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Template for Institutions on the Preparation of

Submission Document for Programme Validation

Preamble

1. The submission document is the major written source of information for the HKCAAVQ Panel.  To this end, this template is designed to assist Institutions to provide precise and concise information to the HKCAAVQ.  

2. This template serves as a reference and users of this template should refer to relevant HKCAAVQ Guidelines.

3. This template relies on the Institutions’ own self-evaluation and their provision of accurate and relevant information as evidence to support their claims.  

4. To serve its limited purpose, this template provides a scheme to solicit the most basic information from the Institutions and users should not consider themselves bound by this template when preparing the submission document.

5. Institutions are to provide requisite information in the main text which should be limited to around 60 A4-size pages plus any relevant supporting document in the appendices, as appropriate.  Cross-referencing of information should be clearly stated and electronic version of the submission is also required.

Note :
Where “institution” is mentioned, this refers to institution, operator, course provider, college, school, academy, as appropriate.
1. The Institution

1.1 Background of Institution

	


1.2 Mission and Vision of Institution

	


2. The Programme 

2.1 General Information 

	Name of Programme 

(English and Chinese)
	

	Exit Qualification

(English and Chinese)
	

	QF Level
	

	Planned Implementation Date
	

	Stream(s) of Study included in the Programme *
	

	Mode of Study

(can be more than one mode)
	( Full-time
( Part-time
( Others: ________

	Programme Length
	Full-time

_____ Years
	Part-time

_____ Years
	Others

_____ Years

	Intermediate Exit Award 

(if applicable)
	
	QF Level:

	Host Department
	

	Supporting Department(s)
	

	Members of the Programme Planning Team/ Committee
	Name and Position
	Department / Unit

	Chairperson:
	
	

	Members:
	
	


(Note *:
Where “Stream” is mentioned, this refers to Stream, Concentration, Specialization, Major of Study, as appropriate.)

2.2 Justification for the Programme

	Manpower needs / industry demands:

Uniqueness and positioning of Programme:




2.3 Programme Objectives and Learning Outcomes

Programme Aims / Objectives

	(Please state the Programme is mainly targeted for whom and for what purpose, e.g. for further studies, for employment, etc.)




Programme Intended Learning Outcomes

	Programme Intended Learning Outcomes (PILOs)
	Upon completion of the Programme, students should be able to:



	ILOs of specific Stream(s), if any
	Stream 1: _____________________

Stream 2: _____________________

Stream 3: _____________________




2.4 Programme Structure and Content 

Programme Design

	(Description of components of programme, how the design matches institution’s mission and vision, etc.)



	Total no. of generic courses #: 
_______ courses / _______ credits  (          %) 

Total no. of specialised courses: 
_______ courses / _______ credits  (          %)

Others (please specify): 


_______ courses / _______ credits  (          %)


(Note #:
Where “course” is mentioned, this refers to course, module, unit, subject, as appropriate.)

Consolidated summary of the contribution of courses to PILOs

	PILO

Course
	Programme Intended Learning Outcomes (PILOs)

	
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	--
	--
	--
	--
	--
	--
	--
	--

	Course Code
	
	
	(
	
	
	
	
	
	(
	
	(
	
	
	
	
	
	
	
	

	Course Code
	(
	
	
	
	
	
	
	(
	
	
	
	
	
	
	
	
	
	
	

	Course Code
	
	(
	
	
	
	(
	
	
	
	
	
	
	
	
	
	
	
	
	

	……
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	……
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


(Note:
A ‘(’ in the above table indicates that the course contributes to that particular PILO.)

Mapping of courses against the Generic Level Descriptors (GLDs) of the QF

	Domain

Course
	GLDs (QF Level ___)
	GLDs (QF Level ___)

	
	Knowledge  and Intellectual Skills
	Processes
	Application, Autonomy

and

Accountability
	Communication, IT and Numeracy
	Knowledge and Intellectual Skills
	Processes
	Application, Autonomy

and

Accountability
	Communication,  IT and  Numeracy

	
	K1
	K2
	...
	P1
	P2
	…
	A1
	A2
	…
	C1
	C2
	…
	K1
	K2
	...
	P1
	P2
	…
	A1
	A2
	…
	C1
	C2
	…

	Course Code
	(
	(
	
	(
	
	
	(
	(
	
	
	(
	
	
	
	
	
	
	
	
	
	
	
	
	

	Course Code
	
	(
	
	(
	(
	
	(
	
	
	(
	(
	
	
	
	
	
	
	
	
	
	
	
	
	

	Course Code
	
	
	
	
	
	
	
	
	
	
	
	
	(
	(
	
	(
	(
	
	
	(
	
	(
	(
	

	…
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	…
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


(Note:
Please give courses that benchmark at the exit QF level of the qualification and also at one QF level below the exit level.  Please use separate tables if there are more than one exit qualification. A ‘(’ in the above table indicates that the course fulfils the requirement of that particular GLD domain.)

Programme Curriculum

	Year 1/ Year 2/ Year 3/ Year 4/ Year 5 ^

	GENERIC COURSES

	Core Courses
	Electives
	Pre-requisite/

Co-requisite
	Credits
	Hours 

	General Education

	
	
	
	
	

	Language

	
	
	
	
	

	Information Technology

	
	
	
	
	

	Sub-total:
	
	

	SPECIALISED COURSES 

	Core Courses
	Electives
	Pre-requisite/

Co-requisite
	Credits
	Hours

	Stream 1

	
	
	
	
	

	Stream 2

	
	
	
	
	

	Stream 3

	
	
	
	
	

	Sub-total:
	
	

	OTHERS (PLEASE SPECIFY)

	
	
	
	
	

	
	
	
	
	

	Sub-total:
	
	

	Total:
	
	


(Note ^:
Please delete as appropriate and provide the curriculum of each Year of Study in a separate table.)

Articulation Path / Further Study Opportunities 

	


Professional Recognition/ Exemption 

	


Employment/ Career Prospects

	


3. Admission 

3.1 Minimum Entrance Requirements 

	Year 1 entry

A candidate should meet one of the following requirements: 

Year 2/ Year 3 entry (if applicable)

A candidate should meet one of the following requirements: 




3.2 Exemption Policy

	


3.3 Projected Enrollment Number

	Academic Year
	201X/1X
	201X/1X
	201X/1X
	201X/1X
	201X/1X

	Year 1
	Full- time
	FTE
	Full-time
	FTE
	Full-time
	FTE
	Full-time
	FTE
	Full-time
	FTE

	Stream 1
	
	
	
	
	
	
	
	
	
	

	Stream 2
	
	
	
	
	
	
	
	
	
	

	Stream 3
	
	
	
	
	
	
	
	
	
	

	Sub-total:
	
	
	
	
	
	
	
	
	
	

	Year 2 
	
	
	
	
	
	
	
	
	
	

	Stream 1
	
	
	
	
	
	
	
	
	
	

	Stream 2
	
	
	
	
	
	
	
	
	
	

	Stream 3
	
	
	
	
	
	
	
	
	
	

	Sub-total:
	
	
	
	
	
	
	
	
	
	

	Year 
	
	
	
	
	
	
	
	
	
	

	---
	
	
	
	
	
	
	
	
	
	

	---
	
	
	
	
	
	
	
	
	
	

	Sub-total:
	
	
	
	
	
	
	
	
	
	

	Total:
	
	
	
	
	
	
	
	
	
	


4. Teaching and Learning

	Attendance Requirement: __________%

	Class Size (maximum number of students per class):

Lecture: 



_________ students

Tutorial: 



_________ students

Lab/Practical: 

_________ students
Others (please specify): 
_________ students


4.1 Medium of Instruction Policy

	


4.2 Delivery Methods

	(A general description of the teaching and learning strategies and approaches to meet the PILOs.)




5. Assessment 

5.1 Institutional Level Assessment Policy

	(Please describe the assessment policy in place and the rationale for implementing the stated policy.)




5.2 Assessment Plan

	Year of Study
	Course Code/ Title
	Weighting of Different Kinds of Assessment

	
	
	Continuous Assessment (%)

(Please provide the breakdown of different kinds of assessment.)
	Examination (%)

(Please provide the breakdown of practical and written examinations.)

	
	
	
	

	
	
	
	


5.3 Grading System and Assessment Criteria 

	(Please describe the assessment policy in place and the rationale for implementing the stated policy.)




5.4 Assessment Moderation System

	(Please describe the moderation system and the rationale for implementing the stated system, including the role and responsibilities of external examiners.)




5.5 Graduation Requirements

	


6. Staffing and Staff Development

6.1 Academic Leadership

	(For instance, how different Streams are coordinated and work together.)




6.2 Staffing 

Teaching and Administrative Staff for the Programme

	Post by ranks
	Appointment Criteria
	Projected Staff Number

	
	Qualification
	Industry Experience
	Teaching Experience
	201X/1X
	201X/1X

	
	
	
	
	Full-time
	FTE
	Full-time
	FTE

	Teaching Staff

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Administrative / Support Staff specifically for this Programme

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Others (please specify)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Total:
	
	
	
	


(Note: FTE - Full-Time Equivalent)

Current Teaching Staff Profile of the Programme

	Name of Staff
	Post Title

(Full-time / Part-time)
	Course(s) Taught / Responsible Area(s)
	Qualification
	Years of Teaching Experience
	Years of Industry Experience

	
	
	
	
	
	

	
	
	
	
	
	


Teaching Staff Workload

	Rank / Post
	Teaching Load (Hours/week)
	Administrative Load

(Hours/week)
	Others (please specify)

	
	
	
	

	
	
	
	


6.3 Staff Development

Policies on Staff Development

	(Please describe the staff development policies, requirements on research outputs and the rationale for implementing the stated policies.)




Staff Development Activities Attended by Teaching Staff of this Programme in the Last Two Years

	Types of Training
	Name of Activities & Dates
	Duration
	Financial / Other Support Provided

	
	
	
	

	
	
	
	

	
	
	
	


Staff Development Plans for the Coming Year(s)

	Staff Development Activities
	Purpose (Institutional / Programme Level)
	Target Audience
	Duration
	Frequency
	Budget Planned

	
	
	
	
	
	

	
	
	
	
	
	


Performance Review and Promotion Policy

	


7. Financial and Physical Resources 

7.1 Overall Financial Performance and Contingency Planning

	(Please also provide information on source of and financial support to sustain the Programme.)




7.2 Campus Information

	


7.3 Facilities and Equipment in Support of Student Learning 

	


7.4 Library Support Services

	


8. Quality Assurance

8.1 Quality Assurance Mechanism

	(Please provide an overview of the quality assurance (QA) mechanism of the institution, including reporting line and committee structure.)




8.2 Programme Management

	New programme development procedures



	Programme review and management procedures 



	Measures to upkeep the quality of student learning experience



	Approval procedures for major and minor changes/ modification to the curriculum




8.3 Feedback from Stakeholders 

	External advisors / external examiners/ industry experts / prospective employers, etc.
(Please describe how the feedback from stakeholders impact on programme development and management, and the involvement of various stakeholders at different stages of the QA mechanism.)




9. Workplace Attachment and Student Support Services

9.1 Workplace Attachment / Internship

Placement Requirements

	Placement requirement
	________ times / hours for the programme
	Compulsory/ Elective
	

	Duration required
	1st visit/ practicum

_______ hours 

2nd visit/ practicum

_______ hours

	Host Unit/ Department
	

	Assessment requirements
	

	Support services provided
	

	Others (please specify)
	


Supervision and Management 

	


9.2 Student Support Services

Support services made available to students and Unit(s) responsible for the provision

	


10. Student Records and Information Management

10.1 Maintenance of student information

	(Please describe the roles and duties of the responsible unit(s) in maintaining student information.)




10.2 Management Information System and Access Rights

	(Please describe how the Management Information System stores and updates students’ data and the measures in place to ensure integrity, security, confidentiality, accuracy and currency of student records.)




APPENDICES

For the Programme

· Individual course outline and syllabus including in particular course intended learning outcomes, teaching and learning activities, assessment methods and weighting, and a reading list for each individual course 

· Demonstrate by using one capstone project/ core course from the upper year of study how the Programme is pitched at the proposed QF level making reference to the GLDs. 

· Assessment regulations and a sample assessment of a core course / capstone project
· Award classification 
Staff and Students

· Qualification and experience of each teaching staff member

· A list of research and publication of staff

· A Staff Handbook

· A Student Handbook to include in particular academic regulations and plagiarism policy
· Staff-student ratio (SSR) (including the ratio of lecture/ tutorial/ practicum supervision/ other teaching activities)
Financial and Physical Resources

· A budget and estimates for the Programme (including break-even number of students and unit cost)

· A list of facilities and equipment for the Programme

Workplace Attachment / Internship 

· Placement Handbook for students 

· Placement Manual/ Guidelines for industrial supervisor / placement provider

· A list of potential placement providers

On Quality Assurance

· A Quality Assurance Manual (including the feedback loop and follow-up mechanism)

· Terms of reference of committees and membership composition

· Guidelines for external examiners/ moderators

· A list of external advisors and external examiners and terms of appointment

HKCAAVQ
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