Guide to policy and procedures for
Teaching and Learning

Section 5: Programme design and
development

Approval and monitoring of Short Online
Courses

[For the purposes of the processes described in this document, in Henley Business School, references to
_"SZZ should be taken to include_baZOdAVWWG AGGA™ and references to_"bSZZi Director of Teaching and
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Procedure for the development and approval of a Short
Online Course

5. The procedure for the development and approval of an OC begins in one of two ways:
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Post-approval

8. Following the decision of the OC Programme Manager, a Digital Learning Producer is appointed to
collaborate with the Educator, and lead on the project scoping, course design, course development and
production of the online course. Ase
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Modifications to the approval process

20. Any requests to re-use materials from an online course for another purpose must be approved by the OC
team who may request that a formal agreement is put in place. The OC team will check for copyright
requirements and recommend the appropriate wording and branding for credit.

21. Where this request includes adapting or translating the materials, the OC team may request oversight of the
adapted materials or further assurances around the quality of the translation process.

Monitoring of Short Online Courses

22. The OC team will produce a formal evaluation report after the first run of a course to share with the
Educator team which will fulfil a quality assurance function and encourage enhancement of learning
and teaching. The OCAG may from time to time, request an evaluation of a particular course.

23. The OC Evaluation Report Template, has been designed for this purpose (Annex 3). The template, based
on the University of
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https://www.futurelearn.com/
https://www.futurelearn.com/

Figure 1.

1. Identify and consider known and emerging University priorities

The University is exploring a range of initiatives aimed at diversifying its educational offering beyond the
standard 3-year campus-based degree, to reach new, non-traditional student audiences. Current projects
include
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developments

There has been a fundamental shift over recent years in the way many view their university journey, career

patbsnand ongoing CPD, which has led to a growing demand for more flexible ways of accessing Higher
Education learning.

FutureLearn offers a range of options to support flexible, ‘unbundled’, online learning pathways. Partners can
now create short online courses, follow on ExpertTracks (bundles of short online courses and an assessment),
credit bearing microcredentials and stand-alone online PG certificates and degrees. FuturelLearn are also
planning to drive up fee-paying subscriptions and invest in the development of their Enterprise (B2B and B2G)
sales.

We will continue to monitor and review latest FutureLearn and online education developments and update
OCAG to identify opportunities and inform the ongoing development
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_ students students with students Learners
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entry
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Helps UoR students
gain new knowledge
and develop new
skills

Strengthens
relationship
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Annex 2

Online
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Here is an opportunity to provide clear detail about the commitment and support for the course.

Designing, developing and running an online course involves a substantial and ongoing commitment of time.
Although the most significant workload is planning and preparing the course materials in advance of the
first run, a course will typically run on an ongoing basis for several years. If the course is approved, the
Educator is required to be a point of contact for the OC Team during this extended period to support
ongoing evaluation, minor updates and other course related tasks

note we are required to secure written confirmation from your HoS that they are aware of and supportive
of you devoting the necessary time to create and support the course on an ongoing basis.

I: Your commitment

[Please confirm you are willing to commit the above for a minimum of two years.]

J: Your HoS

[Please confirm that you have spoken to your HoS about this project. Please note we will require an
email confirmation from your HoS that they are supportive before considering this proposal further.]

K: It is important your SDTL is aware of this project and how it fits in with the wider priorities of
the Department or School.

[Does this course fit with any of the programmes within your Department, School or the wider
University? Will it form part of a blended learning offering or will it be used as an optional, additional
resource?]

L: Lead Educator details

[Give the name, email and phone number of the main person to contact re this proposal.]

M: Other educators
[Will any other colleagues or external stakeholders be involved in this project. Please provide their name(s)
and their role(s)]

N: Endorsement and Accreditation
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[Please provide details of external bodies who could be approached to sponsor, endorse or accredit the
course. Do you have a contact in any of these organisations? Please note there is often a fee attached for
accreditation)].

Here is your opportunity to share initial ideas for marketing the course and disseminating your
research.

Targeted marketing is crucial for the success of an online course. IIt would be helpful in advance to
understand who should be involved and any $EGA€ LIZZ 16 SAE 123 DiZWZKZY

O: Marketing and outreach officers

[Who is the marketing and outreach officers for your School? Have you already discussed your idea for
this proposed course with them?]

P: Promoting the online course
[Do you have any initial ideas for promoting the course? This may include upcoming key events or published
works, following up with any of your key contacts in external organisations etc.]

Q: Sharing best practice across the University and wider

[How will the outcomes and impact of the work be disseminated? Are you planning to publish a paper
about the course?]

Please send your completed form to Nicky McGirr Online Courses Programme Manager:
n.mcgirr@reading.ac.uk
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Annex 3

©University of Reading 2020 Monday, 07 December 2020 Page 16



Reach

Measures numbers, coverage and usability of activities and involvement of participants and/ or targeted
groups.

Course Comparison measures
Joiners  Active Social wpii {0SL xpars {0SU

Learners  Learners  completion  completion

FutureLearn average
[Course name] Run [no.] [date]

[Previous runs of same course]

Mean numbers. Data as of [date] [complete
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Analysis: Country

XXXXX

Reaction

Analyses feedback on DAIEDSDAYIE reaction. Was it useful, engaging, interesting, enjoyable?

Statistics by week
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Analysis: Learners visiting Steps

XXXXX

Analysis: Social learners

XXXXX

Learning

Measures whether information has been absorbed and objectives have been met.

Learning outcomes

Learning outcomes Result

[complete data from FutureLearn course page, and results with summaries of comments from the
course]

Behaviour

Analyses the extent to which newly acquired skills, knowledge or attitudes are applied in different
contexts.

Reflections

XXXXX

Results

Determines if there has been any positive impact on the strategic goals (e.g. KPIs) of the University e.g.
access, participation, retention, attainment, progression.

Reflections

XXXXX
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Refinement

Changes to the course required in response to feedback received by Learners and from reflections from

the Online Courses team and the Educator team.

From previous run
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Approval and monitoring of Online Courses

Governance

Annex 4

Online Courses Advisory Group

Membership
Name Role
Professor Peter Miskell, Pro-Vice-Chancellor (Education and Student Chair

Experience)

Vicki Holmes, Head of Technology Enhanced Learning

Team member

Nicky McGirr, Online Courses Programme Manager

Team member

Professor Adrian Bell, Research Dean

Academic representation

Daniel Grant, Teaching and Learning Dean

Academic representation

Professor Helen Bilton, Professor (Institute of Education)

Academic representation

Professor Elisabeth Wilding, Professor (International Study and Language
Institute)

Academic representation

Dr Andrew Ainslie, Associate Professor (Agriculture Policy and
Development)

Academic representation

Dr Sarah Allman, Lecturer (Chemistry, Food & Pharmacy)

Academic representation

Lucy Petch, Marketing and Engagement Business Partner

Function representation

Amy Fairbrother, Global Recruitment (UK)

Irem Ozsoy, Global Recruitment (International)

Function representation

Anne-Marie Henderson, Director of Student Success and Engagement
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