document will open in a new screen.
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To view the audit trail for a Programme Specification 

Audit trail information is available for programmes that have an icon in the history column.
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To view the audit trail information, click on the icon in the history column and a new window will open containing information relating to the development of the document.
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Version Information

The first version of a Programme Specification will have the version number:

OSS code.01.01 e.g. 12058.01.01

Any verified narrative changes will increment the coding of the Programme Specification as follows:

12058.01.02
Any verified structural changes will increment the coding of the Programme Specification as follows:

12058.02.01

5. Creating a Programme Specification
Upon approval of a new programme proposal by Programme Planning & Development Committee a basic programme record will be created in OSS and the programme code issued to the Faculty.  The Faculty will advise the programme leader of the OSS code which will be required to develop a Programme Specification document on ProdCat.

To create a Programme Specification within the Product Catalogue select the create option by clicking on the create button on the left hand menu. 
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Clicking on the create button will bring up the Create Programme Specification screen. 
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To create a Programme Specification the record on Product Catalogue needs to be searched for either by Faculty / School or by programme code.

To search by Faculty / School:

1. Select your method of search - Click Faculty/School radio button

2. Select your criteria - From drop-down menu select Faculty and from the filtered drop down school list select school. 
3. Start search - Click on ‘Find Programme’ button  

A loading bar will appear and a list of Programme Specifications will be produced in the bottom half of the screen.

To search by Programme code:

1. Select your method of search - Click Programme Code radio button

2. Enter code in programme code field

3. Start search - Click on ‘Find Programme’ button 

A loading bar will appear followed by the requested Programme Specification details appearing in the bottom half of the screen.
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4. Select the required Programme Specification from the list in the bottom half of the screen by clicking in the radio button. Then click on the Continue button to create the Programme Specification.

A dialogue box will pop up asking you if you would like to copy the contents of your new Programme Specification from an existing Programme Specification. 
[image: image12.png]APRODCAT - Microsoft Internet Explorer provided by Liverpool John Moores University

S Programme Specification

O search Create New Programme Specification Help

Create 1. Choose your method of search:
Amend

© Search by Faculty / Schoal
Rollbackc
@ Search by Pragramme Cade
Submit

Approve

2. Select your criteria

Faculty:  [Select All Faculties
School:  [Select Al Schaols
Programme Code: [12840

3. start search

Help

Module

Proposal

Find Programme

4. Select Programme then click Gontinue

Prog

select "[would you like to copy the contents from an existing version

lprogramme specification?

Cantinue





Copying content from an existing Programme Specification can be very useful if there are Programme Specifications for similar programmes, or programmes with similar contents to that which you are creating. 

By clicking on ‘No’ a new Programme Specification will open ready for content to be entered. Go to page 20, Programme Specification content.

By clicking on ‘Yes’ the Copy Programme Specification screen will open.

[image: image13.png]‘2 PRODCAT - Microsoft Internet Explorer provided by Liverpool John Moores University

S Programme Specification

O search Copy Programme Specification

Create 1. Choose your method of search:
Amend

 Search by Faculty / Schal
Rollbackc
B & Search by Frogramme Code

Approve

2. Select your criteria

Faculty:  [Select All Faculties
School:  [Select Al Schools

Programme Code:

Help

Module

Proposal

3. start search

4. Select Programme then click Gopy

select PrO9ramMme o ;o amme Title version
Cade
e
e
e
e
e





A Programme Specification to copy is searched for either by Faculty / School or by programme code.

To search by Faculty / School:

1. Select your method of search - Click Faculty/School radio button

2. Select your criteria - From drop-down menu select Faculty and from the filtered drop down school list select school. 
3. Start search - Click on ‘Find Programme’ button  

A loading bar will appear and a list of Programme Specifications will be produced in the bottom half of the screen.

To search by Programme code:

1. Select your method of search - Click Programme Code radio button

2. Enter code in programme code field

3. Start search - Click on ‘Find Programme’ button 

A loading bar will appear followed by the requested Programme Specification details appearing in the bottom half of the screen.
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Once a Programme Specification is selected a ‘Copy’ or ‘Cancel’ option is offered.

If you select ‘Copy’ the following dialogue box pops up asking if you’d like to copy the structural information from the Programme Specification.
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Selecting ‘Yes’ will result in the whole document being copied into your new Programme Specification.

Selecting ‘No’ will result in only the textual parts of the document being copied into your new Programme Specification

Selecting Cancel allows you to back out of the copy procedure.

At this stage the Programme Specification document has now been created on Prodcat and is ready for information to be entered/amended.

For information on how to continue from this point, please proceed to page 20, Programme Specification content

Programme Specification content

· Important notes on system-supported formatting
If text is being copied and pasted into ProdCat from a Microsoft Word document issues of text formatting may arise. Microsoft Word uses special characters to format documents and these, when copied into ProdCat, affect the formatting of text.

ProdCat does not support certain text formatting, for example bullets, quotes, certain symbols and tab spacing. It does not support text that is not supported by a basic text editor e.g. Notepad.

However, should you wish to format text within ProdCat then the following alternatives can be utilised.

1. Numbered lists

* Asterisks

- Hyphens 

accompanied by spaces inserted using the space bar.

An alternative method of ensuring text formatting appears correctly in the final published Programme Specification is to paste the text into a basic text editor such as Notepad before pasting into ProdCat. This will remove any underlying font tags or unrecognised characters.

If unsupported formatting is present on a tab, ProdCat will generate a pop up error message which will prevent information on that tab being saved successfully. In order to avoid such a scenario please ensure that these formatting guidelines are followed.

Further information on system-supported formatting is available at:

http://www.ljmu.ac.uk/cis/webpublishing/81434.htm
The various sections of the Programme Specification are each assigned a separate tab. These are accessed by clicking on the relevantly titled tab.

Above the tabs is a row of green squares, each of these relates to a tab. Green squares indicate that content in the tab has been saved. Crossed red squares indicate that changes have been made but not yet saved. Positioning the cursor over a square will indicate the tab to which it relates.

Each tab has a ‘Save Detail’ button in the bottom right corner which should be clicked to save the content of the tab.  
· Summary tab 
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Teaching Institution:

This field is automatically Liverpool John Moores University. If LJMU is not the teaching institution click on the field to get a drop down list of values to choose the correct teaching institution.

Programme accredited by:

Should the programme be accredited by a third party (e.g. a professional body) please specify the accrediting organisation (giving full titles of accrediting bodies and not just acronyms). A hyperlink to the accrediting body’s website can be inserted in this box. Please ensure that the hyperlink starts http://

Description of accreditation:

Should the programme be accredited by a third party (e.g. a professional body) please specify nature of this accreditation.

Subject benchmark statement:

Where appropriate please add the relevant subject benchmark statement(s) reference. 
Please see for further information http://www.qaa.ac.uk/academicinfrastructure/benchmark/default.asp 

· Aims tab 
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Specify the aims of the programme in the text box provided.  

· Outcomes tab 
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Specify the intended learning outcomes of the programme against the following categories:

· knowledge and understanding

· intellectual skills

· transferable skills

· practical skills

Specify the level learning outcomes against the relevant levels for the programme.

Each of these categories has a sub-tab which are navigated through by clicking on the titles on the left side of the Outcomes tab.

To add additional learning outcomes select the ‘Add a new learning outcome’ button at the foot of the screen and enter text in the text box which appears.

To delete a learning outcome, click on the grey area at the start of the learning outcome to highlight it, and hit the delete key on the keyboard. A dialogue box will appear allowing you to confirm you want to delete the learning outcome.

· Methods and Assessment tab 
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Specify the mechanisms by which the intended learning outcomes are to be achieved and demonstrated, within the context of the programme against the following categories:

· knowledge and understanding

· intellectual skills

· practical skills

· transferable skills

Each of these categories has a sub-tab which are navigated through by clicking on the titles on the left side of the Methods and Assessment tab.

Once selected add text directly into the text box.

Information should be entered for both ‘Teaching and Learning’ and ‘Assessment’ for each category.

· Award Requirements tab 
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Route/pathway/field requirement:

Provide a narrative description of the duration, level and nature of the delivery of the programme.  

Award detail:

To add further programme awards click on the ‘Add a new programme award’ button. Select the target award from the list of values (add ‘default award yes’) and any fallback awards (‘default award no’) associated with the programme.  Only one award may be selected as the ‘default’.

Any amendments to this section of the Programme Specification will result in a structural amendment to the version number of the published Programme Specification document.

e.g. from 12058.01.01 to 12058.02.01

For relevant programmes, a section of text relating to LJMU+ will be added automatically when the Programme Specification is published. 

· Award Details tab
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Programme level details:

To add levels, select the ‘Add new programme level’ button.

Select the programme levels from the list of values.  

Enter the proportion split between core / option modules at each defined level. Core and option credit should equal the total credit.  

Module level details: 

Before module information can be entered into a Programme Specification the module must be available on ModCat. Once modules are available on Modcat the following steps will pull the relevant data through to ProdCat:

Click the ‘Add new module’ button and a new window will pop up. 
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Select from the filtered list a module that is to be added to the programme.  Specify the status (core or option) of the module.  

You can search by:

· Owning school (first 3 characters of the module code) (compulsory)

N.B. The search criteria will utilise the first 3 characters of the module code. For some modules these characters do not reflect the current owning school.

· Subject area (4th & 5th characters of the module code) (not compulsory)

· Level (6th character of the module code) (compulsory)

Once details have been selected click on the ‘Filter’ button and the number of available modules are indicated and appear in the drop down list below.

Select the required module from the drop down list

Select the Module Status (e.g. core or option)

Click on ‘Add to Grid’ button and the module will be added to the module level details table in the Award Details tab.

Repeat the process for each module that needs adding and then click on the ‘Close’ button to return to the Award Details tab.

Any amendments to this section of the Programme Specification will results in a structural amendment to the version number of the published Programme Specification document.

e.g. from 12058.01.01 to 12058.02.01

· Work Related Learning tab 
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Enter into the text box provided any relevant information regarding the provision of work-related learning opportunities within the programme.

· Admission tab
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Enter into text box provided agreed criteria for admissions as relevant against any (or all) of the categories listed on sub-tabs on the left hand side.

· Assessment tab
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Enter into the text box provided any programme specific assessment regulations, if required.  

Please note that generic text (in the second box) will be added to all Programme Specification documents.  

Full text of the generic text on the Assessment tab:

All programmes leading to LJMU Awards are expected to operate within the University Modular Framework. Exceptionally, where a LJMU Award programme is unable to operate within the University Modular Framework, the programme team (prior to Validation / Programme Review) may apply to the Planning & Programme Development Committee (PPDC) to permit such an award to operate outside of the UMF. Furthermore, any programme team unable to construct a programme within the UMF regulations may submit a variance application which will be considered against agreed criteria (that the variance is a nationally published condition of an accrediting / professional body, without which the programme could not be accredited). Full details are available from http://www.ljmu.ac.uk/umf

· Quality tab
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Enter into the text box provided relevant information regarding indicators of quality against any (or all) of the categories listed on sub-tabs on the left hand side.

· Student Support tab
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Enter into the text box provided any relevant information regarding student support provision.

· Quality Standards tab 
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Enter into the text box provided any programme specific methods for evaluating quality and standards, if required.  

Please note that generic text (in the second box) will be added to all Programme Specification documents.

Full text of the generic text on the Quality Standards tab:

Subject standards for all taught programmes of study are specified using an outcome based learning model. Attainment is measured against the standard and individual student performance is moderated at assessment boards. This involves both internal moderation (by LJMU staff) and external moderation (by External Examiners). Internal annual programme self-assessment is informed by broad ranging student feedback, external examiners and academic staff who conduct module review. External quality assessment by Professional Statutory Regulatory Bodies and the Quality Assurance Agency for Higher Education confirms that standards are set at the appropriate level and that quality of learning opportunities are subject to continuing improvement. The quality of teaching is assured through staff review and staff development in learning, teaching and assessment. Designated committees have responsibility for the oversight of processes wherein quality and standards are evaluated and improved.

· Key Sources tab
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Enter into the text box provided any key sources of information about the programme, if required.  

Please note that generic text (in the second box) will be added to all Programme Specification documents.  

Full text of the generic text on the Key Sources tab:

Further details may be obtained form a series of handbooks for students that together provide comprehensive information. Detailed programme information is contained in definitive documentation for the programme. The Virtual Learning Environment (Blackboard) is increasingly used to provide module specific information.

· Progress Files tab
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Enter into the text box provided any programme specific information regarding progress files, if required.  

Please note that generic text (in the second box) will be added to all Programme Specification documents.  

Full text of the generic text on the Key Sources tab:

Increasingly, academic guidance is provided within a framework of personal development planning linked to progress review.

Once all the relevant sections of the Programme Specification have been completed, it is ready to submit for approval. See section 7, Submitting a Programme Specification for Approval, on page 41.

6. Amending a Programme Specification
To amend an existing Programme Specification within the Product Catalogue select the amend option by clicking on the amend button on the left hand menu. 
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Clicking on the amend button will bring up the Amend Programme Specification screen. 
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To amend a Programme Specification it needs to be searched for either by Faculty / School or by programme code.

To search by Faculty / School:

1. Select your method of search - Click Faculty/School radio button

2. Select your criteria - From drop-down menu select Faculty and from the filtered drop down school list select school. 
3. Start search - Click on ‘Find Programme’ button  

A loading bar will appear and a list Programme Specifications will be produced in the bottom half of the screen.

To search by Programme code:

1.Select your method of search - Click Programme Code radio button

2. Enter code in programme code field

3.Start search - Click on ‘Find Programme’ button 

A loading bar will appear followed by the requested Programme Specification details appearing in the bottom half of the screen.
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4. Select the required Programme Specification from the list in the bottom half of the screen by clicking in the radio button. Then click on the Amend button to amend the Programme Specification.

By clicking on Amend a Programme Specification will open ready for content to be amended/entered. Refer back to Programme Specification content page 20.

7. Rollback Function

The Rollback function enables a user to remove any amendments made to a Programme Specification prior to the specification being submitted for approval. It will not allow a user to select a Programme Specification when it is awaiting approval from either the School Approval User or the Faculty Validation User. Once a specification is rolled-back the amendments are removed totally from the system. The rollback does not affect the currently validated and published Programme Specification. 

To Rollback an existing Programme Specification within the Product Catalogue select the Rollback button on the left hand menu.  
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You will then see a list of all Programme Specifications which are in a position to be rolled-back. Select the correct Programme Specification and click on the Rollback button at the bottom of the screen.

Automatic Rollback

An automated process on the Product Catalogue monitors activity against Programme Specifications. It is intended to remove from the system any specifications where amendments are made but remain unsubmitted. It works on the principle of allowing a maximum of 6 weeks between amendment activities (any submission will also reset the time elapsed).

The automatic process monitors all activity against all Programme Specifications on a daily basis. If the system finds an individual specification, containing unsubmitted amendments and whose last activity was at least 4 weeks previous, it will email the member of staff who made the last amendment to inform them of the inactivity. At such point a user can choose to; amend the specification, resulting in the re-setting of the period of inactivity, rollback the amendments or submit for approval. If no action is made against the specification the automatic process will repeat an email notification after the 5th week. At this point the system will send a final reminder to inform the user that unless action is taken the system will automatically rollback the current amendments, removing all amendments from the system. If by the 6th week there is still no activity all amendments are removed.

8. Submitting a Programme Specification

To submit a Programme Specification within the Product Catalogue select the submit option by clicking on the submit button on the left hand menu. 
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Clicking on the submit button will bring up the Submit Programme Specification screen.
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Select Programme Specification for submission either by Faculty / School or by programme code search.

To search by Faculty / School:

1. Select your method of search - Click Faculty/School radio button

2. Select your criteria - From drop-down menu select Faculty and from the filtered drop down school list select school. 
3. Start search - Click on ‘Find Programme’ button  

A loading bar will appear and a list Programme Specifications will be produced in the bottom half of the screen.

To search by Programme code:

1. Select your method of search - Click Programme Code radio button

2. Enter code in programme code field

3. Start search - Click on ‘Find Programme’ button 

A loading bar will appear followed by the requested Programme Specification details appearing in the bottom half of the screen. 
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The Programme Specification(s) returned from the search are displayed in the bottom half of the screen. This display shows:

· Programme code - this is the code for the programme on OSS

· Programme title - this is the title of the programme as held on OSS

· Version number - OSS code / major version / minor version (e.g. 12058/01/01). N.B. This version number is for the Programme Specification and not a programme version number.

· History - where an icon appears this shows an audit trail of all related ProdCat events (most recent at top) in a new window

· Preview - where ‘View’ appears the Programme Specification is available to preview. When the Programme Specification is previewed it opens in a new browser window.

4. Select the required Programme Specification from the list in the bottom half of the screen by clicking in the radio button. A dialogue box will then pop up asking for a context message. 
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This message will form part of the e-mail that the School Approval User will receive once the amendments have been submitted for approval and a message must be entered at this stage. This message should indicate if the Programme Specification is new or amended, and if amended include specific information about amendments made and reasons for the changes.

Once a message has been entered, click on the ‘Submit’ button.

A submission confirmation message will appear:
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At the same time two emails will be generated. One to the person submitting the Programme Specification to confirm its status, and one to the School Approval User to indicate that the Programme Specification is ready for review prior to approval.

Inserting a Programme Specification into a Word document

A copy of the Programme Specification is needed in certain documentation e.g. validation or review documentation, student handbooks etc.

The Product Catalogue supports the creation of pdf documents which may be imported  into Word documents, but it does not facilitate the creation of Word documents. The following steps can be used to insert a Programme Specification, page by page, into a Word document:

1. Open the Word document into which you will be pasting the Programme Specification.

2. Open the Programme Specification pdf document. (This can be done from the published Programme Specification at http://www.ljmu.ac.uk/StudyLJMU/63053.htm , from the search facility in ProdCat, see page 11, or from the ‘Preview this specification’ feature when creating or amending within ProdCat.)
3. At the bottom of the screen, in the pdf document are some buttons to change the view of the document. Click on the ‘Single Page’ icon which looks like a blue rectangle. Doing this helps control scrolling in step 5.
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Teaching, learning and assessment methods used to enable outcomes to be achieved and
demonstrated

Lead lectures,tutorials, seminars, aboratory sessions, work-based leaming (porfolo) and sef directed study.
Assessment
Coursework (essays, reports, reviews) examinations (ssay style, MCQ and short answwer) and poster

presentations.

Skills and other attributes.
Intellectual Skills
B1. Crically evaluate inormation and data from @ varety o sources.

52 Aoy planning,research methodology and analytcalskils o the in-depth stucy of a opic n a chosen field
of siudy.

3. Apply problem-soiving skils to the laboratory invesiigaton of human heaith and dissase.
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4. On the toolbar within the Programme Specification window is an icon for the ‘Snapshot Tool’, which looks like a camera surrounded by a dashed line. Click on this icon.
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5. Put the cursor in the top left hand corner of the page of the document and click and drag to select the whole of the page. When you have selected the whole of the page let go of the mouse button and a message will appear saying that the selected area has been copied to the clipboard.

6. Click on OK

7. Within the Word document where you want this page of the Programme Specification to appear, ensure that there is a carriage return before and after where you want to insert the specification. Place your cursor in the correct location and go to Edit > Paste Special, and then click OK.

8. The first page of your Programme Specification has now been pasted into your Word document. You may wish to use the handles (small squares) around the edge of the inserted page to click and drag so that the image fills the page.

9. Ensure that the image you have just pasted is not selected (i.e. that it doesn’t show any handles, this can be done be clicking away from the image and ensuring that the cursor is a flashing line somewhere on the page just pasted). To continue inserting the pages of the specification, go to the next page of your word document, this can be done either by repeatedly pressing the enter key on your keyboard, or inserting a page break (Insert > Break > Page break and then click OK) and follow the instructions above from step 5 until you have completed all the pages of the specification. Please ensure that step 7 is included each time.

Sub-tabs for accessing learning outcomes for each category.
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