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Quality Criteria for Student Program Guides (SPGs)
The Quality Criteria set out in this document provides an overview of quality standards for writing, reviewing and approving the Student Program Guide (SPG).   It is intended to be used by:

1. School staff, both TAFE and HE, designated with responsibility for writing and reviewing the SPGs, and 

2. College staff responsible for approving of the SPGs, both TAFE and HE, for publication.
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TERMINOLOGY
The following terms and abbreviations are used in this document:

Program Guide System (PGS): 

The PGS is university data system containing two modules: the Enrolment Program Structures (EPS) and the Student Program Guide (SPG)
Student Program Guide (SPG):
The SPG contains program specific information for prospective and current students.  It is published on the web as the university handbook.

Academic Registrars Group (ARG):
The Course and Program Administration Group of the ARG is responsible for course and program administration for both TAFE and HE programs.

RESOURCES

Resources to be used in conjunction with this Criteria include:

· Guidelines for HE Student Program Guide (SPG) Publication 
(referred to as the “HE Guidelines” or “Guidelines”)  
Guidelines for developing content for SPGs for HE programs, or
· Guidelines for TAFE Student Program Guide (SPG) Publication 
(referred to as the “TAFE Guidelines” or “Guidelines”
Guidelines for developing content for SPGs for TAFE programs.

· Student Program Guide (SPG) How-to Guide 
(referred to as the “How-to Guide”)
Instructions on how to use the Program Guide System (PGS). 

· ARG Course and Program Development website
http://www.rmit.edu.au/academic-registrar/courseadmin
Academic Registrars Group (ARG) Guidelines for HE and TAFE program approval processes.
· Program Guide System website
http://www.rmit.edu.au/staff/programguides
· College web sites
Refer to your college web site for information regarding your college approval processes.
QUALITY CRITERIA FOR TAFE AND HE STUDENT PROGRAM GUIDE (SPG): 
If you are writing, reviewing or approving an SPG you will need to refer to SECTION 1 and either SECTION 2 (TAFE) or SECTION 3 (HE) below:
SECTION 1: TAFE and HE programs.  It applies to the entire SPG (i.e. to all PGS fields).
SECTION 2: TAFE programs.  SECTION 2 criteria is specific to the PGS field as specified in the left hand column of the table.

SECTION 3: HE programs.  SECTION 3 criteria is specific to the PGS field as specified in the left hand column of the table.
SECTION 1:  TAFE and HE Programs

The Quality Criteria specified in Section 1 is for both TAFE and HE programs and applies to the entire SPG.
Each quality requirement, criteria and standard listed in the following table needs to be met in each and every field of the SPG and for all programs.  A checklist is provided to assist both school staff with writing or reviewing and college staff responsible for approving the SPG.
	Quality Requirement for both TAFE and HE
	Quality Criteria
	Quality Standard Checklist for both TAFE and HE
	Feedback   
FOR USE BY COLLEGE APPROVERS ONLY

	Student-centredness
	The document is written with the program’s students as its primary audience.  The document is inclusive of all prospective students and students undertaking the program (i.e. the diverse needs of students need to be catered for.)
	· Prospective and current students are addressed in the second person (i.e. using ‘you’ instead of ‘student’).


· The language is accessible for students who do not have a detailed knowledge of RMIT programs.
· The language is personalised (i.e. rather than abstract, as if being addressed to individual students.)

· There is no jargon or specialised terminology. If it cannot be avoided, a contextualised example is given. 
· Content is inclusive of all prospective and current students (e.g. international and local, special needs, Non English Speaking Background (NESB), mature age). 

· Content has been considered from the point of view of student needs and any feedback from students (e.g. acquired through focus groups) has been taken into account.

	

	Educational Quality
	Reference is made to underlying principles of learning and teaching
	· Criteria in SECTIONS 2 and 3 (below); Capabilities Statement, Capabilities Matrix and Learning and Assessment, have been adhered to.
	

	Succinctness / presentation
	Content is presented in a clear and concise style, which enables students to easily access the information they require.
	· Content is clearly and concisely presented. 
· Content is not repeated unnecessarily.

· Content is located in the correct field according to the Guidelines. 

· Where tables are used instructions in the How-to Guide have been followed.

	

	Provision of details for Program Administration 
	Full and accurate details are provided to enable administration processes to be set up: 
ARG data requirements are set out in the Guidelines.  

Colleges may require additional data.  Check your college web site or contact your College SPG representative for details.

	· The Program Details field has been completed in accordance with Section 2 below. 

· College specific requirements have been completed.

· Accompanying documentation is ready to be forwarded on submission of SPG (e.g. Course Guide Part A form).
	

	Publication
	The SPG meets university standards for publication for the general public (i.e., standard for publication on the web).

Refer to: Web Standards at http://www.rmit.edu.au/help/webstandards/,and the RMIT Style Guide at

http://www.rmit.edu.au/help/publishing-standards/writing
	· All content is appropriate for general public access.
· The document has been proofread and any grammatical, spelling, punctuation or keying errors have been corrected.

· URLs (links) have been tested and are directing students to the required location.
	

	Completeness & Accuracy
	All the information required by students is included and accurate.
	· All sections in the document are complete.

· All information provided has been checked for accuracy before submission for publication.

· All information is intelligible, reliable, useful and succinct.
· A procedure is in place to update the SPG as information becomes outdated.
	

	Compliance with RMIT Policy and Procedures
	The information in the SPG is compliant with RMIT Policies and Procedures. 
	· RMIT Policies and Procedures have been adhered to.
· Reference has been made in the SPG to RMIT Policies and Procedures where students may need to reference further details.
	


SECTION 2:  TAFE Programs

The TAFE Programs Quality Standard Checklist is intended for use in the writing, reviewing and approval processes.  The Quality Criteria, set out in this section, applies to specific fields as they appear, for TAFE Programs, in the in the Student Program Guide (SPG).  Each SPG field from the PGS is listed alongside quality criteria and standards for that field.  A column is provided for College staff approving the SPGs to provide feedback.

Note that the Criteria in the table below are IN ADDITION TO the Criteria in Section 1 above which applies to ALL fields.

(Refer to SECTION 3 below for the Quality Criteria for HE Programs.)
	Specific TAFE SPG Fields
	TAFE Quality Criteria
	Quality Standard Checklist for TAFE
	Feedback   
FOR USE BY COLLEGE APPROVERS ONLY

	Program Guide Details
	Provide details not already uploaded from PeopleSoft. 
	· Fields entered via PeopleSoft have been checked for accuracy.

· Fields entered via PGS into the SPG are accurate.
	

	External Accreditation and Industry Links


	Give details of the external accreditation body or explain why the program is not externally accredited.


	· If there is no accreditation this has been stated.

· The full name of the accrediting body and their location is given.

· The body’s URL is given (if available).

· The program’s connection to industry has been described.
	

	Objectives of the Program

	State briefly why the program is being offered.
	· The overall purpose of the program has been described.

· The relationship of the program to the graduate’s success in local and global professional and community contexts has been described.
	

	Statement on Competency –based Training
	
	· Template text has been copied and pasted from the Training Package.

	

	Employability Skills
	
	· Content has been copied and pasted from Specific Qualifications in Training Package.
	

	Program structure

	Check the complete structure of the program has been uploaded from PeopleSoft.
	· The Program Structure has been uploaded from PeopleSoft.

· The Program Structure is accurate.


	

	 Work Integrated Learning
	Inform students of the key features of their WIL experiences and how they contribute to the program’s learning goals (i.e. competency and capability development).
	·  Template has been copied and pasted from the Guidelines (except for Apprenticeships and Traineeships)
Note: may need to be paraphrased so it is written with the program’s students as its primary audience
	

	Approach to Learning and Assessment
	
	· Content has been copied and pasted from Teaching and Learning Strategy in the Implementation Plan.
	

	Articulation and Pathways
	
	· Consultation has taken place with other schools.
	

	Entrance requirements


	Entrance requirements for school leavers and for those other than school leavers should be identified. Any differences between full-time and part-time students or between on-shore and off-shore students should be justified.  


	· ALL entry paths have been included: local, RMIT Vietnam, international onshore and international offshore.

· English language requirements are detailed.

· Local entrance requirements mirror the VTAC Guide entry.

· Training Package prerequisites are included
	

	Library, IT and specialist resources


	Support that may be accessed by students.
	· Content has been copied and pasted from the template provided in the Guidelines.

· Any additional resource information for this program has been added to the template text.
	

	Student expenses and charges

	Information on fees that are levied in addition to standard fees. 

	· Any additional expenses have been added to the template text in the SPG.
	

	Program Transition Plan

	If applicable, a clear transition plan is provided.


	· Information has been provided on ALL transition arrangements for students.

· Course equivalents for old, new or renewed programs are provided.

· Transition processes are provided for local and international students.
	


SECTION 3:  HE Programs
The HE Programs Quality Standard Checklist is intended for use in the writing, reviewing and approval processes.  The Quality Criteria, set out in this section, applies to specific fields as they appear, for HE Programs, in the in the Student Program Guide (SPG).  Each SPG field from the PGS is listed alongside quality criteria and standards for that field.  A column is provided for College staff approving the SPGs to provide feedback.
Note that the Criteria in the table below are IN ADDITION TO the Criteria in Section 1 above which applies to ALL fields.

(Refer to SECTION 2 above for the Quality Criteria for TAFE Programs.)
	Specific HE SPG Fields
	HE Quality Criteria
	Quality Standard Checklist for HE
	Feedback   
FOR USE BY COLLEGE APPROVERS ONLY

	Program Guide Details
	Provide details not already uploaded from PeopleSoft. 
	· If PeopleSoft fields are to be changed a Higher Education Draft Program Details Form has been sent to the ARG.

· Fields entered via PeopleSoft have been checked for accuracy

· Fields entered via PGS into the SPG are accurate..
	

	External Accreditation and Industry Links


	Give details of the external accreditation body or explain why the program is not externally accredited.


	· If there is no accreditation this has been stated.

· The full name of the accrediting body and their location is given.

· The body’s URL is given (if available).

· The program’s connection to industry has been described.
	

	Objectives of the program

	State briefly why the program is being offered.
	· The overall purpose of the program has been described.

· The relationship of the program to the graduate’s success in local and global professional and community contexts has been described.
	

	Statement of Capabilities
	Describe:

1. the knowledge, skills and abilities that a student is expected to have acquired before graduation

2. the significant academic and community consultation that contributed to the development of the capabilities
	· The knowledge, skills and abilities a student is expected to have acquired by graduation are included.

· Information in the capabilities matrix is reflected here.

· Statements are expressed in terms of what the student will be expected to do.

· A description of the involvement of key stakeholders is included. 
	

	 Program Capabilities Matrix


	Map the skills and dimensions identified in the statement of capabilities field.

Note: This is not visible to the student.
	· Identifies specific courses where capabilities listed in the Statement of Capabilities will be developed.
· The matrix and the Statement of Capabilities have been conjointly reviewed and signed off by the school. 
	

	Program structure

	Check the complete structure of the program has been uploaded from PeopleSoft.
	· The Program Structure has been uploaded from PeopleSoft.

· The Program Structure is accurate.


	

	 Work Integrated Learning
	Inform students of the key features of their WIL experiences and how they contribute to the program’s learning goals (i.e. competency and capability development).
	· Template text has been copied and pasted from the Guidelines (except for 1 year honours and Higher Degrees Research programs).

· Statement is 2 – 3 paragraphs long.

· WIL activities and how they contribute to capability development throughout the program are included.

· All WIL courses are identified by subject area, catalogue number and title. 
	

	Approach to Learning and Assessment


	Explain the relationship of assessment to the capabilities detailed in the capabilities statement.  It should focus on what students do.  Capability development, course objectives and assessment need to be aligned.


	· The relationship between the approach to learning and assessment and the capabilities statement is clear.

· The focus is on what students will learn to do.

· An overview of the types of assessment used is given and related to each capability.

· The program materials are described 
· On-line or intensive block teaching, if used in the program, has been described.
· provisions for students with special needs are included.

· Student responsibilities in relation to assessment are clear.

· Advice on using a Portfolio of Evidence is included as appropriate.
	

	Articulation and Pathways


	Describe formal articulation arrangements for your program/plan with other RMIT programs (TAFE, HE, UG and PG).
	· Both source and destination pathway has been provided.

· Only RMIT programs and courses are included.

· Course mapping has been signed off by the Head of School.

· Information on exemptions for students with existing. qualifications has been included.

· Contact has been made with your college SPG representative.
	

	Entrance Requirements


	Entrance requirements for school leavers and for those other than school leavers should be identified. Any differences between full-time and part-time students or between on-shore and off-shore students should be justified.  


	· ALL entry paths have been included: local, RMIT Vietnam, international onshore and international offshore.

· English language requirements are detailed.

· Local undergraduate entrance requirements mirror the VTAC Guide entry.
	

	Library, IT and Specialist Resources


	Support that may be accessed by students.
	· Content has been copied and pasted from the template provided in the Guidelines.

· Any additional resource information for this program has been added to the template text.


	

	Student Expenses and Charges

	Information on fees that are levied in addition to standard fees. 

	· Any additional expenses have been added to the template text in the SPG.
	

	Program Transition Plan

	If applicable, a clear transition plan is provided.


	· Information has been provided on ALL transition arrangements for students.

· Course equivalents for old, new or renewed programs are provided.

· Transition processes are provided for local and international students.
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