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Short course proposal form template
This template can be used to collaborate on a short course proposal offline. It shows the questions, question labels and the type of answer required in the online short course proposal form. Some questions will only become visible in the form if relevant based on your previous answers – where applicable the conditions are also shown in the question column.
All proposals most be submitted through the online short course approval form: https://shortcourses.fillout.com/newcourse 
	Question
	Additional information
	Answer Type
	Answer text

	Key information

	Proposer’s name*	
	
	Text
	

	Proposer’s email address*
	
	email
	

	Department/Division*
	
	Single select
	

	Faculty
	
	Single select
	

	Course Leader
	
	Text
	

	Course title*
	
	Text
	

	Course category*
	- HE short courses either lead to HE credit or are designed for higher education students.
- Pre-HE short courses are primarily intended for learners under the age of 18.
- Non-credit-bearing short courses may be open or closed/custom and do not lead to any award of credit.
- MOOCs are online courses designed for a wide audience to engage in self-paced study.
For further guidance on course categories, please refer to the Short Course Approval Process and accompanying guidance.
If you are unsure which category to use contact shortcourses@imperial.ac.uk.
	Single select 
[HE, Pre-HE, Non-credit-bearing, MOOC]
	

	Course type
	
	Single select 
[micro-credential, existing module, HE summer school, pre-sessional, optional pre-sessional, outreach course, pre-HE summer school, MOOC, SPOC, short course (no credit), other, short course (credit), CPD course, After:hours, Executive Education Course].
	

	Consultation with IETL?
	For online asynchronous courses and those with substantial digital content, course proposers are advised to consult with the Interdisciplinary EdTech Lab (IETL) https://www.imperial.ac.uk/interdisciplinary-

Proposals for courses that are delivered primarily in async online mode will be referred to Lifelong Learning for review. If you have already consulted with IETL about the proposal please check this box.

	Check box
	

	Primary location of study
	
	Single select
	

	[Condition: Show when course category = HE]
Subject code
	
	Text
	

	Existing module?
	
	Check box
	

	[Condition: show when Existing Module? = checked]
Existing module title
	
	Text
	

	[Condition: show when Existing Module? = checked]
Existing module code
	
	Text
	

	Will the course be open or closed?
	Closed courses are those designed for a specific client where the client determines who will participate
Open courses are available to any qualified person

	Check box 
[open, closed]
	

	[Condition: show when Will the course be open or closed? = closed]
Client name
	
	Text
	

	Is the course aimed at learners under the age of 18?
	
	Check box 
[yes, no]
	

	[Condition: show when Is the course aimed at learners under the age of 18? = yes]
Safeguarding risk assessment completed?
	A safeguarding risk assessment must be completed for all courses aimed at under-18s. Forms and guidance can be found at: https://www.imperial.ac.uk/human-resources/compliance-and-immigration/safeguarding/
	Check box 
[yes, no]
	

	Course structure

	Course length (min)
	Enter the minimum length of time required to complete the course in hours, days or weeks. Specify the unit of time used.
	Text
	

	Course length (max)
	Enter the maximmum length of time required to complete the course in hours, days or weeks. Specify the unit of time used.
	Text
	

	Modes of study
	Intensive study refers to condensed periods of study where the expected learning hours significantly exceed those normally expected for full time study. This includes delivery models such as 'boot camps'.
	Check boxes [intensive, full time, part time, distance]
	

	Learning and teaching hours
	Enter the total number of hours of contact time and/or organised learning activities (including assessment)
	Text
	

	Independent study hours
	Enter the expected number of hours for independent and self-directed learning for the whole course
	Text
	

	[Conditional: show when course category = HE]
Placement hours
	Enter the expected number of hours spent on placement or engaged in work-based learning for the whole course
	Text
	

	Total notional learning hours
	Total of all learning, teaching, placement and independent study time
	Text
	

	[Conditional: show when course type = micro-credential or existing module or short course (credit)]
Credit value
	1 ECTS = 25 notional learning hours. Short courses should have a minimum value of 2.5 ECTS and a maximum value of 15 ECTS, in multiples of 2.5 ECTS
	Text
	

	[Conditional: show when course category = HE]
FHEQ level
	Level 4 (equivalent to year 1 Bachelor's/CertHE)
Level 5 (equivalent to year 2 Bachelor's/DipHE)
Level 6 (equivalent to year 3 Bachelor's)
Level 7 (postgraduate)
Level 9 (doctoral)
	Check box 
[4,5,6,7,8]
	

	Rationale for the course

	Rationale for the course
	Outline the rationale for the course, including commentary on:
- market need
- competitor courses
- business case
- EDI and access to higher education
- other benefits aligned to Imperial's strategy

For HE courses, MORA should be contacted in the early stages of development to assist with market analysis
	Text (long)
	

	Marketing, recruitment and admissions

	Cohort start months
	Select all that apply
	Multiple select [January, February, March, April, May, June, July, August, September, October, November, December]
	

	First intake date
	If the exact start date is not known please enter an approximate date.
	Date
	

	Marketing and recruitment strategy
	
	Text (long)
	

	Admissions process
	
	Text (long)
	

	Entry requirements (academic/experiential)
	
	Text (long)
	

	Entry requirements (English)
	
	Text (long)
	

	Proposed fees
	
	Text
	

	Minimum cohort size
	
	Text
	

	Maximum cohort size
	
	Text
	

	Projected first cohort size
	
	Text
	

	Course specification

	Course overview
	State the purpose and key features of the course as succinctly as possible for prospective learners. Include in the description:
- Course content
- The kinds of discipline specific knowledge and generic skills students may acquire in taking the course
- How employability skills are developed / reasons for taking the course
- An explanation of how the course is structured (including any attendance requirements)
- Target audience(s) for the course
	Text (long)
	

	Learning outcomes
	Outline the knowledge, skills and behaviours that learners will be expected to demonstrate by the end of the course
	Text (long)
	

	Indicative timetable
	Include details of the timing and duration of the course together with an indication of the expected overall workload.
For example:
'This is a blended course designed to be completed over 3 months, with most learning taking place online and two in-person sessions at Imperial, running from 10am – 5pm. There will be one synchronous session per week, which will be recorded for those unable to attend live. All other learning will be asynchronous (self-paced).'
	Text (long)
	

	Learning and Teaching and Delivery Methods
	Provide a summary of the different types of learning activity involved in the course e.g. live online lectures, peer discussion forums, group tutorials, design sprints etc.
	Text (long)
	

	Online learning/delivery platform
	If the course involves any online learning please indicate where this will be hosted
	Text (long)
	

	Will the course be assessed?
	
	Check box 
[yes, no]
	

	[Conditional: show of will the course be assessed = yes]
Assessment strategy (overview)
	
	Text (long)
	

	[Conditional: show of will the course be assessed = yes]
Assessment security (online)
	How will assessment security arrangements mitigate possible academic misconduct?
	Text (long)
	

	[Conditional: show of will the course be assessed = yes]
Embedded table
	Add details of up to 4 assessment tasks using the subform
	For each record:
Description (text)
Type (single select 
[Examination, Coursework, Practical])
Incoming weighting (text)
Must pass? (check box)
Grade mode (single select [Pass/Fail, Numeric])
Pass mark (single select [40%, 50%, Pass]

	

	[Conditional: show of will the course be assessed = yes]
Reassessment arrangements
	Include information about the timeframe and arrangements for reassessment should the learner fail to meet the pass mark
	Text (long)
	

	Feedback arrangements
	
	Text (long)
	

	Supporting information

	What resources are required?
	Provide an overview of the resources required to deliver the course and any plans or arrangements already in please to meet these needs. Include a brief summary of the resource requirements in relation to:
- space
- people
- IT
- equipment
- resources shared with other courses

Resource requirements should be discussed with the relevant departments/services prior to departmental approval
	Text (long)
	

	IP and copyright
	Are there any expected issues with IP or copyright in relation to learning materials? Guidance is available from the library: https://www.imperial.ac.uk/admin-services/library/learning-support/copyright-guidance/copyright-for-lecturers/

Where working with 3rd parties to deliver courses, course proposers should determine who will retain ownership of the materials used. 
	Text (long)
	

	What type of learner support is required?
	Summarise the required learner support and the plans in place to meet this, including:
- pre-course information
- IT access
- library access
- tutorial support
- other support requirements
Learner support requirements should be discussed with the relevant departments/services prior to departmental approval.
	Text (long)
	

	Course evaluation arrangements
	Summarise the arrangements in place to monitor and evaluate the course following approval.
	Text (long)
	

	Terms and conditions
	Provide a link to the relevant terms and conditions for learners joining this course
	Text
	

	Accreditation and partnerships

	Will the course be externally accredited?
	Check the box if you have or will be seeking accreditation for the course from a PSRB or other accrediting body.
	Check box
	

	[Conditional: Will the course be externally accredited? = true]
External accrediting body/bodies
	Provide the name of the external accreditor(s) and summarise any additional action needed to meet its requirements

	Text (long)
	

	[Conditional: Will the course be externally accredited? = true]
Accreditation period
	
	Text
	

	Does the course involve partnership with another organisation?
	If the course will be designed, delivered or assessed in partnership with an external organisation, check this box.
	Check box
	

	[Conditional: Does the course involve partnership with another organisation? = true]
Partner name
	Enter the name of the partner for the course
	Text
	

	[Conditional: Does the course involve partnership with another organisation? = true]
Partner involvement
	Summarise the partner's involvement in the design, delivery and assessment of the course.
	Text (long)
	

	[Conditional: Does the course involve partnership with another organisation? = true]
Partner due diligence
	Indicate what due diligence has been completed on the partner, referring to the university's Partnerships Policy: https://www.imperial.ac.uk/admin-services/governance/policies-and-guidance/relationships-policy/
For courses delivered collaboratively with a partner, please complete the collaborative provision due diligence form: 

	Text (long)
	

	[Conditional: Does the course involve partnership with another organisation? = true]
Has the partnership been approved?
	Which committee or individual has approved the partnership within the faculty or central department?
	Text
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