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Course Unit Specifications

Whatis a Course Unit Specification?
Programmes of study are divided into individual course units and each unit must have a specification.
The course unit specification form assists with programme design, collects operational and quality assurance

information, and captures information that is published to prospective students via the University website to
inform their decision when choosing a degree and applying via UCAS.

When completed, the Course Unit Specification form creates the definitive academic record for a new or
revised course unit for final academic approval and provides key operational information.



Creating/Updating a Course Unit Specification

Course Unit Specifications should be created/updated using the Course Unit Specification form. One form
must be completed for each individual course unit.

You should provide the information needed to approve the unit as an academically coherent, appropriately
levelled, assessable and compliant proposition.

Please do not include weekly topics, detailed assessment briefs, formative activities, reading lists, exact
timetables or other routine operational detail.

Course Unit Specification approval deadlines

Course unit specifications for new units must adhere to the either New Programme Proposal deadlines (if
created as part of an NPP), or Programme Amendment deadlines (if created for an existing programme). These
deadlines can be found online. Please consult with your School C&P team, or Faculty EDPPP Officer for further
guidance.

Completing the Course Unit Specification form

The Course Unit Specification form is split into two separate worksheets. All fields should be completed unless
they are not applicable. Some fields are required for Course Unit Information Publishing (CUIP) on the
University website, which is accessible to both current and prospective students. The following guidance
explains requirements for individual fields throughout the form, broken down into worksheets.

Worksheet 1: CU Academic Specification

Course Unit Identity Information

Course Unit Title

This is the official full title for the course unit to be shared with students.
Credit Value

Units for undergraduate programmes are 10 credits or integral multiples thereof, and for masters’ programmes
are 15 credits or integral multiples thereof; in Year 4 of integrated master’s programmes, 10 and 15-credit units
may be mixed. If the credit value is not listed, please select ‘other’ and state the numerical value in cell B6.

FHEQ Level

The level of the course unit should be matched to the Framework for Higher Education Qualifications
FHE

FHEQ Level 3 FHEQ Level 4 FHEQ Level 5 FHEQ Level 6 FHEQ Level 7
Integrated
. . Undergraduate
. First year Second Year Third Year
Foundation Masters or
Undergraduate Undergraduate Undergraduate
Postgraduate
Taught

School Responsible


https://documents.manchester.ac.uk/display.aspx?DocID=4738
https://www.staffnet.manchester.ac.uk/tlso/quality/programme-development/
https://www.qaa.ac.uk/docs/qaa/quality-code/higher-education-credit-framework-for-england.pdf?sfvrsn=527fd781_8
https://www.qaa.ac.uk/docs/qaa/quality-code/higher-education-credit-framework-for-england.pdf?sfvrsn=527fd781_8

The School/Department/Discipline with responsibility for delivering the unit. This is not necessarily the School
responsible for the programme of study.

Concise Description and Indicative Content

Please provide a concise summary of the unit indicating the context of the unit within the programme of study,
and the indicative curriculum content covered by the unit (maximum 250 words).

Avoid being too specific (e.g. naming specific staff, weekly topics, software etc.) The information should be
broad enough to permit routine updating of examples, topics, case studies and readings without the need for a
formal amendment.

Delivery Characteristics

Please provide a brief summary of how learning content is structured and delivered. Please ensure that you
include:

o Delivery mode —whether the delivery is synchronous/asynchronous/blended
o Format and method of delivery — whether the course unit is delivered via Lectures/Seminars/Tutorials
o Anindication of expected contact hours and independent study

Please note the number of hours of study expected, on average, to achieve the specified learning
outcomes (taking into consideration the level of study). 1 credit should be considered equivalent to 10
notional study hours.

Example: if a unit is worth 30 credits, this will equate to 300 notional study hours, in accordance with the QAA
Credit Framework.

Collaborative Partner Delivery (if applicable)

Please add any relevant information relating to the delivery of the course unit with a Collaborative Partner.

Eligibility Restrictions

These are formal requirements that affect access to, choice of, or progression through the unit. Please list the
course unit code, title and credit rating of any course unit(s) which are:

e Pre-requisite course units — a unit that must have been taken previously before a student can enroll on
this course unit.

e Co-requisite course units — a unit that must be taken at the same time as this course unit.

e Anti-requisite course units — a unit that must not be taken at the same time as this course unit, because
the content and learning outcomes are too similar.

Foramendments to course units, the impact on any co-requisite courses should be considered and
information passed on to the appropriate Course Unit Lead (if applicable).

Learning Outcomes

The Course Unit Intended Learning Outcomes (UILOs) of the unit should encapsulate graduate/student
outcomes, digital learning and employability skills alongside the intellectual/subject specific learning.

Please include the main things you expect a student to do upon successful completion of the unit. Outcomes
are normally expressed at typical or modal level (i.e. an ‘average’ student should attain all of the outcomes)
Disciplines where competence is essential use the threshold level (i.e. all students will attain each outcome).

A minimum of four and a maximum of six learning outcomes can be submitted per course unit.


https://www.qaa.ac.uk/the-quality-code/higher-education-credit-framework-for-england
https://www.qaa.ac.uk/the-quality-code/higher-education-credit-framework-for-england

Guidance on writing course ULOs is available here.

Further guidance regarding the enhancement of digital

literacy is available here.

Assessment Information

Course Unit Assessment Details

Please include all summative assessments for the unit. A new row should be used for each individual

assessment component. Please note that the assessment fields are required per assessment task.

Assessments must comply with the University Assessment tariff (a maximum of six summative tasks per 120

credits).

Guidance on assessment fields:

Section
Assessment

Category

Assessment
Description

Assessment
Weighting
Assessment
Mode
Marking Basis

Size/Duration

Unit ILOs
Assessed

Must Pass?

Description
Select the overall category for the assessment component type e.g. Examination (EX),
Coursework (CW), Practical/Performance/Applied Assessment (PR),
Placement/Professional Practice assessment (PP), Dissertation/Capstone/Major Project
(DP).

Select the specific nature of the task (e.g. unseen examination, coursework essay, portfolio).
Each Assessment Description is linked to a relevant Assessment Category e.g.
EX/CW/PR/PP/DP.

The weighting of the assessment component, expressed as a percentage of the overall
assessment for the course unit.

Indicate whether the component is assessed individually, as a group, mixed or not
applicable.

Indicate whether the assessment component is numerically graded or will be graded as
pass/fail.

State the word count; length of examination; expected number of hours of student effort.
This information is indicative and should not be too prescriptive.

List the Course Unit Intended Learning Outcome(s) linked to the assessment.
Minor redistribution is permissible where all approved ILOs remain appropriately assessed
and the overall assessment architecture is unchanged.

Indicate whether students must pass the component.

Reassessment Principles

Referred/resit assessment(s) must be designed to assess the UILOs but do not need to be the same format as
the original assessment. Please provide information on the reassessment principles and indicate whether the
reassessment(s) will enable a student to demonstrate meeting all UILOs.

Referral/resit assessments are not permitted in the final year of a Bachelors/Integrated Masters degree, unless
it is a requirement of a professional, statutory or regulatory body (PSRB) or the Education and Skills Funding
Agency (ESFA).

Regulatory/Assessment/Reassessment Exemptions

If the course unit is exempt from compensation in line with the Undergraduate or Postgraduate Taught Degree

Regulations, or if there are other regulatory requirements e.g. a minimum pass mark, please state ‘yes; and
provide a summary and brief rationale in cell B38.


https://documents.manchester.ac.uk/display.aspx?DocID=4713
https://www.staffnet.manchester.ac.uk/umitl/resources/delivering-blended-learning/digital-capabilities/
https://documents.manchester.ac.uk/display.aspx?DocID=13147
https://documents.manchester.ac.uk/display.aspx?DocID=29208

Whether a course unit is eligible for or exempt from compensation may vary by programme/plan.

Accreditation and Regulatory Requirements (if applicable)

Please indicate if the course unit is linked to any accreditation for the programme(s). If applicable, please
ensure that the course unit ILOs and assessments reflect any PSRB-specific requirements.

Course Unit Proposer Details

This will normally be the Programme Director. However, if the form is being completed and submitted by
another member of staff, they should include their job role within teaching and learning in this section. The
proposer’s contact email, Faculty, School and Department/Discipline should also be included.

Version Control

Please include the date that the course unit specification was created/updated.

Worksheet 2: CU Operational Specification

Course Unit Operational Information

Course Unit Code

This is the alphanumeric code containing the subject e.g. CHEM and the unique five-digit catalogue number
used to identify the unit. Course Unit codes are only generated following course unit approval. Following
approval of a new course unit, a code will be created and should be added to this field. /f the form relates to a
revised course unit, please include the existing Campus Solutions Course unit code.

The first digit of the code denotes the level of the course unit (e.g. 1,2,3 etc.). The final digit of the code denotes
the semesteritrunsin (e.g. 1, 2, or O for year-long course units).

Campus Solutions Course ID

This is the unique numeric code from Campus Solutions which is used to identify the course unit. Following
approval of a new course unit, a code will be created and should be added to this field. /f the form relates to a
revised course unit, please include the existing Campus Solutions Course ID.

First Effective Term
Indicate the academic term in which the course unit will first be delivered e.g. September 2027.
Semester of Delivery

Please indicate which semester the course unit will be delivered in. If the course unitis delivered outside of
the normal sessions, please select ‘other’ and provide further information in cell B8.

Named Course Unit Convenor/Coordinator/Director/Lead

Please provide the name and email address of the academic colleague who will have overall responsibility for
the course unit.

It will be necessary for the course unit convenor/coordinator/director/lead to work within their existing line
management structure, in addition to working collaboratively with the Programme Director(s) and other
teaching staff for the course unit.



Programme/Plan Relationships

Please indicate the academic programmes and plans to which this course unit contributes, including cross-
Faculty/School/Department programmes. For each programme/plan, please state if the course unitis:

Must be taken by students to achieve all required programme ILOs. Differs from
‘compulsory units’ as can be resat and compensated.

Compulsory Cannot be substituted and must be taken by students to meet the programme ILOs (see
pre-requisite course units). Compulsory units are not compensable but may be resat. If
compulsory units need to be passed at the first attempt, please state this in the
Additional Information field.

Optional Elective units which student can choose.

Free Choice Available to students across the School/Faculty/University. Use the additional
information field to indicate whether this is restricted to certain

programmes/Schools/Departments, or if there are any other criteria.

Please Note: Core and likely optional modules are considered as ‘material’ information to prospective and
current students. Whether a course unit is free choice or not may vary by programme/plan.

Any changes to core/compulsory/mandatory modules must have be discussed with and approved by the

programme director.

Scheduling and Delivery Information

Location of Delivery

Please indicate the location of delivery for the course unit (e.g. Manchester campus).

Teaching and Learning Activities for the unit

Please tick all applicable teaching and learning activities that will be delivered in the course unit.
Any specific timetabling needs outside of standard requirements

If yes, please list any specific timetabling needs outside of the standard requirements. Please indicate any
implications for timetabling and deviation from the university Timetabling Policy and Scheduling procedures, if

applicable.
Any non-standard Resources required to deliver the unit

If yes, please list any specific technical/library resources required to deliver the unit.

Amendments following initial Course Unit approval

Following the initial approval of a course unit, any changes to information that forms part of the CMA Material
information provided to students should normally be submitted via the Programme Amendment Process.
Programme Amendments are formal, approved changes to the structure or content of an existing academic
programme. Amendments may be necessary for practical, pedagogic or resource reasons. However, any
amendments must be balanced against the potential impact for applicants and registered students.

Any changes to core/compulsory/mandatory modules must be discussed with and approved by the relevant
programme director(s).


https://www.estates.manchester.ac.uk/services/timetabling/documentation&guidance/
https://www.staffnet.manchester.ac.uk/tlso/quality/programme-development/

Amendment

Type Description Example(s) Deadline
Minor Changes that don’t affect the o Change to course unit title, Full approval 6
material information required for semester of delivery months prior to
CMA compliance o Minor change in contact hours implementation
o Changes to unit ILOs,
adding/removing optional units
o Minor changes to assessment
Major Material changes that have o Material changes to ILOs which Full approval 6
implications for CMA compliance at affect programme ILOs months prior to
the offer stage. o Changes to additional costs implementation
Amendments in this category will o Major change to contact hours
require communications to be sent o Changing unit types
to offer holders and/or current (core/compulsory) including
students if changes occur after adding/removing units or
durable information has been sent change to credit value
to prospective students in May. o Changes to assessment that
shift the balance across the
programme
Significant | Material changes which have Full approval 18
implications for CMA compliance at months prior to
the student research and Not normally applicable to implementation
application stage. If changes are Course Unit amendments
made after the approval deadline,
applicants will need to be notified.

Pre-submission checklist

Prior to submitting the Course Unit Specification form, please ensure that you have:

v Consulted with your School C&P team (see contact details above)

v Discussed and agreed the proposed course unit specification at the relevant
Programme/Department/Divisional/School Committee(s).

v" Discussed any course unit-level amendments with the Timetabling/Scheduling team, as required, to
ensure that clashes are avoided for units that are linked (directly or indirectly). This step is vital if the
course unit is an option for students on multiple programmes within the same School and/or across
different Schools.

v" Confirmed that the unitis academically coherent at the stated level and credit rating

v" The Unit Learning Outcomes are assessable and collectively addressed through the summative
assessment design.

v Any material student commitment, regulatory exception(s), PSRB requirement(s) or delivery
dependency has been identified.

v Operational detail that may need routine updating has not been unnecessarily fixed in this
specification.




