UNIVERSITY OF EDUCATION, WINNEBA

Registrar’s Offices

INSTRUMENT OF AFFILIATION
1. PREAMBLE 
This instrument of affiliation is to establish a framework to ensure that all functions and responsibilities delegated by the University of Education are discharged effectively and to the satisfaction of the Academic Board of the University of Education.  In implementing the procedures embodied in this Instrument, it is expected that the interaction between the University of Education and ………………… will be conducted in an ethos of partnership and co-operation with a view to each party exercising its several and joint responsibilities in the fullest sense to ensure that academic standards of all taught programmes are maintained and enhanced in accordance with a level of attainment appropriate for the award of a Bachelor Degree of the University of Education and of the …………………………..
2. INSTRUMENT OF AFFILIATION
This instrument applies to taught undergraduate programmes leading to the award of:

Bachelor of Business Administration (BBA)

As approved by the Academic Board and the Council of the University of Education.
In accordance with the provisions of clause … of the Statutes of the University of Education.  The University of Education (hereinafter called the University) permits …………. (hereinafter called the College) being an institution affiliated to the University for the purpose to approve taught programmes leading to the joint award of the University’s and the College’s degrees subject to the following conditions:

i) In approving and providing such programmes the College shall observe any relevant Statutes and Regulations as published from time to time by the University.  Before changing any of these Statutes and Regulations, the University will take into account the interests of the College in so far as any proposed changes may affect the University or its students.
ii) The powers conferred by this Instrument shall apply only to taught programmes of the College which shall be appropriately validated and controlled by the College following the signing of an appropriate Memorandum of Co-operation.

iii) For the purpose of granting affiliate status and approval of subsequent renewal, the University shall conduct an audit of the College’s quality review systems in order to determine equivalence of student experience and the maintenance of appropriate academic standards.  Such audit shall be conducted at intervals of normally three to four years.
iv) For each taught programme leading to a University award, External Examiners shall be appointed to conduct their duties in accordance with the University’s Examination Regulations.  The College shall propose for approval by the University, the names of the External Examiners to be appointed.

v) The College shall provide the University with statements as specified in the attached Notes.

vi) The University reserves the right to require further information and reports from the College on any matter relating to affiliation, to consult with the College on any major curricular development, and to act as it may judge necessary to assure itself that the standard of its awards is being maintained.

vii) The University reserves the right to withdraw affiliation from the College, if, after having first given the College an opportunity of being heard on any matter relevant to the decision to be made, it judges that the College is failing either to maintain the standards of its programmes leading to University awards or to comply with all or any of the conditions set out in this Instrument or the mutually agreed Memorandum of Co-operation.  Before such decision is considered/taken, the University shall (a) inform the College of any matter(s) of concern in relation to affiliate status   (b) comment and advise on such remedial actions it deems appropriate (c) determine an appropriate date for the completion of such action.  Subject to such conditions as the University may determine, the period of notice leading to withdrawal of affiliation shall take into account the contractual obligation of the College to its students.
viii) In exercising its powers under this Instrument the University shall take due account of the outcome of such audits of the College’s quality assurance mechanisms or such assessments of the College’s attainment of quality in teaching as may be available through the operation of the National Accreditation Board or other national agencies.
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Notes

A. Audit of Institutional Quality Assurance

The objective of the audits are to ascertain that functions delegated by the University are being discharged effectively; to learn about practice in the College with a view to sharing information between the University and its affiliate institutions/colleges.

It is anticipated that the Audit of Institutional Quality Assurance will be conducted as a two stage process:

i) Institutional Self-Evaluation

The College shall conduct an evaluation of its quality assurance systems following which a report and other appropriate evidence shall be submitted to the University, along with those documents in regular use in the College to uphold standards and assure quality.

The purpose of the Institutional Self-Evaluation is to enable the College to demonstrate to the University:

the development and success of the methods used by the College to satisfy itself about the quality of the College’s programme;

the sources of evidence the College uses in judging the academic quality and standards including calibration against an appropriate external reference points;

how the College assures itself that all students are receiving a broad, balanced and stimulating higher education experience;
the College’s success at enhancing the quality of  teaching and learning and the student experience throughout the promotion of developmental activities, arrangements for the identification and exchange of good and innovative practice, and responsiveness of programme teams to external change and developments.
ii) Panel of University Auditors
Following submission of the College’s report, a decision about initial approval or renewal of affiliation will be taken by the University on advice from an Institutional Panel appointed by the University.  A separate Panel will visit the College, for discussion with staff and students.  The form of the visit will be determined following consideration of the College’s report.  The principal aim of the two panels is to enable the University to determine whether:
there is a planned commitment to enhance quality of student experience and academic provision at all levels of the College;

the College is providing the conditions under which quality can be sustained and enhanced;

the College has appropriate mechanisms for judging the quality of its programmes;

the College’s programme provisions are consonant with the University’s academic aims and objectives.

B. Reports and documentation to be made available to the University in accordance with paragraph 2(v) of the Instrument of Affiliation are:
i) The definitive document for each taught programme leading to a University award and details of any changes subsequently made to the document (to be forwarded not later than one month following the end of the semester during which approval is given for a new programme or major change to an already approved programme, and in any event, not later than one month before the implementation of the changes).  The headings to be included in the definitive document shall be mutually agreed.

ii) An annual critical and reflective statement, approved by the College, which shall also certify that the powers conferred by this Instrument have been properly exercised, that the College’s programme review procedures have been properly carried out, and that all External Examiner reports have been scrutinized and appropriately acted upon (to be forwarded by an agreed date as specified in the Memorandum of Co-operation).  Such annual statement shall include certification of responses to reports of the National Accreditation inspections and other agencies as appropriate.
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MEMORANDUM OF CO-OPERATION BETWEEN THE UNIVERSITY OF EDUCATION, WINNEBA AND THE ……………………………….

The Memorandum of Co-operation is an administrative annex to the Instrument of Affiliation between the University of Education and the …………………………… to which affiliate status has been granted.

1. This Memorandum shall designate those administrative procedures which are prescribed by the University of Education (hereinafter called ‘the University’) in relation to the implementation of powers and responsibilities devolved to the ……………. (hereinafter called ‘the College’) in accordance with the provisions of the University’s Instrument of Affiliation.

2. Amendments to this Memorandum may be made from time to time on the joint agreement of the Registrar of the University and the Principal/President/Director of the ……….. provided that any such amendment(s) shall not conflict with the terms of the Instrument of Affiliation.

3. The procedures prescribed in this Memorandum shall operate with effect from …………………..

4. The key responsibilities and duties of the University and the College are outlined in the Instrument of Affiliation (The Instrument of Affiliation is attached as Appendix 1 to this Memorandum).

5. The College is to offer taught undergraduate programmes leading to joint awards of the University and the College as stated in the terms of the Instrument of Affiliation.  The College shall be responsible for maintaining and enhancing the standard of programmes leading to academic awards in respect of which it has been granted affiliate status.  The University shall act in partnership with the College in satisfying itself that these responsibilities are being carried out effectively.
6. In accordance with the provisions of the Instrument of Affiliation, the procedures prescribed in this Memorandum define the administrative arrangements which apply to taught programmes leading to the award of a Degree as listed in the College’s calendar.
On approval by the Academic Board and the Council of the University of a new taught programme proposal submitted by the College, the College shall be granted accredited status in respect of this programme.  This taught programme will subsequently be included in the list of programmes indicated in the College prospectus as being available at the College.

7. Renewal of affiliation status shall be dependent upon the satisfactory outcome of further review conducted at intervals shown in Paragraph 3 of the Instrument of Affiliation.  Such reviews follow a similar pattern to the initial affiliation exercise, although the emphasis has moved to an evaluation of the exercise of powers delegated over the period.

8. The College shall ensure that the following reports and documentation are made available to the University in accordance with the provisions of paragraph 5 of the Instrument of Affiliation.

8.1 The definitive document for each taught programme leading to a University award and details of any changes subsequently made to the document.

8.1.1 In the case of new programmes to be introduced on a date subsequent to the definitive document shall be forwarded to the University not later than one month following the date on which formal approval has been given for the new programme or change to one already approved.  In any event, the definitive document must be submitted to the University no later than one month before the start of the programme or before the implementation of the changes.

8.1.2 Definitive programme documents and amendments to such documents shall be submitted to the University via the College Registrar.

8.1.3 Definitive programme documents and amendment to such documents shall not be submitted to the University until they have been approved by the College Academic Board.

8.1.4  In instances where a definitive programme document or an amendment to such a document incorporates proposals which will require the amendment of a University Regulation, such proposals shall be submitted to the University in sufficient time to permit the consideration of the proposals by the University Council prior to their implementation.
8.1.5 The definitive document shall contain all of the information requested in relation to the University’s procedures for the approval of new programmes, as appropriate to the College.

8.2 An annual critical Self-Evaluation statement shall be submitted, approved by the College, certifying that the powers conferred by the instrument of Affiliation have been properly exercised, that the College’s subject and programme review procedures have been properly carried out, and that all External Examiners’ reports have been scrutinized and appropriately acted upon.
8.2.1 The annual statement shall be submitted to the University, via the College Registrar, no later than 31 July following end of the academic session to which it relates.

8.2.2 Such annual statement shall include reports and responses to these reports of other accreditation bodies, such as the NAB and the NCTE
8.2.3 The College shall require reports of External Examiners to be submitted by an appropriate date annually in order that certification that they have been received, scrutinized and appropriately acted upon can be included within the annual statement.

9. The College shall have discretion to admit students in accordance with its admissions and marketing policies.  The College shall provide the University with a clear statement of its overall policy and the admissions requirements for each accredited programme leading to an award of the University.
10. The power to admit students to direct entry to second or subsequent years of study and to consider applications for advanced standing shall be delegated to the College.

11. The College shall be required to notify the University of the number of students entering accredited programmes.  Such notification shall be submitted no later than 31 December following the date of entry of the relevant programmes.

12. The University reserves the right to access registration records of the College whether such records are stored manually or by computer.

13. The Academic Board of the College shall have the power to amend, repeal or introduce Regulations governing taught undergraduate programmes leading to the award of Degrees listed in the College prospectus as being available at the College.
13.1 The College may amend, repeal or introduce such Regulations without reference to the University.  All such Regulations and details of any amendments thereto shall be submitted to the University for inclusion in the definitive programme documents.

13.2 Regulations shall be drafted in accordance with the accepted principles of precision required of a quasi-legal document.

13.3 The determination of Regulations governing such programmes shall remain subject to the approval of the University’s Academic Board and Council.
14. Students following programmes of study at the College shall not be students of the University.  Their administration and associated funding shall be the responsibility of the College which will, in its own right, seek resources from stakeholders.
14.1 Students of the College who undertake programmes of study leading to the award of a qualification of the University shall be afforded rights of appeal within the internal mechanisms of the College.  The College shall ensure that the principles of natural justice are applied in the operation of its own internal mechanisms for the consideration of appeals.  Such mechanisms shall be fair and reasonable and shall not operate less favourably than those available to students of the University.
14.2 Students of the College shall not be permitted to submit appeals which call into question the academic judgement of Boards of Examiners.  Appeals shall be considered only on the grounds of unfairness, procedural irregularity or other impropriety.
14.3 The consideration of an appeal shall be undertaken by members of the College who.

a. Are independent of the Board of Examiners;

b. Are independent of the relevant academic departments;

c. Have no direct tutoring, teaching or pastoral contact with the student concerned.

14.4 The College shall establish procedures, to be conducted by or on behalf of the College’s Governing Body, for the consideration of appeals against decisions taken by the appropriate appeals against decisions taken by the appropriate appeals review board.  In order to maintain their independence, members of the College’s Governing Body should not participate in the initial consideration of an appeal.
14.5 Any findings emerging from the College’s appeals mechanism which have implications on examination or Degree results shall be subject to further consideration by the appropriate College Awards Assessment Board.

15. Wherever necessary, the Principal Officer of the College shall be invited to attend meetings of the University’s Academic Board at which matters affecting the College are to be discussed.  The University shall be represented on the Governing Board of the College.  The University shall appoint a senior member of its staff to act in a liaison capacity with the Institution.
15.1 The University’s nominated member of staff shall act as the focus of communication with the College on matters of academic development and approval and shall provide advice to the College.  He/she will act as the channel of communication for University comments on submissions or requests for information.  The University’s nominated member of staff shall have general co-ordinating responsibility for the affiliation relationship and will advise the College in respect of the provisions of clause of the Instrument of Affiliation.  Such liaison role shall be subject to review after a period of five years from 1 September ……….

15.2 The University’s nominated member of staff shall serve as a member of the appropriate academic committee of the College.  He/she shall be invited to attend all meetings of the appropriate academic committee of the College and he/she shall have the right to express an opinion on all matters relevant to the Committee.  He/she shall not have the right to vote at meetings of the appropriate academic committee of the College.

16.  The University and the affiliated Colleges shall constitute a University/Affiliated Colleges Liaison Committee.  The Committee shall be chaired by a Pro Vice-Chancellor of the University of Education and shall have as a member one representative of the University’s Academic Board.  The Principals of the Affiliated Colleges shall be members of the Committee.  The Liaison Committee shall be a standing body, meeting at least once a year to discuss issues of significant importance common to both Affiliate Colleges.
The liaison Committee shall report annually to the University’s Academic Board.

16.1 The Liaison Committee shall have terms of reference as follows:

i) To review major developments concerning University accredited programmes at the Affiliated Colleges.

ii) To undertake an annual review of general policy and procedures relating to such programmes.

iii) To consider further collaborative arrangements between the University and the Affiliated Colleges.

iv) To consider reports from the NAB, NCTE and other external bodies on matters relating to accreditation and validation procedures.
v) To present an annual report to the University’s Academic Board

16.2 Routine business with each Affiliated College shall be dealt with by Administrative Working Groups which shall consist of appropriate representatives from within the University and from the relevant Affiliated College which would meet as and when required.  The University and each Affiliated College shall have the right to convene meetings of such Administrative Working Groups whenever it is considered that it would be useful to do so.
17. The College may invite members of the University’s academic staff to provide informal advice to its own Boards of Studies.  Such members of the University’s academic staff shall not take part in the assessment of candidates at the Institution.
18. The College shall be responsible for the appointment of new members of its academic staff.  These appointments shall be measured by the appropriate quality assurance procedures of the College.  Members of the University’s academic staff may be invited informally to participate in the selection process.

19. The College may seek general advice with respect to the operation of Boards of Studies and Selection Committees from members of the academic staff of the University.  The provision of such advice shall be subject to agreement by terms and conditions as approved between the college and the relevant member of the University’s staff.

20. External Examiners shall be nominated, appointed and paid by the College.  The University shall consider the nomination for approval of External examiners and shall require details of the name, status, institution and Degree/programme/subject coverage of the duties of each post and the number of years for which the post has been held.
20.1 Nominations for the appointment of External Examiners shall be submitted to the University at the appropriate time of the year proceeding the year of appointment, in order that the University’s Academic Board can confirm the nominations in good time.

20.2 In submitting nominations for External Examiners to the University, the Institution shall seek to ensure:

a. That all nominees are of an appropriate seniority;

b. That nominees are not undertaking an excessive burden of External Examiner duties simultaneously at another institution;

c. That no reciprocal arrangements are operating in respect of the appointment of External Examiners between the College and other institutions.

The approved Institutional nomination form for the appointment of External Examiners shall be attached as Appendix to the Memorandum.

20.3 Letters of appointment of External Examiners shall be issued annually by the College following the approval by the University’s Academic Board of the nominations submitted by the College.  Such letters shall indicate that External Examiners are examining for joint awards of the University and the College and, consequently, in undertaking their duties they shall be subject to the provisions of the University’s Code of practice for the External Examiner System for first Degree and Taught Masters’ programmes.
The University’s Code of Practice and that of the Institution are attached as Appendix to this Memorandum.
20.4 Such letters of appointment shall also indicate the level of payment to be made to each External Examiner, which shall be determined and paid by the College.
21. The University shall not normally expect to receive copies of reports of External Examiners on an annual basis.  External Examiners shall be informed in their annual letter of appointment that they should address their annual report directly to the Principal Officer of the College.
Any matters of particular concern which cannot be resolved by the College within a reasonable period may be addressed directly to the Vice-Chancellor of the University.  The University shall provide the College with a copy of any report addressed directly to the Vice-Chancellor provided no breaches of confidentiality are involved.

22. The College shall be responsible for ensuring that the annual reports of External Examiners are scrutinized and acted upon.  The annual statement submitted by the Institution to the University shall certify that all External examiners’ annual reports have been scrutinized and appropriately acted upon.
23. All recommendations for awards shall be approved by a Board of Examiners.  The College shall ensure that the Examiners’ Board is constituted for each award.  The membership of each Examiner’s Board which shall be agreed annually shall comprise appropriate teachers of the College and the relevant College External Examiners.

23.1 The College shall ensure that all students following programmes leading to the award of a Degree, shall, at the date of the commencement of the programme, be provided with a statement which describes:

a) The policy and procedures adopted by the Examiners’ Board for that award;
b) The criteria which apply to the assessment for the award.

23.2 In the annual statement submitted by the College to the University, the College shall certify that assessments have been carried out in accordance with agreed procedure and that all recommendations have the written consent of the appropriate External Examiner.
24. List of recommendations for awards shall be endorsed by or on behalf of the Academic Board of the College before being forwarded to the University.
24.1 Recommendations for the award of Degrees shall be determined by the College in accordance with University guidelines and shall be submitted for approval to the Examiners’ Board.

24.2 Responsibility for the approval of special examination arrangements which fall within the provisions of University regulations shall rest with the appropriate academic committee of the College.

25. Arrangements for the consideration of the progress of students shall be the responsibility of the College.  Decisions of the appropriate examiners’ Board of the College shall be submitted for the approval of the Academic Board of the University.
26. The production of parchment certificates evidencing the award of a Degree shall be the responsibility of the University.  Such certificates shall be issued in accordance with a format agreed with the College.

27. The College shall have joint responsibility with the University in ensuring that the conduct and standard of Degree ceremonies is maintained in accordance with the established traditions of the University.

27.1 The College shall be responsible for the organization of Degree ceremonies including arrangements to ensure the attendance of the appropriate graduands.

27.1.1 The College shall be responsible for the presentation of graduands but not for the conferral of Degrees.  An Officer of the College shall present candidates for conferral and a University Officer shall confer the degrees.

27.1.2 Senior Officers of the University shall be invited to attend Degree ceremonies organized by the College.

28. The College shall be responsible for holding and maintaining all academic records and for issuing transcripts of studies in respect of students at the College who gain their qualifications.
29. The College shall pay to the University, by 30 November in each year, an accreditation fee as shall be approved by the Council of the University of Education.  This fee shall be subject to annual review and shall include all the University’s direct costs in meeting the affiliation arrangements with the College.
30. On introduction of new programmes, the College shall apply the new programme and module approval arrangements as prescribed in the College’s quality assurance procedure.
30.1 In the case of all taught programmes in respect of which the College has been granted affiliate status, the College shall have the authority to make changes to programme details, content and assessment, within the terms of its own quality assurance mechanisms, provided that such changes lie within the provisions of the Regulations for that awards.

30.2 Within existing taught undergraduate Degree awards, the College has authority to introduce new programmes or new pathways within an existing Degree programme without requiring the prior approval of the University.  The College has the authority to introduce as a single Honours programme a subject hitherto offered in a combined Honours programme.

31. On the introduction of new awards in respect of which University approval of a new set of regulations is required, in addition to applying its own internal new programme approval arrangements as prescribed in its quality assurance procedures, the College shall follow the following procedures:
31.1 The College shall submit, via the College Board, notice of its intention to prepare a detailed submission for a new award proposal for which it needs to obtain University approval.  This notice of intent shall be determined and considered by the University’s Academic Board.  The College Board shall provide a brief report to the Academic Board, to accompany the notice of intent, on the rationale for the proposed award and on any other relevant matters.  The Academic Committee will indicate whether or not it has any objections in principle to the College offering such an award.
31.2 If the Academic Board does have objections in principle to the College offering such an award, the nature of these objections shall be communicated to the College via the College Board.

31.3 It the Academic Board does not have any objection in principal to the Institution offering such an award, the College shall be informed of this decision by College Board and may then commence the process of preparing a detailed award submission.  The detailed submission shall be drafted on the basis of notice of  intent, shall conform to the University’s accepted procedures for the submission of new award proposals and shall take into account any preliminary observations made by the Academic Board.
31.4 When the College’s full award proposal has been developed, it shall be subjected to an internal College validation which shall conform to the procedures as set out in the College’s Quality Assurance Handbook.

31.5 On completion of the internal validation exercise, the college shall submit a copy of the full award proposal, together with a copy of the validation report and a draft set of Regulations for the award.  These documents shall be submitted for consideration by the Academic Board, via the College Board.

31.6 The Academic Board shall consider the College’s award submission and validation report.  The Academic Board may request that an appropriate member of the Institution’s staff should be available when the Board is considering the award submission.  This member of the College’s staff may be invited into the meeting of the Academic Board to answer specific questions relating to the submission. 
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