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Introduction 
 

 

From September 2013 through to May 2014, we will be embarking together on the next 

phase of the Common Awards approval process.   

 

During this period, Durham University and the Ministry Division will be working together to conduct 

a series of ‘validation visits’ to each Theological Education Institution (TEI) that proposes to deliver 

programmes from 2014 onwards. 

 

This Briefing Pack has been designed to provide information and guidance to help TEIs prepare for 

their validation visits.   

 

When preparing for your visit, one of the major activities will be to collate and produce documents 

to submit to Durham University and the Ministry Division.  This Briefing Pack provides a definitive 

list of the documents you will need to submit.   

 

To minimise the administrative burden on TEIs, we have tried to ensure that, wherever possible, 

the documentation you are asked to submit is based on existing documents.  There are, however, 

several documents you will need to produce for the approval process: a Self-Evaluation Document 

(SED); programme regulations; new module outlines (if applicable); a request for transitional 

arrangements (if applicable).  With this Pack, you will have access to a collection of templates 

that are designed to help you produce these documents and prepare for your visit.  

 

This Briefing Pack should provide all the information you need to start preparing for your validation 

visit.  If you need more information, please feel free to contact the Common Awards Team (details 

below). 

 

As you will be aware, the Common Awards Launch Event will be taking place in Durham from 

10:30-16:30 on 16th September 2013.  This event will provide an opportunity for you to find out 

more about the approval process.  We hope to see you there. 

 

 

 

If you have any questions, please contact Durham University’s Common Awards Team: 

common.awards@durham.ac.uk 

 

 

 

mailto:common.awards@durham.ac.uk
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Validation visits 
 

 

All TEIs proposing to offer programmes from 2014 onwards will undergo a ‘validation visit’ 

before May 2014.   

 

Each validation visit will be conducted by a small team that will explore the proposed partnership 

with Durham University, and the proposed programmes to be delivered by the TEI.   

 

During the visit, the validation team will meet key staff and student representatives in the TEI.  The 

purpose of these meetings will be to gather more information and explore key areas of interest 

identified in the documentation submitted by the TEI.   

 

After the visit, the team will produce a written report that will recommend whether to enter into a 

partnership agreement (validation contract) with each TEI, and whether to approve the 

programmes proposed by the TEI.  Finally, the validation team’s report and recommendation will 

be considered formally by Durham University.  The outcome will be reported to the TEI at the 

earliest possible opportunity. 

 

 
 

An indicative schedule of visits has been sent to all TEIs for comment.  Given the extent and 

complexity of the process, and the need to ensure that we can accommodate all TEI visits, there is 

limited flexibility with visit dates.    

Purpose  
 

The validation visits have three main purposes: 

 

1. to explore the proposed partnership, including (but not limited to): 

 the academic, financial, and legal status of the TEI (‘due diligence’); 

 alignment to the University’s quality and standards frameworks; 

 the TEIs capacity to deliver the awards (with specific attention being given to the 

appropriateness of learning resources and staffing); 

2. to explore the proposed programmes, including (but not limited to): 

 programme structure and design, with reference to the programme specifications; 

 methods of teaching and assessment; 

 learning resources and facilities; 

 academic and welfare support for students; 

 quality management processes, including those for student engagement; 
 

3. to consider the rationale for proposed transitional arrangements (if applicable). 
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Relationship to Stage 1 approval 
 

 

The Common Awards framework is designed to promote consistency so that TEIs can deliver 

programmes that achieve a single set of programme learning outcomes and adopt common design 

principles, while retaining flexibility in programme structures and module choice.  To achieve this, 

the approval framework for the Common Awards will take place in two stages.  

 

 
 

This Briefing Pack provides information about the Stage 2 validation visits

Stage 1: Approval of Common Awards Framework 

 

(Approval of: partnership with the Archbishops’ Council; programme specifications; portfolio of modules; 

mapping of module learning outcomes against programme learning outcomes; indicative programme 

structures.) 

The proposed partnership with the Archbishops’ Council was approved by Durham University 

in March 2013. 

The proposed programme will be considered at a panel meeting on 10th September 2013, and 

at Durham University’s Quality and Standards Sub-Committee (QSSC) on 17th October 2013.   

Please note that some changes may be required to the proposals and/or documentation 

following consideration at these meetings. 

 

Stage 2: Validation visits to TEIs 

 

(Validation visits to each TEI to evaluate: specific programme structures; delivery; assessment; capacity 

of TEI to deliver the programme [e.g. staffing, learning resources].) 

 

Each TEI will undergo a validation visit.  The validation teams will explore: 

1. the proposed partnership, including: 

o the academic, financial, and legal status of the TEI; 

o the TEIs capacity to deliver the awards (e.g. staffing and learning resources); 

2. the proposed programmes against the approved programme specifications, including: 

o programme structure and design; 
o methods of delivery and assessment; 
o academic support; 
o learning resources; 

3. where applicable, proposals for transitional arrangements. 
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Relationship to church curriculum approval 
 

 

The Ministry Division, the Quality in Formation Panel, and Durham University are working together 

to integrate our processes and minimise the administrative workload for TEIs.  We aim to make this 

a single joined-up experience for TEIs. 

 

The validation arrangements will bring together: 

 the church curriculum approval of ministerial pathways; 

 Durham University’s approval of the partnerships with TEIs, and the programmes the 
TEIs propose to offer. 

 

Documentation 
 

As you prepare for your validation visit, you will be deciding which programmes and modules you 

propose to offer from September 2014.  These proposals need to be approved by the 

appropriate church bodies in advance of your validation visit. 

 

Church curriculum approval will focus on ensuring that: 

 proposed pathways for ordinands and readers/licensed lay ministers meet the respective 
set of church learning outcomes; 

 there is balanced coverage of the main ‘streams’ or strands of the ministerial curriculum 
in such pathways (see Shaping the Future, Church House Publishing, 2006, pp.73-77.) 

 

Approximately one month before your validation visit, you will need to submit your ministerial 

pathway proposals to the Ministry Division.  (This submission deadline will be indicated on Durham 

University’s schedule of validation visits.)  Your proposals will be considered by a small team 

working on behalf of the Quality in Formation Panel.  Should any issues arise from your proposal, 

these will be communicated to you immediately by the Secretary of the Quality in Formation Panel.  

 

A member of the Ministry Division (usually the Secretary of the Quality in Formation Panel) will be 

an observing member of the validation visit teams. 

 

Questions 
 

The Ministry Division will be issuing further guidance on the format for church approval of 

ministerial pathways.  If you have any questions about proposals for ministerial pathways, please 

contact Dr David Way, Secretary of the Quality in Formation Panel: 

 

Email:   david.way@churchofengland.org Telephone: +44(0)20 7898 1404 

 

http://www.churchofengland.org/media/56876/Shaping%20the%20future.doc
mailto:david.way@churchofengland.org
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Criteria for validation 
 

 

The validation team will gather information to help them form a recommendation as to whether the 

University should approve the proposed partnership with the TEI, and the programmes the TEI is 

proposing to deliver.   

 

The team will use the full range of information available to it when considering the proposed 

partnership and programmes.  This will include: the documentation provided by the TEI in advance 

of the visit (including the SED); the information gathered during the visit to the TEI (primarily during 

meetings). 

 

The team’s decision will be made in line with the University’s approved criteria for approving 

partnerships and programmes (extracts below).   

 

Criteria for partnership approval 
 

(Extract from:  http://www.dur.ac.uk/learningandteaching.handbook/9/9.3/) 

 
2. In respect of the proposed partner the full proposal must satisfy the University: 

a) that the prospective partner organisation can contract legally with the University; 

b) that the prospective partner organisation is financially stable; 

c) that the mission and educational objectives of the proposed partner are consistent with those of 
the University; 

d) of the overall academic standing of the prospective partner organisation in relation to its 
designated role ; 

e) that the prospective partner organisation has experience of delivering comparable programmes 
at a similar level, or is capable of delivering programmes at that level; 

f) that, where the proposed partner organisation is known to have or have had previous 
relationships with other UK awarding institutions, it has an acceptable record of partnership with 
other institutions; 

[…] 

3. In respect of the proposed partnership, the full proposal must satisfy the University: 

a) of the robustness of the overall quality control and assurance procedures governing the 
partnership; 

b) of the adequacy of overall provision for academic and pastoral support and guidance; 

c) of the adequacy of the overall learning support and infrastructure in relation to the ability to meet 
requirements for awards; 

d) of the adequacy of overall staffing (academic and support) in relation to the ability to meet 
requirements for awards; 

e) that appropriate mechanisms are in place to ensure the accuracy of all public information, 
publicity information and promotional activity relating to the partnership. 

[…] 

http://www.dur.ac.uk/learningandteaching.handbook/9/9.3/
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Criteria for programme approval 
 

(Extract from: https://www.dur.ac.uk/learningandteaching.handbook/3/3/2/) 

 

3. New programme proposers must demonstrate that the proposed programme: 

a) meets the standards of the University as defined by its qualification descriptors, level 
descriptors and assessment criteria; 

b) has intended learning outcomes that are appropriate to the subject benchmarks; 

c) has a curriculum design appropriate to the intended learning outcomes, and to the target 
student body; 

d) will employ modes of learning, teaching and assessment which will enable the learning 
outcomes to be achieved by the typical students and that achievement to be measured; 

e) has appropriately addressed the University's Principles for the development of the taught 
curriculum; 

f) will have appropriate arrangements for student support, including students with disabilities; 

g) will be subject to appropriate quality management procedures; 

h) has the support of relevant external bodies and advisers; 

i) will be appropriately resourced.  

 

 

 

https://www.dur.ac.uk/learningandteaching.handbook/3/3/2/
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Visit timeline 
 

 

Please note that this is a rough guide to give you an indication of the key stages in each 

validation visit.  The timeframes in this table are, therefore, broad ranges.  We will be able to 

provide more specific timeframes for your own validation visit once the schedule of visits has been 

finalised. 

 

Visit  -4 weeks 

TEI submits ministerial pathways proposal to Ministry Division 

TEI submits documents to Durham University: 
(common.awards@durham.ac.uk)  

Durham University collates and copies the documentation pack, and 
circulates it to the validation visit team members, the external subject 
specialist, and relevant professional services staff (for specialist input) 

Visit  -3 weeks 
The external subject specialist and relevant professional services staff 
provide feedback on the documentation.  This is circulated to all members 
of the validation visit team 

Visit  -2 weeks 
TEI and Durham University confirm the final timetable and other 
arrangements for the visit, including: meeting times; room bookings; 
names of people attending each meeting 

R E V I E W   V I S I T  

Visit  +2 weeks Validation visit team finalises the report 

Visit  +2-8 weeks Report considered by Stage 1 approval panel 

Visit  +5-10 weeks 

Approval panel’s recommendation is considered by the Quality and 
Standards Sub-Committee (scheduling permitting) 

Outcome of QSSC reported to TEI at earliest possible opportunity 

 

 

 

 

 

mailto:common.awards@durham.ac.uk
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Membership of visit teams 
 

 

Each validation visit will be conducted by a small team comprised of Durham University staff 

members, a member of the Ministry Division and, in some cases, an external subject specialist 

assessor. 

 

The typical membership of visit teams is indicated below.  We will confirm the precise membership 

of the team with each TEI before their visit commences. 

 

 

 
Team members 

 

 A senior member of the Department of Theology and Religion, usually the Chair 
in Theology and Ministry (Chair) 

 A member of Durham University’s academic or administrative staff 

 A member of Durham University’s Academic Support Office (also producing the 

report of the visit) 

 The external subject specialist assessor (although normally the University will seek 

their input in writing to inform the validation visit and subsequent report) 

 A member of the Ministry Division, usually the Secretary of the Quality in 
Formation Panel (observer) 
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Indicative timetable 
 

 

A typical validation visit to a TEI would take place from 10:00-16:30 (6.5 hours).   

 

The precise timings and order of meetings for the validation visit will be discussed with each TEI.  If 

you have any preferences for your visit, please let us know as soon as you can. 

 

TIME ELEMENT BRIEF DESCRIPTION 

09:45-10:00 Team arrives  Team to convene 

10:00-10:30 
Introductions and presentation 
from the TEI 

 

Welcome and presentation from  the TEI, 
providing an overview of the proposals: the 
proposed programmes, student resources, 
student support, etc. 

10:30-11:30 

Meet with Senior Management  

(to include the Principal and other 
senior staff, such as the Registrar and 
academic administrator [or equivalent] 
and the librarian [or equivalent]) 

 
Focusing on: management structure; 
learning resources; staffing; financial and 
legal issues 

11:30-13:30 

Meet with Programme Team  

(to include the director of studies [or 
equivalent] for each of the proposed 
programmes) 

 
Focusing on: programme design; teaching 
and learning; assessment; learning 
resources; student support 

13:30-14:15 Lunch  Team to convene and discuss findings 

14:15-14:45 

Meet with Students 

(to include representative students 
from current undergraduate and [if 
applicable] postgraduate programmes) 

 
Focusing on: the student experience; 
student engagement; learning resources 

14:45-15:45 
Meet with Programme Team  

(as above) 
 

Focusing on: quality management; 
published information; student 
representation; annual review; progression 

15:45-16:30 

Final Questions  

(this meeting might include the 
Registrar [or equivalent] or other senior 
administrators) 

 
An opportunity for the review panel to ask 
any questions not yet addressed 

16:30 Team departs   
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Existing documents 
 

8. CVs of teaching staff (or a table summarising the relevant information)  (see guidance in Template T9);  

9. your Learning and Teaching Strategy, Mission Statement (or equivalent); 

10. your published annual reports and financial statements; 

11. recent annual review documentation provided to your current awarding body; 

12. complaints policy or a summary of the procedure; 

13. your previous quality assurance report(s) from Ministry Division; 

14. your previous quality assurance report(s) from your current awarding body; 

15. if applicable, previous report(s) from QAA where available; e.g. Educational Oversight Report. 

 

Church curriculum approval documents 
 

16. Ministerial pathways proposal (Template T10). 

 

Documentation 
 

 

Approximately one month before your validation visit, you will need to submit a pack of 

documentary evidence to Durham University.  Once received, the documents will be sent to the 

validation visit team and Durham University professional services staff.  The documents will be 

reviewed to identify areas for the team to explore further during their visit.  You will also need to 

send your ministerial pathways proposal to the Ministry Division.   

Our documentation checklist should help you collate the documents (Template T1).   

 

Please send Documents 1-15 (& any other supporting documents) to:   

common.awards@durham.ac.uk 

 

New documents  
 

1. a reflective Self-Evaluation Document (SED)  (Template T2); 

2. programme regulations for each proposed new programme  (Template T3); 

3. module overview document  (Template T4); 

4. curriculum mapping document  (Template T5); 

5. if applicable, module outlines for new modules that have not yet been approved  (Template T6); 

6. if applicable, indicative module reading lists for any modules that do not have specified reading 

lists in the Stage 1 module outlines  (Template T7); 

7. if applicable, request for approval of Accredited Prior Learning (APL) during the transitional year  

(Template T8). 

 

 

mailto:common.awards@durham.ac.uk
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Self-Evaluation Document (SED) 
 

 

The Self-Evaluation Document (SED) is a form that has been designed to enable you to provide all 

the information that the validation team needs to prepare for the visit.   

 

The SED has two parts: 
 

 

 

 

 

 

 

 

 

 

 

 

Advice on completing the SED 
 

 One of the main purposes of the SED is to gather information about the programmes you 

intend to offer.  The information you provide will, therefore, supplement the overarching 

programme specifications.   

 When completing the SED, please cross-refer to the relevant programme 

specifications to provide specific detail about the general descriptions and expectations 

contained in the programme specifications.   

 Each TEI should complete one SED to cover all the proposed programmes.  In 

some sections, you might need to make statements that are specific to a particular 

programme; for example, if placements are offered on one programme but not another. 

 Where relevant, feel free to append supporting documents.  It would be helpful if you could 

number any appendices and refer to these within the text of the SED. 

 The SED template includes guidance in ‘greyed out’ text.  To complete each section, simply 

click on the ‘greyed out’ text and you will be able to overwrite the guidance. 

 There are several tables within the SED.  If you need to add a row to the end of a table, 

place the cursor in the final column of the final row and select the ‘tab’ button. 

 Some of the templates include tick-boxes like this: .  To ‘tick’ a box, highlight it and right 

click your mouse.  Select ‘Properties’.  Under ‘Default Value’, select ‘Checked’.  Select ‘Ok’.  

The ‘ticked’ box will look like this: .  Alternatively, simply place an ‘X’ beside the box. 

 

PART 1:  

THE PROPOSED PARTNERSHIP 

A: Overview of proposal 

B: Status of proposed partner 

C:  Proposed partnership 

 

PART 2:  

THE PROPOSED PROGRAMMES 

D: Programme structure 

E: Assessment 

F: Other aspects of programme design 

G: Student support 
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Templates  
 

 

We have developed a pack of templates to help you collate and produce the documentation in advance of your validation visit.    

 

LIST OF TEMPLATES 

T1 DOCUMENTATION CHECKLIST 
This checklist will help you collate the relevant documentation.  You may submit this document as a ‘contents list’ for 
your documentation submission. 

T2 SELF-EVALUATION DOCUMENT (SED) All TEIs must complete one SED to cover all the proposed programmes. 

T3 PROGRAMME REGULATIONS 

This template is designed to help you present the structure of each proposed programme, including: core and optional 
modules; pathways; progression, etc.  You are welcome to use this template, but you might prefer to use a different 
format or diagrammatic structure.  Please make sure that you cover all proposed programmes. 

T4 MODULE OVERVIEW DOCUMENT Please complete one table for each proposed programme. 

T5 CURRICULUM MAPPING DOCUMENT Please complete one table for each proposed programme. 

T6 NEW MODULE OUTLINES TEMPLATE 

TEIs only need to complete this template if they are proposing to introduce new modules that were not considered for 

approval at the Stage 1 approval in September.   

This template has been designed to help you provide all the information we need to consider approving proposed new 
modules.  You are welcome to use an alternative format for your module outlines, but your submission must provide 
information on all the areas included in this template. 

T7 INDICATIVE MODULE READING LISTS 

Some of the Stage 1 module outlines do not specify indicative reading lists.  This is to allow TEIs to determine the 
specific focus of the module within the framework set out in the module outline.  If you intend to offer these modules, 
you will need to provide indicative reading lists.  This template has been produced to help you provide the information. 

T8 APL REQUEST 

Some TEIs have indicated that they would like to request transitional arrangements to allow students in 2013/14 to 
transfer more than one-third of the credits from their previous programme.  If you wish to make a request to be 
considered by the University, please complete this template in full. 

T9 STAFF CV SUMMARY TABLE 
TEIs need to provide information about the qualifications and experience of all their academic staff.  You may wish to 
submit short staff CVs with your pack of documents.  Alternatively, you can complete this summary table. 

T10 
GUIDELINES FOR CHURCH 
CURRICULUM APPROVAL 

This template is currently in progress.  It will provide guidance to help TEIs produce documentation for church 
curriculum approval. 

 


