	QUEEN’S UNIVERSITY BELFAST

	School of Social Sciences, Education and Social Work

	Open Learning Programme: Course Proposal Form

	Year:
	2018/19
	Programme:
	New Year  (10 week term starting Monday 21 January 2019)

	
	
	
	

	Please return the completed form by email to w.a.hunter@qub.ac.uk by 4.00 pm on
Monday 19 March 2018.

	TUTOR Details

	Surname:
	
	Title (eg:Dr, Mr, Ms):
	

	First Names:
	
	Date of Birth:
	

	Contact Details

	Address line 1:
	

	Address line 2:
	

	Address line 3:
	

	Address line 4:
	

	Postcode:
	

	Telephone
	Work
	
	Home
	
	Mobile
	

	E-mail
	
	Twitter Account
	

	course proposal

	Course Title  (Please supply a short title that we can use in our brochure:)

	

	Course Description 

Please supply a description (maximum 60 words) for inclusion in our brochure.  Open Learning reserves the right to edit course descriptions:

	


	Timetabling

Please note: It is very important that you fill in this section as precise information is needed for our brochure.



	Number of Sessions 

Please indicate the number of sessions you propose:

	10 weekly sessions x 1 hour    __ (please tick)



	10 weekly sessions x 2 hours  __ (please tick)



	  Please note that we are trying to standardise the times of ½ day, ¾ day and one day courses.  

  Please arrange your hours to fit the number of hours indicated in italics below

	Half-day sessions x  ____   (number of sessions)*


	_______   (number of hours per session)  This should be

                     3 hours in length)

	Full-day sessions x   ____   (number of sessions)*


	_______   (number of hours per session)  This should be

                     6 hours (minus 1 hour for lunch)

	¾  day sessions x   ____   (number of sessions)*


	_______   (number of hours per session)  This should be 

                     5 hours (minus 1 hour for lunch)

	Full-day field trips x  ____   (number of sessions)


	________   (number of hours per session)

	Half-day field trips x  _____  (number of sessions)


	________   (number of hours per session)

	Day of week and time 

	Day of week
	(1st choice)


	(2nd choice)



	Time
	
	

	(Please note: To facilitate room booking, for weekly classes, please indicate a time that is ‘on the hour’).



	Starting Date for your class  


	Credit

If the course will carry credit please indicate the number and level of CATS points:



	Number of CATS points


	____ insert number
	Level of CATS points
	____  insert 0 or 1


	Learning Outcomes

Advice on describing your course in terms of its learning outcomes is provided in the Guidance Notes.  Please specify a minimum of two and a maximum of four learning outcomes.

Having successfully completed this course, students will be able to:

	1.
	

	2.
	

	3.
	

	4.
	

	Skills

Advice on analysing the skills your course may help students develop is provided in the Guidance Notes.  Please tick which skills students who successfully complete the course can expect to develop:



	Key Skills  (please indicate relevant skills with tick)

	Intellectual (includes critical, analytical and creative thinking, and problem solving)
	__

	Communication
	__

	Information and communication technology (ICT) and managing information
	__

	Numeracy
	__

	Improving own learning and performance.  Working with others.
	__

	Subject Specific Skills
	__

	Employability Skills

	Management of self and others (eg, effective relationships, teamwork, time management, change management and effective leadership)
	__

	Negotiation
	__

	Networking
	__

	Presentation 
	__

	Career management (includes self-awareness, business/organisational awareness, action planning/job search, enterpreneurship) 
	__


	Assessment

It helps us if you can submit a copy of your proposed assignment with this proposal form.  Advice on assessment and assignments is provided in the Guidance Notes.  Please indicate here how the course will be assessed, for example: essay, learning journal, questionnaire.  If the course will be assessed by essay please give a provisional title:

	

	Study Hours

In total, how many hours to you expect students to study (excluding time spent in class)?  (As a rule, one hour in class = 3 hours private study)
	______ (insert number)

	Textbook

If you wish, you may recommend one textbook.  Please ensure that you give us the full details.  Please indicate by ticking the appropriate box whether the book is essential, that is, all students must have a copy, or simply recommended reading.

	Title:
	

	Author:
	

	Publisher:
	

	Price:
	

	
	Essential
	
	Recommended
	

	costing information

	Will the number of students on the course be limited?
	Yes
	
	No
	

	If students are limited, please give the maximum number:
	____ (normally not less than 16)

	Please give the reason for the limit:

	

	Please give an indication of any expenses that will be associated with the course: photocopying, slides/film, provision of transport, etc.  For example, please estimate how many pages (in terms of sides of A4 paper) of handouts you propose giving to students during the course.

	

	Please state if there are any special requirements, for example, data projector, computer software, blackout blinds.

	


	TUTOR Qualifications (including any qualifications for which you are currently studying)

	Academic Qualifications 

	Title and class
	Awarding Body
	Date 
	Subjects Studied

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please add any additional qualifications not listed above

	Title of award
	Awarding Body
	Date 
	Main Subjects (if applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	If necessary, please explain how the qualifications relate to the teaching in question.

	

	Membership of Professional Associations

	

	

	Teaching or Training Work Experience

	Please outline any experience of teaching and training in your current (or previous employment if you have been with your employer for less than five years).

	Employer


	Position


	Duties


	Start Date


	End date



	If your current employment is relevant to the teaching in question, it is helpful if you explain how (if it is not already obvious).




	If you are a member of University staff, please give your staff number
	

	If you are a student of the University, please give your student number
	

	Signature:

(paper submissions only) 
	
	Date: 
	

	Data Protection

The personal data on this form is held in accordance with the University’s declarations under the Data Protection Act 1998. 

	Completed forms (and details of any proposed assignment) should be returned to:

	For hard copy (paper) submissions
	School of Social Sciences, Education and Social Work (Open Learning)

Queen’s University 

20 College Green
Belfast BT7 1LN

	For electronic (e-mail) submissions
	w.a.hunter@qub.ac.uk

	By 4.00 pm on 19 March 2018


