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Division:
School/Centre:
Program Name:

The role of this template is to collate and present the information required for the approval of a new short program or the amendment of an existing short program, and setup in the student record system.

A short program is a program of study that does not lead to the conferral of an award of the University.  Such a program may consist of one or more courses. Short programs are usually professional in nature or undertaken for a specific purpose. Short programs may include: 
a) Courses that are uniquely offered as part of a short program (i.e. not offered as part of any award program, and not generally available for non-award enrolment);
b) Courses that are also offered as part of an award program.  In this case, the short program is similar to a series of non-award enrolments but is packaged to provide a coherent program of study/professional development.
c) A combination of courses of type a) and b) above.
d) A program undertaken in order to provide particular training in a defined field, and of a professional nature.

The short program must be approved and submitted to Student and Academic Services at least one month prior to the commencement of the program to enable setup in the student record system.

For further information about short programs please refer to policy A-53: Short Programs, Executive Certificates and Professional Certificates

To check or uncheck the boxes within the document, double click on the box, check box form field options on the Forms toolbar will appear, select check or not checked under Default Value.

	Checklist 

	Documentation submitted
	Processes 

	|_|	Short Program Template 
|_|	Short Program Course statements (in alphabetical order)

	[bookmark: Check8]|_|	Documents reviewed by Divisional academic administration
[bookmark: Check10]|_|	Proposal endorsed by other Divisions affected/impacted, where applicable
[bookmark: Check9]|_|	Endorsed by Division
|_|	Approved by Division PVC



	1. Purpose

	
<Insert text here>









	2.	Summary of short program

	Program name
(Maximum of 100 characters following the standard nomenclature) i.e.
· Professional Certificate in X
· Executive Certificate in X, or 
· short content-based title such as: Advanced Fourier Analysis
	
<Insert program name here> 

(Insert abbreviated title as well, if appropriate)


	Program status
	New Short Program	|_|
Amendment of an existing Short Program	|_|


	Is a new plan required?
(A new plan is required each time an existing program is offered to a different organisation).
	Yes |_|

No  |_|


	Program category
	The program is comprised of:
a. Courses that are uniquely offered as part of a short program (i.e. not offered as part of any award program, and not generally available for non-award enrolment)
b. Courses that are also offered as part of an award program.  In this case, the short program is similar to a series of non-award enrolments but is packaged to provide a coherent program of study/professional development
c. A combination of courses of type a. and b. above.
d. A program undertaken in order to provide particular training in a defined field, and of a professional nature

	
|_|


|_|



|_|
|_|

	Total unit value of program, where applicable.
	[bookmark: Text46]<Insert units>

	Field of Education
(See Fields of Education Information)
	<Insert text here>


	Financial management, contractual obligations and fees 
(Attach a copy of the contract)
	<Insert short description of contractual arrangments here>

	
	<Insert fee here>

	
	<Insert refund conditions here>





	Period of accreditation 
(If a one-off program is to become a continuing program then a revised Short Program template must be submitted and approved. 
Continuing programs will be approved for a period of 3 years.)

	Is this a one-off program?	Yes |_|      No  |_|
If yes, 
- provide start date: 	  <Insert date here> 
- provide end date:                        <Insert date here> 


	
	Is this a continuing program?	 Yes |_|      No  |_|


	Expected intake in persons per cohort

	<Insert number here>

	Home campus 

	<Insert text here>


	Name of industry partner(s)
	<Insert text here>




	3.	Courses associated with the program (see Program category above)

	Courses that are uniquely offered as part of a short program 
(i.e. not offered as part of any award program, and not generally available for non-award enrolment)

	<insert list here> (long and short titles)


	Courses that are also offered as part of an award program (but packaged to provide a coherent program of study/professional development)
	<insert list here including area/catalogue number>


	A combination of the above (e.g. a program undertaken in order to provide particular training)
	<insert list here including area/catalogue number> as appropriate



	4.	Program structure

	Content/structure

	
<Insert short description of the program here>.  



		Program schedule

	Course name
	Course Code
	Area + Cat No
	Units
	School code(s)

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	


	

	
	
	
	


	

	
	
	
	



	5.	University Resources Required (identified as part of the approval process)

	Library Access
	Yes |_|      No  |_|

	Online Teaching Resources
	Yes |_|      No  |_|

	Print/Internet (zero quota)
	Yes |_|      No  |_|  (i.e. the School/Centre will top up student account)

	Access to Pools
	Yes |_|      No  |_|

	Email
	Yes |_|      No  |_|

	Access to student portal
	Yes |_|      No  |_|



	6. 	Certification

	Type of certificate to be printed
	Professional Certificate	|_|
Executive Certificate	|_|
Short course	|_|

	Certificate to be sent directly to students?
	Yes |_|      No  |_|

	Certificate to be sent to 
school /centre for formal presentation to students
	Yes |_|      No  |_|



	7.	Staff teaching the program

	<Insert text here>








	8.	Approvals

	
School Board/Centre


	
<Insert date here>

	
Division Executive/Division Board


	
<Insert date here>



	9.	Pro Vice Chancellor’s approval

	
<Insert name of Pro Vice Chancellor here>





<Signature>

	
<Insert date here>
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