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Guidance for the eVision Module Proposal system 

Version 3.0: July 2019 

 

Introduction 

These guidance notes provide staff at Keele with information on how to use the Module Proposal system in eVision for both new modules and revisions to existing 
modules. It also includes information about the process for scrutiny through the committee structure. Please note that this information applies to the redesigned 
Module Proposal system introduced in November 2016. 
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1. How to access the system in eVision 

i) Log into eVision via https://scims.keele.ac.uk/  

ii) Click on the Module Administration tab on the left-hand side of the screen 

iii) Under the ‘Module Proposal’ heading click on the ‘Module Proposal’ link (under ‘eVision Module System’ click on the ‘click here to access the new 

module system’) 

This takes you to the main menu screen. 

 

2. Main ‘Module Proposals’ screen 

2.1. Viewing options  

The main screen displays all module proposals or revisions that are currently assigned to a user’s profile. For example, a module ‘Owner’ would see any 
proposal they have started or proposals that have been returned to them for revision.  

There are five categories of user: 

Owner Every member of academic staff can access the system and revise modules or propose a new module. The 
menu screen will only show active proposals currently assigned to the user. 

SEC member MIS currently maintains lists of staff categories, including School Education Committee (SEC) members. This 
role group can view any modules submitted for SEC consideration. The list of SEC members will in future be 
maintained by Quality Assurance and Schools are asked to communicate any membership changes. 

SEC approver This role group can view any module submitted for SEC consideration and has access to the action buttons in 
Section G of the form (i.e. approve, return for revisions or cancel a proposal). Each School nominates a small 
number of staff, including the Chair of SEC, to have these approval rights for modules.  

FEC approver This role group, which includes Chairs of Faculty Education Committee (FEC), can view any new module 
approved by SEC and submitted to FEC for consideration. 

QA QA staff have access to all module proposals in the system and can take action to reassign proposals to 
different users at the request of Schools in order to maintain the system. QA staff complete the final 
approval stage for all module proposals. 

https://scims.keele.ac.uk/
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The list of proposals viewed in the main proposals screen is automatically ordered by the ‘last update’ column with the most recent proposals shown at the 
top. The list can be re-ordered by clicking on any of the headings (e.g. School or Module Code). 

2.2. Module Search functions  

The main screen also features a search box in the lower section. This search box is a module type-ahead field, which means that it will filter the results as a 
module code or title is typed-in.  

For example: 

 

 
Once an existing module is selected there are three options, selected from the action buttons:  

1. View Module Details 
This takes you into a non-editable version of the module. To download a module specification in pdf format select the ‘Create Proposal Summary’ button 
in the top-right hand side of the page: this will automatically download a pdf file showing current module details. 

2. Start Module Revision  
Please note that although many of the sections in the form are familiar and will be mapped to existing information, there are some new sections, such as 
Graduate Attributes (D3) that will need populating the first time the module is accessed in the new system. 

3. Clone Existing Module 
This option is selected when you want to use the selected module as the basis to create a new module, which will generate a new module code. Instead 
of starting from scratch the fields are populated with the information from the selected module, thereby saving time. Please check all sections of the 
form to ensure there are no gaps or unwanted information from the existing module. 
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3. Guide to completing the form 

3.1. Functionality of the system 

 There are a variety of response formats in the system; some fields are free text boxes, others use drop-down menus linked directly to SCIMS tables, 
and there type-ahead fields, which means that the results will be filtered as you type in a module’s code or title; 

 Help text is available against every field in the form; 

 Navigation - either click on the section tabs or the ‘Next’ / ‘Previous’ buttons. Green ticks [         ] or red warning signs [ ] show whether fields have 
been completed or there are errors on the form, which will need to be resolved before the proposal can be submitted. 

3.2. Action buttons: - in the top-right of the screen there are various action buttons that allow users to save, exit or delete the proposal (NB: ‘delete’ is 
irreversible and all data for the proposal or revision will be lost).  

The ‘Create Proposal Summary’ option automatically downloads a pdf version of the module specification, which can be used for committee scrutiny and 
programme design and approval activities.  

 

The following sections provide information about how to use the system for module proposals. Please see Annex A for a copy of the help text that appears in eVision 
against each question in the module proposal form. 

NB: see Annex B for a list of the uses made of the information provided in the module specification. 

3.3. Starting a new module proposal:  

First of all, select ‘Create New Proposal’ from the main menu.  

For new proposals sections A and B are completed first in order to set the main details of the module and generate a unique module code. Most of the fields 
in these sections can be edited while the module is in development (i.e. before it has been approved by FEC); including the module title, credit value, FHEQ 
level, module prefix and School. 
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Section A: Main Details 
Section B: Module Rationale 

Once sections A and B have been completed and the ‘Create module code’ button is selected a unique 
module code is generated and the other sections of the form become available for completion.  

Some specific points to note:  
A2 - please indicate whether any modules are to be withdrawn as a result of the proposal and the date of 
their withdrawal. This means that the ‘in use’ flag in SCIMS will be unticked by QA for these modules. 

A3 - the ‘cross-level’ option is only to be used for modern languages as it generates module codes 
beginning with a ‘9’. Please disregard ‘International Year’, which is used in SCIMS for a different purpose. 

A8 - ‘is this for a new programme?’ This question is a flag to QA staff to refer the module to the 
programme approval process. 

3.4. Module revisions: - the questions in section A cannot be edited in a module revision. If the module is being significantly revised then it is advisable to create 
a new module instead, which will require a new and unique module title (use ‘Clone Existing Module’ on the Module Proposal screen). 

Section A: Main Details This section cannot be edited for module revisions. 

Section B: Module Rationale This section is used to list what revisions are being made with an accompanying rationale. The date of 
introduction (academic year and semester/period) is also to be specified and revisions should not be 
submitted for the current academic year unless there is exceptional agreement to do so. 

3.5. All module proposals: 

NB: please review all sections of the form when revising modules. This is particularly important for the sections added or changed in November 2016 as a 
result of the introduction of the new eVision system. 

 

Section C: Further Details This section provides further module information including module leader, module type and marking 
scheme.  

Questions C5-C7 ask for details of the programmes the module is used for and whether it is a 
compulsory, optional or elective module. 

The ‘Module Rules’ section (C8-C9) is to be used to identify any restrictions or conditions affecting 
whether a student can study the module. When modules are revised in the new system for the first time 
any existing rules will need to be checked as to which of the two sections applies: 
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- ‘System-managed module rules’ are rules that can be programmed into SCIMS, such as a Keele 
module at a lower level required as a prerequisite for taking the module. New information added 
to questions C8a and C8b is automatically sent to Student Records & Exams. 

- Any other rules outside SCIMS, such as requiring a particular ‘A’-level as a prerequisite, must be 
listed in the ‘School-managed module rules’ field and managed locally. 

Section D: Aims and ILOs Module Aims, Intended Learning Outcomes and Graduate Attributes are included in this section. 

Please check any formatting issues when revising modules. 

The Graduate Attributes section lists the ten University Graduate Attributes as set out in the Keele 
Approach to Education. There is an optional comments box to provide any additional information, such 
as discipline-specific variation or partial fulfilment of an attribute. 

Section E: Assessment The Assessment section has separate tabs for each assessment component. It should be used for 
summative assessments only that contribute to the module result. Any formative assessment tasks 
should instead be detailed in the learning and teaching activities section (section F). 

NB: the University has no specific guidance on assessment tariffs (i.e. word counts or examination 
lengths, although University-scheduled exams are normally two hours long). When devising summative 
assessments please consider the following:  

 that assessments are designed so that it can be known whether the learning outcomes have been 
achieved; 

 that assessments are set at the correct level of study (see section 5.2 for links to the credit and 
qualification frameworks) and allow students to progress through the course; 

 that existing assessment tasks in the subject area are referenced to ensure comparability (e.g. in 
word counts). 

The header bar includes buttons to navigate between tabs and two validation checks: one that calculates 
the percentage weightings entered for all assessments to ensure that they total 100% and another that 
requires one assessment component to be chosen as the final assessment (as required for HESA data 
returns). 

http://www.keele.ac.uk/journey/
http://www.keele.ac.uk/journey/
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Proposal specification SEC 
FEC  

(new modules only)  
QA 

 

E2 (Assessment Type) is a drop-down list drawn from SCIMS. Please select the closest match. Where an 
Exam type is selected two additional questions are shown: (i) to indicate when the exam is to be 
scheduled and (ii) the exam duration. The default for the duration is a 2-hour exam. Where new 
information about examinations is entered or changes are made to existing exam components an email 
will be sent automatically to Student Records & Exams. 

E9 (Assessment of Intended Learning Outcomes) is to be used to link the ILOs with assessment tasks in 
order to show whether the outcomes have been achieved. The ILOs listed in Section D will appear and a 
‘Yes’ should be selected for each ILO assessed by the individual assessment component. All ILOs must be 
selected at least once. 

Section F: Learning and Teaching Details of the module content, learning and teaching activities and a marketing description (to appear in 
the module catalogue) are included here.  

The section on study hours includes auto-calculation to ensure the accuracy of the data. Please review 
any existing values when revising modules.  

The ‘Required Hours’ field shows a value based on the calculation ‘credit value x10’ and the ‘Total Hours’ 
field is set-up to require an identical value. Where an exception is required, for example due to a high 
volume of placement activity, please contact Quality Assurance. 

Section G: Actions and Status The status of a proposal is shown in Section G, i.e. who the proposal is assigned to and its current stage in 
the process. The stages are:  

 

 

Proposals can be reassigned to another Owner, for example where there is a team approach to module 
design. NB: the ‘Create Proposal Summary’ button can be used to download and share a pdf copy of a 
proposal in its current state. 
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‘Proposal History’ lists all actions taken in respect of a module proposal including any comments entered 
following SEC or FEC consideration. Click on ‘Add note’ to record additional comments against the 
proposal at any stage. 

Quality Assurance has the facility to reassign proposals or change the stage (e.g. return to SEC) in the 
event that a proposal cannot be accessed; this will avoid the need to submit IT help desk requests. 

 

4. Summary of the approval process 

4.1. The approval route in the eVision system is as follows:  

New module proposals Module revisions 

a. Owner creates new module & submits to SEC a. Owner starts revision & submits to SEC 

b. SEC approver action  
[(i) approve; (ii) return for revisions; (iii) cancel] 

b. SEC approver action  
[(i) approve; (ii) return for revisions; (iii) cancel] 

If b.(i) approve: submitted to FEC for approval If b.(i) approve: submitted to QA (final checks) 

If b.(ii) or c(ii) ‘return for revisions’: the module is 
returned to the Owner 

If b.(ii) or c(ii) ‘return for revisions’ the module is 
returned to the Owner 

c. FEC (QA1) approver action [(i) approve; (ii) 
return for revisions; (iii) cancel] 

c. QA approver action [(i) approve; (ii) return for 
revisions; (iii) cancel] 

4.2. Email notifications 

There are lists of the staff in each School designated as SEC members or SEC approvers. These lists are held by QA and Schools are asked to communicate any 
changes to the lists. 

The eVision system is configured so that staff on SEC lists receive email notifications when actions are processed in the system. There are additional email 
notifications sent to the following staff when module proposals are approved: 

                                                
1
 Quality Assurance completes the final checks in eVision for all module proposals on behalf of FEC  
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 Deputy Head of Student Records & Exams – where a new examination is scheduled or an exam is changed or removed 

 Student Records & Exams – details of the information entered in sections C8a and C8b, ‘System-managed module pre-requisites’ 

 Finance Income Office – details of new modules to set-up fee status codes 

4.3. Committee scrutiny: School Education Committee (SEC) 

The vast majority of changes to modules require scrutiny and approval via the committee structure.2 Prior to completing the eVision module proposal form a 
member of academic staff, usually the Module Leader, should ensure that appropriate consultation is undertaken, for example with students, other members 
of the course team and, where necessary, other Schools or subject areas who may also use the module on their programmes. 

Once the module proposal form is completed it is submitted to SEC for consideration. All members of the SEC will have access to the module proposal via the 
eVision Module Proposal screen. 

4.3.1. Consideration at SEC 

SEC has delegated authority to approve revisions to modules. It is therefore required that module proposals are scrutinised by SEC members, normally at a 
meeting, although electronic scrutiny may be used in order to expedite proposals. A representative from the course team making the proposal who is able to 
answer questions may be invited to attend the meeting, if appropriate. 

 Outcomes of SEC scrutiny: revisions required 

Discussions of SEC meetings demonstrating consideration of modules according to the relevant criteria should be recorded in the minutes of the meetings 
and in the ‘comments’ box of the module proposal form, which appears when an action button (approve; return for revisions; or cancel) is selected. Text 
added in the comments box will be kept in the proposal history of the module as an audit trail. 

Where modules require amendment or further development the SEC Approver should select the ‘Return for Revisions’ option in section G of the module form 
and enter an explanation of the changes required in the comments box. The proposal will be sent back to the Owner of the module. Once the required 
changes have been made the module should be re-submitted with details of the changes outlined in the comments box. 

 Outcomes of SEC scrutiny: approve 

If the module is approved the system will submit it to Quality Assurance for processing. The Owner of the module, SEC members and Quality Assurance will 
receive an email notification. 

 Outcomes of SEC scrutiny: cancel 

If the SEC decides that the module is no longer required then the ‘cancel’ option should be selected. Please note that this removes the proposal from the 
system. Details of the rationale for cancelling the proposal should be stated in the comments box. The Owner of the module, SEC members and Quality 
Assurance will receive an email notification. 

                                                
2
 Exceptions include changes to the module leader, which do not require committee approval 
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4.4. Committee scrutiny: Faculty Education Committee (FEC) 

FEC maintains an oversight function and therefore receives information about the revisions to modules that have been approved by SEC. It is therefore 
important that the scrutiny work undertaken by SEC is of sufficient rigour to maintain the quality of the module proposals and that the evidence of this 
scrutiny work is detailed in the comments section of the proposal form.  

Where programme teams propose substantive amendments to a number of modules, consideration will need to be given to the extent to which these 
indicate a fundamental change to the nature of the programme. In this instance, advice may be sought from the Associate Dean (Learning & Teaching) and/or 
Quality Assurance on whether a major modification might be more appropriate. 

4.4.1. Consideration of new module proposals at FEC 

FEC’s main function is to receive and scrutinise proposals for new modules submitted by SEC.  

FEC members will receive a copy of a new module proposal in the papers for FEC meetings circulated by Quality Assurance. FEC is at liberty to determine how 
to scrutinise modules, for example via the use of sub-groups tasked with this role. 

FEC members are free to consider and comment on any aspect of the proposal, however particular attention may be given to the rationale given by the 
course team for the module’s introduction and any revision history or comments made by the SEC and Owner during the initial scrutiny stage. 

 Outcomes of FEC scrutiny: revisions required 

In the case of decisions that require further revisions to be carried out by the Owner, a clear and concise list of areas that need to be looked at again should 
be communicated to Quality Assurance (usually at meetings of the FEC) for recording in the ‘comments’ box of the module proposal form. Text added in the 
comments box will be kept in the proposal history of the module as an audit trail. 

The proposal will be sent back to the Owner of the module for these revisions to be made. Once the module has been re-submitted with details of the 
changes outlined in the comments box it will be considered again for approval. 

 Outcomes of FEC scrutiny: approve 

If the module is approved Quality Assurance will process this in the system. The Owner of the module will receive confirmation of this by email. 

 Outcomes of FEC scrutiny: cancel 

If the FEC decides that the module is no longer required then the ‘cancel’ option should be selected. Please note that this removes the proposal from the 
system. Details of the rationale for cancelling the proposal should be stated in the comments box. The Owner of the module and Quality Assurance will 
receive an email notification. 

 

  



Guidance for the Module Proposal system at Keele University 

 

11 | P a g e  
 

5. Other reference points and information 

There are a number of resources available to staff to support module and programme design. This section provides links to relevant areas as well as some 
external reference points commonly used by the higher education sector. 

5.1. Support resources 

Learning and Teaching 
Strategy to 2020 

The University’s strategic aims for learning and teaching along with associate projects, each with an action plan, can be found 
here: https://www.keele.ac.uk/aboutus/strategicplan/learningandteachingstrategy/  

Keele University 
Qualifications Framework 

Regulation E1 sets out the qualification types awarded by the University along with their minimum credit requirements. 

https://www.keele.ac.uk/regulations/regulatione1/ 

Module catalogue The central repository of active modules on offer in a particular academic year. The information in the catalogue is generated 
by the eVision module proposal system. 

http://www.keele.ac.uk/recordsandexams/az/  

Assessment and feedback 
at Keele 

Link to resources provided by the Academic Development Team within KIITE 
https://www.keele.ac.uk/academicdevelopment/resources/assessmentandfeedback/ including: 

 the generic assessment criteria 

 student feedback 

 guidelines on group work and assessment 

Further opportunities for training and staff development are available from Academic Development 
(https://www.keele.ac.uk/academicdevelopment/bookaworkshop/).  

Writing Intended Learning 
Outcomes (ILOs) 

Some useful links to resources are provided in the help text to question D2 in the module proposal form. This includes the 
following external resources, which may be of use to staff when drafting new ILOs: 

‘Writing and Using Good Learning Outcomes’, David Baume, Leeds Metropolitan University, 2009 

‘Writing and Using Learning Outcomes: A Practical Guide’, Declan Kennedy, Áine Hyland and Norma Ryan, Dublin City 
University, 2006 

‘Learning Outcomes: Guidance Notes’, University of Exeter, 2010 

https://www.keele.ac.uk/aboutus/strategicplan/learningandteachingstrategy/
https://www.keele.ac.uk/regulations/regulatione1/
http://www.keele.ac.uk/recordsandexams/az/
https://www.keele.ac.uk/academicdevelopment/resources/assessmentandfeedback/
https://www.keele.ac.uk/academicdevelopment/bookaworkshop/
http://eprints.leedsbeckett.ac.uk/2837/
https://www.cmepius.si/wp-content/uploads/2015/06/A-Learning-Outcomes-Book-D-Kennedy.pdf
https://www.cmepius.si/wp-content/uploads/2015/06/A-Learning-Outcomes-Book-D-Kennedy.pdf
http://admin.exeter.ac.uk/academic/tls/tqa/Part%205/5Bloutcome.pdf
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5.2. External reference points 

National credit an 
qualification frameworks 

The guidance on academic credit arrangements in England (2008) complements the FHEQs (see below) by providing an indication 
of the minimum credits typically required to complete qualifications. This guidance document was referenced when Keele’s own 
Credit and Awards Framework was introduced. 

The Framework for Higher Education Qualifications (FHEQs) defines threshold levels for all qualifications and is maintained by the 
QAA as part of the UK Quality Code. 

https://www.qaa.ac.uk/quality-code/qualifications-and-credit-frameworks 

AdvanceHE (Higher 
Education Academy) 

An overview of the Higher Education Academy’s strategic frameWORKS: 

https://www.heacademy.ac.uk/institutions/consultancy/frameworks 

There is also a guide focusing on inclusive curriculum design, taking into account students’ educational, cultural and social 
backgrounds as well as physical, mental or sensory impairments: 

https://www.heacademy.ac.uk/knowledge-hub/inclusive-curriculum-design-higher-education  

 

6. Support and guidance 

Further support and guidance can be obtained from QA staff (https://www.keele.ac.uk/qa/people/); any technical issues should be reported to the MIS team 
in IT Services. 

 

 

  

https://www.qaa.ac.uk/quality-code/qualifications-and-credit-frameworks
https://www.heacademy.ac.uk/institutions/consultancy/frameworks
https://www.heacademy.ac.uk/knowledge-hub/inclusive-curriculum-design-higher-education
https://www.keele.ac.uk/qa/people/
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Annex A: copy of the help text 

The following table is a copy of the help text shown against each question in the module proposal form. 

Section / Field reference Help text 

Section A: Main Details 

A1 Revise an Existing Module 

OR (NB: this question differs for revisions or 
new modules) 

A1 New Module Code 

(for ‘Revise an Existing Module’) The existing module code cannot be edited. This is so that the SCIMS records for 
students who have taken the module previously will be retained.  

 

(for ‘New Module Code’) The unique module code is generated once sections A and B have been completed. At 
this point the other sections of the form will be accessible for completion. 

A2 If proposals replaces existing module(s) 
please select it here 

Editable for new modules only.  

Please identify any module(s) that will be withdrawn as a result of the proposal. This enables QA to remove the 
modules from being ‘in use’ in SCIMS and it means that a MAV record won’t be created for the following year. 
Withdrawing out-of-use modules helps to keep the University's records accurate and current. For example, it 
helps to prevent erroneous reports being generated on modules that have not run. Withdrawing a module does 
not delete it from the University's records. and it is possible to reinstate it when there is a clear academic 
rationale for doing so. 

A2b Date from when proposed module 
replaces existing module(s) 

NB: only shown if applicable 

Please confirm the withdrawal date for any module(s) being replaced, e.g. Academic Year + Semester. 

A3 FHEQ Level Please select the appropriate level from the Framework for Higher Education Qualifications (FHEQ) based on the 
table below. NB: module prefixes in SCIMS use an old version of the Framework. 
 

Level Keele award 
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Foundation Year  

Level 4 1st year undergraduate (CertHE) 

Level 5 2nd year undergraduate (DipHE) 

Level 6 Final year undergraduate (Bachelor’s degree; 
Graduate diploma) 

Level 7 Postgraduate awards (Master’s degrees; 
postgraduate diplomas and certificates) 

Level 8 Doctoral degrees (e.g. DBA, DPharm) 

Cross-level Language modules are taken at different 
levels based on prior experience. These use 
the prefix ‘9’ in module codes. 

 
The aims and intended learning outcomes of a module must be aligned with the level specified. For level 
descriptors please refer to the Frameworks for Higher Education Qualifications (FHEQs) (October 2014) – which 
apply to whole years of full-time study and may therefore be more applicable in programme design – and the 
SEEC Credit Level Descriptors for Higher Education which may help applying the concept of academic level to 
individual modules.  

A4 Module Prefix This selection indicates the subject area and provides the three letters at the start of the module code. 

A5 Module Title Please type in the module title, up to a maximum of 120 characters. The title should be as concise as possible, but 
informative and unique. 

A6 School Select the host School from the drop-down list. In the case of a module to be delivered by staff from two or more 
Schools, select the School with management/budgetary responsibility for the module, which is usually the School 
providing the Module Leader. 

A7 Credit Value Type the number of credits. One credit is the outcome of 10 hours of typical student effort. The credit volume 
entered should conform to university regulations (for example, undergraduate modules should be in multiples of 

https://www.qaa.ac.uk/docs/qaa/quality-code/qualifications-frameworks.pdf
https://www.plymouth.ac.uk/uploads/production/document/path/2/2544/SEEC_Level_Descriptors_2010_0.pdf
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15) and to Faculty and University strategy for module size, and must be consistent with the total hours of student 
effort.  

A8 Is this for a new programme? Modules created as part of the introduction of a new programme will be dealt with via the programme approval 
process. Further details can be found here: 
https://www.keele.ac.uk/qa/programmesandmodules/programmeapprovalmodificationsuspensionandwithdraw
al/programmeapproval/  

Section B: Module Rationale 

B1 Rationale for Revision 

OR (NB: this question differs for revisions or 
new modules) 

Free text. Please indicate the sections of the module specification that have been altered in this revision and 
state the nature of the changes and the reasons for them.  

This information is required in order to provide FECs with an overview of the revisions made to modules.  

It is also necessary under the University’s consumer law obligations to consider whether the rationale falls within 
the circumstances under which changes can be made, as set out in the ‘Student Agreement’ (i.e. the contract 
sent to students when they are made an offer). For example because of: 

● the demands of the timetable and the availability of academic staff to deliver specialist modules, which 
cannot be delivered by staff who do not have the relevant specialist expertise 

● as a result of the evaluation of student feedback and student performance profiles identified as part of 
annual review processes, to ensure we continually enhance our programmes.  Changes in these 
circumstances will usually be made for the benefit of students 

● as a result of decisions taken by external PRSBs 
● the currency of knowledge in a discipline area 

It is therefore important to show a clear rationale alongside a summary of the changes. 

B1 Rationale for Proposal 

 

Free text. Please provide a statement of the reasons why the module is needed and of the impact of the module 
on the programmes that will use it. Where the rationale for the new module is part of the overall rationale for 
the structure and content of a new programme please state this. 

B2 When will the module/revision be 
introduced 

Please select a year and period for the introduction of the module.  

Module changes should not be made for the current academic year unless there are exceptional circumstances, 
which should be outlined in the rationale above. It may be necessary to secure students’ consent to such 

https://www.keele.ac.uk/qa/programmesandmodules/programmeapprovalmodificationsuspensionandwithdrawal/programmeapproval/
https://www.keele.ac.uk/qa/programmesandmodules/programmeapprovalmodificationsuspensionandwithdrawal/programmeapproval/
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exceptional changes. 

B3 Are there any resource implications 
relevant to this module? 

Please confirm any additional resource requirements for this module, e.g. physical or staffing resources, and 
confirm how these are being met by the School. 

Section C: Further Details 

C1 Module Leader Name the Module Leader. This is a type-ahead field, which means that it filters as you type, much like Google. 
Only the names of teaching staff in the School selected in section A7 will be shown. If staff names are missing 
please contact MIS.  
 
Future revisions to the staff member responsible for the module can be made directly in SCIMS. 

C2 Module Type Select the appropriate type from the drop-down list.  

Most modules will use the option ‘Standard Module’. The other options are used as follows:  

● ‘Dissertation for Masters’ and ‘Independent Study Project’ (UG modules only) are required to fulfil award 
requirements; 

● Exemption Module: This module type is only to be used for APL purposes; 
● Foundation Subject QLD LAW LLB: This module type is for use with Law Society recognised degrees; 
● Module studied whilst with ISC: for use with programmes delivered by ISC; 
● Research Training: only for use on research degrees. 

C3 Module Marking Scheme This field is to specify the overall module mark required for a pass or whether it is a pass/fail module. 
 
Undergraduate modules have an overall pass mark of 40% and postgraduate modules 50%.  
 
Pass/fail modules are mandatory requirements of a course but do not count towards the award calculation. 
 
The options that include the wording ‘capped at ass not mod’ mean that marks for each individual assessment 
would be capped at the pass mark on reassessment, rather than the overall module mark being capped. This is an 
exception to standard University practice and would need an approved rationale to explain its use. 

C4 Subject Area Please select from the options listed. This is a type-ahead field, which filters as you type. 
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C5 Compulsory  Please list the programme(s) for which this module is compulsory (i.e. students must take this module). 

C6 Optional  Please list the programme(s) for which this module is optional. Optional modules count towards subject credit 
requirements and students are required to choose from a selection of optional modules.  

C7 Elective Please indicate if this module is available to students as an elective. Elective modules do not count towards 
subject credit requirements. 

Module rules 

Please provide details of rules concerning whether students can select to study this module: firstly any module pre-requisites or barred combinations that can be 
programmed into SCIMS by Student Records; secondly any other rules managed by the School. If there are no rules associated with the module, please leave the 
field(s) blank. 

C8a Pre-requisites 
 
C8b Barred combinations 

Please identify modules that are either pre-requisites or barred combinations of modules taken at a previous 
level of study. These can only be programmed into SCIMS where the module(s) has been taken by a student at 
Keele at a previous level of study. 
 
Pre-requisites are modules that a student has to have studied and passed prior to taking this module to ensure 
they have the necessary prior knowledge and experience. 
 
Barred combinations are combinations of modules that cannot be studied together, for example where there is 
overlapping content, so as to avoid duplicated learning. 
 
NB: barred combinations of modules taken in the same year of study or rules concerning pre-requisites other 
than modules previously taken at Keele (an example may be where prior subject knowledge at A-level is required) 
would need to be managed by the School and should be listed in C9. 

C9 School-managed Module Rules Please provide information about any other pre-requisites or barred combinations for this module that cannot be 
programmed into SCIMS but are required and will be managed by the School. 

Section D: Aims and ILOs 

D1 Module Aim(s) Free text field with a limit of 5,000 characters. A succinct statement should be given of the Aims of the module, 
i.e. the purpose of the module and its place in the programme(s). The stated aims must be consistent with, and 
contribute to, the aims of the programme(s) of which the module is a part. 
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Typically the statement of Aims will be to achieve something, for example: The module aims to enhance the 
students’ evidence-based knowledge and analytical skills in assessing, planning, implementing and evaluating the 
care that patients in critical care and their families receive, taking into consideration both acute and chronic 
conditions, and the context of contemporary healthcare policy. 

The aims must also be consistent, in both content and wording, with the descriptors for the level of the module, 
and, where appropriate, with the relevant subject benchmark statement. If the aims relate explicitly to skills 
development, there should be clear reference made to the graduate attributes (D3). 

D2 Intended Learning Outcomes Please type in the Intended Learning Outcomes (ILOs) for the module, one per field. 

NB: you will be asked to identify which ILOs are tested by which assessment task in section E. 

The number of ILOs should be appropriate to the subject context and the number of credits earned by 
completing the module. Typically, there may be five or six ILOs for a 15-credit module. 

ILOs are a statement of threshold outcomes – i.e. a bare pass. They tell students, staff, examiners etc. what any 
student who passes will be able to do at the Level of the module. Good ILOs can be understood by all the 
students as a guide to what they are trying to achieve in the module. Teaching and learning activities should be 
clearly derived from the need to achieve the ILOs, and the assessments should clearly test the achievement of the 
ILOs. Normally every intended learning outcome is capable of being assessed in order to determine whether the 
learning outcome has been achieved. 

ILOs have several important features: 

● An "active" verb describing the visible activity students will be capable of, for example, (to) analyse, 
describe, design, appraise, critique, recall, recognise, predict, explain, compare, apply). The verb 
describes the cognitive ability (and, possibly, mechanical skill) the student has gained. All ILOs thus 
implicitly start with, 'The successful students will be able to...' 

● There may be an adverb or phrase qualifying the verb, for clarity, e.g. criticise constructively, solve 
efficiently. 

● There will be a noun or phrase that is the knowledge being processed or manipulated by the verb. This 
might be simple facts, concepts and theories, procedures, or self-knowledge. For example, using only the 
simple verb, 'describe': (Students who successfully complete this module will be able to… describe a 
flower's components using technical terms; describe the major sources of renewable energy). Clearly, the 
same verb can have varied significance depending on the discipline and on the content being processed 
by the student. 
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● There may be a qualifying phrase that clarifies the way in which the learning outcome is demonstrated or 
the level of performance expected in it. For example: use the Rydberg equation to predict the 
wavelengths of electronic transitions; analyse contemporary approaches to human resource management 
through current theoretical principles; explain the significance of twin studies in the field of the genetics of 
human intelligence. 

Context for ILOs 

Module ILOs are written for a particular academic level (e.g. undergraduate level 4 (year 1)), in the context of the 
programme specification and its intended outcomes for that level. Programme specifications are themselves 
written in the context of level descriptors that describe in general terms the types of learning outcomes at each 
level in any programme The wording of learning outcomes in programme specifications and level descriptors are 
not suitable for module ILOs: they are too general. Module ILOs are more specific and only one step away from 
the assessment criteria for specific assessments that derive from the ILOs. 

Even though they occur in the FHEQ level descriptors, words such as 'understanding', 'critical', and 'awareness' 
are unsuitable for use in module ILOs because their meaning is too general and cannot be assessed. 

Useful links: 

a.     The Cognitive Domain in Bloom's Taxonomy of Learning Domains – a classification of forms and levels 
of learning. Also useful as a thesaurus for finding a suitable verb. 

b.   Credit Level Descriptors (SEEC) - defines the level of complexity, relative demand and autonomy 
expected of a learner on completion of a module or programme of learning, i.e. a description of the 
broad outcomes at different levels of study. 

Further guidance on writing learning outcomes (as provided in the SEC module approval guidance) can be found 
here: 

c.    ‘Writing and Using Good Learning Outcomes’, David Baume, Leeds Metropolitan University, 2009 

d.  ‘Writing and Using Learning Outcomes: A Practical Guide’, Declan Kennedy, Áine Hyland and Norma 
Ryan, Dublin City University, 2006 

e. ‘Learning Outcomes: Guidance Notes’, University of Exeter, 2010 

Programme level: 

f. Keele University's Generic Assessment Criteria – defines the standards of achievement at FHEQ Levels 

http://www.nwlink.com/~donclark/hrd/bloom.html
http://www.nwlink.com/~donclark/hrd/bloom.html
https://www.plymouth.ac.uk/uploads/production/document/path/2/2544/SEEC_Level_Descriptors_2010_0.pdf
http://eprints.leedsbeckett.ac.uk/2837/
https://www.cmepius.si/wp-content/uploads/2015/06/A-Learning-Outcomes-Book-D-Kennedy.pdf
https://www.cmepius.si/wp-content/uploads/2015/06/A-Learning-Outcomes-Book-D-Kennedy.pdf
http://admin.exeter.ac.uk/academic/tls/tqa/Part%205/5Bloutcome.pdf
https://www.keele.ac.uk/sas/academicservices/assessment/markingscheme/
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3-7 across all subject areas. 

g.   Frameworks for Higher Education Qualifications (FHEQs) – the principal national reference points for 
academic standards, setting out the hierarchy of qualification levels and the general achievement 
expected at each level. 

D3 Graduate Attributes Please select the graduate attributes that this module develops. The ten attributes are designed to be attained by 
students through full engagement in their programme of study and other educational opportunities, i.e. not all 
attributes are developed through the academic curriculum. This section is to assist Schools in capturing areas 
where students’ intellectual, personal and professional capabilities are developed. 

D4 Comments on Graduate Attributes 
(optional) 

This is an optional field for any commentary that may be needed to explain the choice of graduate attributes, e.g. 
where an attribute is only partially met.  

Section E: Assessment 

Note about Section E Please use the navigation buttons at the top of this section to move between assessment components and to add 
or delete assessments.  

The grey boxes for ‘Total Weighting’ and ‘Final Assessment’ (question E7) are there to show that these fields have 
been completed. For example, ‘Total Weighting’ checks that the individual assessment weightings add up to 
100%. 

E1 Brief description of assessment Please type in a brief description of the assessment. 

For example: 2-hour unseen examination; 15,000 word dissertation 

E2 Assessment Type Please select from the drop-down menu. The closest assessment type should be used if there is not an exact 
match. 

E2b Select when exam takes place 

NB: only shown if applicable 

If ‘Exam’ has been selected in E2 as the assessment type then further details are needed. The information 
provided will be automatically sent to Student Records & Exams.  

Please select the correct option for scheduling from the drop-down menu. In most cases the exam will be 

https://www.qaa.ac.uk/docs/qaa/quality-code/qualifications-frameworks.pdf
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scheduled centrally but if this is not the case please select ‘School to manage the examination independently’ 

E2c Exam Duration 

NB: only shown if applicable 

Please enter the exam duration in minutes. The standard duration is 120 minutes and any variation from this 
should be discussed and agreed with the Deputy Head of Student Records & Exams. 

E3 Assessment Description Free text. For each assessment task please include a description of the assessment, including word-count 
requirements or duration, format and any further context. Any preparatory formative assessment should also be 
mentioned. 

For example: 

2-hour unseen examination. Students will produce two essays chosen from four titles covering selected aspects of 
the course. Examples of essay questions from previous exam papers are made available to students prior to the 
exam. 

E4 Weighting (%) For each assessment please enter the percentage weighting up to the maximum 100 (all assessment items will 
need to add up to a weighting of 100%). Do not enter the % symbol. 

This weighting is used to calculate the overall mark for the module. If the assessment is pass/fail specify a 
contribution of 0.  

E5 Marking Scheme Please select from the drop-down menu. 

The most common options are ‘Assessment rule 40%’ for undergraduate modules and ‘Assessment rule 50%’ for 
postgraduate taught modules. Both of these options include a mark capping on reassessment at the module 
level. Where an exemption has been approved for individual assessments to be capped on reassessment the 
‘capped at ass(essment)’ version should be selected. 

E6 Qualifying Mark This should be used only where an individual assessment component has its own pass mark requirement as a 
condition of passing the module. 

This is the minimum threshold mark for the individual assessment component. If it is not achieved then it causes 
the module to be failed overall even if the overall module mark exceeds the pass mark.  

If there is no qualifying mark for this assessment please leave the field blank.  

If this is a competency (pass/fail) assessment that must be passed, the qualifying mark should be entered as ‘1’. 
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E7 Is this the final assessment? Please select the assessment that students undertake last chronologically. Only one can be selected.  

This information is needed for HESA data returns. 

E8 Exemption from anonymous marking Please indicate if exemption is request for this assessment. 

Regulation 8.5 covers Anonymous Marking: it is required for any assessment contributing 25% or more to any 
module which counts towards the end qualification. Anonymous marking is assumed for modules unless a 
sufficient case is made in section E8b and approved. 

E8b Explanation of why anonymous marking 
isn’t possible 

Free text. If exemption for anonymous marking is requested please state briefly the case for exemption. Include 
how the students (and markers) will have protection from unfair or biased assessment (or accusations of this) 
that would have been provided by anonymity. 

Reasons for exemption from anonymous marking typically include impracticality (e.g. because examiners and 
candidate are present together for a significant aspect of the assessment, such as a presentation, poster session 
or oral examination), or because anonymity in assessment would be unethical or would contravene of a code of 
practice for a professionally accredited course. 

Note that the possible ineffectiveness of anonymity (e.g. because of recognisable handwriting in a small cohort of 
students) is not acceptable as a reason for exemption. 

E9 Assessment of Intended Learning 
Outcomes 

Please select ‘Yes’ for the ILO(s) that are tested by this assessment task. Each ILO needs to be linked to at least 
one assessment. 

Section F: Learning and Teaching 

F1 Indicative Module Content including 
Learning and Teaching Activities 

Free text.  

Type a summary of the teaching strategy and learning opportunities provided within the module. This should be 
indicative rather than exhaustive, but should be sufficiently detailed to show how the intended learning 
outcomes are to be achieved and provide the context in which assessment takes place. It must be consistent with 
the stated Aims and Intended Learning Outcomes, and with the Learning and Teaching Strategy. 

F2 Marketing Description Free text. Type in a description of the module, suitable for reading by a prospective student. Please remember 
that this section appears in the module catalogue. 

Do not duplicate detailed information that is available elsewhere in the module specification - avoid especially 
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references to features of assessment that are likely to change over time. 

This section is to tell students: 

● what they will be learning and what they will be doing in the module 
● the skills that they will acquire and how (e.g. on field trips, or in the laboratory, etc.) 
● the general approach to assessment (but not the details, which are given elsewhere) 
● how the module fits into the programme as whole 
● the value to them of taking the module, in relation to their programme of study and to their future life 

and career 
 
Please make sure that the marketing information is consistent with the detailed information elsewhere in the 
Module Specification, particularly if revisions are being made to the module. 

F3 Scheduled Learning / Teaching Activities Information about study hours is used by the university for Key Information Sets (KIS) data. Please refer to the 
following table for information about how each category is defined and therefore what should be included in the 
total of scheduled hours: 
 

Activity type KIS category 

Lecture Scheduled 

Seminar Scheduled 

Tutorial Scheduled 

Project supervision Scheduled 

Demonstration Scheduled 

Practical classes and workshops Scheduled 

Supervised time in studio/workshop Scheduled 

Fieldwork Scheduled 

External visits Scheduled 

Guided independent study Independent 
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Work based learning Scheduled 

Placement Placement 

Year abroad Placement 

 
Please note the following:  

- Summative assessment activities (e.g. exams, class tests or presentations) should not be included in the 
sum of scheduled hours, instead they should be included in the independent study hours; 

- Formative assessment should be included, although the category will depend on its exact nature. For 
example, a formative class test may contribute to both scheduled learning and teaching activities (for the 
time spent taking the test) and guided independent study (for the time spent revising/preparing for the 
test). 

F4 Independent Study Hours Type the total number of hours allocated to independent study. 

Guided independent study might include preparation for scheduled sessions, follow-up work, wider reading or 
practice, completion of assessment tasks, revision, etc. 

Summative assessments, such as examinations, should be included in this category. 

(NB – this category is usually the remainder of the contact hours once scheduled and placement activities have 
been calculated) 

F5 Placement Learning Hours 
Type the total number of hours allocated to Placements. Study Abroad should also be included in this category. 

The term ‘Placement’ covers any learning, other work-based learning, that takes place through an organised work 
opportunity, rather than at Keele, and includes managed placements. Some supervision or monitoring is likely be 
involved, and may be carried out either by a member of staff or a mentor within the host organisation. Due to the 
nature of the activity, placements are unlikely to take place virtually. Students might undertake placements 
individually or in groups, depending on the nature of the workplace and the learning involved. 

Teaching placements in medical and nursing courses should be treated as placements. 
 
Where the total number of hours on placement exceeds 10 hours per credit, the total number of hours should be 
capped at 10 hours per credit. 
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(QA only) Does the total hours follow the 
standard formula of ‘10x credit value’? 

NB: this question does not appear on the form for the majority of users. 

The default answer is Yes and it is strongly recommended to keep the total study hours equal to 10x the credit 
value to preserve the link between student effort and module load. 

In exceptional circumstances, e.g. where a professional body requires a specific volume of placement activity, ‘No’ 
can be selected: this means that a different value can be used and the calculation of ‘10 x credit value’ will not 
apply to the ‘Total Hours’ answer.  

Please contact Quality Assurance for any further guidance. 

F6 Detailed breakdown of Study Hours Free text. Please provide a detailed breakdown of the total study hours used in the module; in particular how the 
scheduled hours are configured. 

The following should be included as appropriate: lectures, seminars, tutorials and other types of taught session; 
discussions and supervision sessions; preparation periods for essays and presentations; placement periods; 
assessments; and directed and private study. 

Section G: Actions and Status 

G1 Proposal Status This section provides information about the status of the proposal or revision. 

‘Current Owner’ is the member of staff able to edit or submit the proposal. If you want to pass the module 
proposal on to another member of staff for them to edit please add them under ‘New Owner’ and select ‘Submit 
New Owner’ in the right-hand column. 

‘Current Stage’ shows where the proposal is in the system. It includes the following possible answers: ‘Proposal 
Specification’ is for a module proposal or revision under development; ‘School Education Committee’ / ‘Faculty 
Education Committee’ is if the proposal has been submitted for approval. ‘Quality Assurance’ is the final stage 
when the proposal has been through committee approval and final checks are being done before the module is 
written across to SCIMS.   

Note about action buttons The action buttons that appear in this section depend on your role and the status of the module. 

For new modules ‘Submit to SEC’ sends your module proposal to the nominated approver within your School, 
usually the School Director of Learning & Teaching. Members of SEC may also receive a notification of the module 
proposal depending on the set-up options chosen by the School. 

For SEC/FEC members with approval rights, e.g. SDLTs, there will be action buttons to ‘Approve’ a module 
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proposal, send a module back to be revised (‘Amendments Required’) - this brings-up a comment box to provide 
the Owner of the module with details of the required amendments; or to ‘Cancel’ the module proposal, which 
means that the proposal will be removed from the system. 

NB: an audit trail of the history of the module approval process is shown below. 
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Annex B: what the information in the form is used for 

The following table shows the various uses of the information provided in each section of the form. 

    Module 
catalogue 

SCIMS Student Records & 
Exams 

Data 
returns 

SEC / FEC 
committee info 

QA / 
other 

Section A: Module 
Details 

A1 / A4 - Module code and prefix ✔ ✔ (MOD)   ✔     

A2 - Modules being replaced    ✔   ✔ 

A3 - FHEQ level ✔ ✔  ✔   

A5 - Module title ✔ ✔  ✔   

A6 - School ✔ ✔  ✔   

A7 - Credit Value ✔ ✔  ✔   

A8 - New programme flag      ✔ 

B: Module 
Rationale 

B1 - Rationale for proposal/revision         ✔ ✔ 

B2 - Date of introduction   ✔  ✔ ✔ 

B3 - Resource implications     ✔  

C: Further Details C1 - Module Leader ✔ ✔ (MOD)  ✔     

C2 - Module Type ✔ ✔  ✔   

C3 - Module Marking Scheme  ✔  ✔   

C4 - Subject Area  ✔  ✔   

C5-C7 - Programmes against module type ✔  ✔    

C8-C9 Module Rules  (NB: System-
managed or School-managed) 

✔  ✔(SCIMS – related 
module rules) 

   

D: Aims and ILOs D1 - Module Aims ✔ ✔ (MOD)        
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D2 - Intended Learning Outcomes ✔ ✔     

D3 - Graduate Attributes  ✔    ✔ (PVC) 

D4 - Comment on Graduate Attributes  ✔    ✔ 

E: Assessment E1 - Brief description of assessment ✔ ✔ (MAB)     

E2 – Assessment Type ✔ ✔     

E2b/E2c - Exam scheduling and duration   ✔ All assessment details 
when an exam type is 
chosen 

   

E3 - Assessment description ✔      

E4 - Weighting (%) ✔ ✔     

E5 - Marking scheme ✔ ✔     

E6 - Qualifying mark  ✔     

E7 - Final assessment flag  ✔  ✔   

E8/E8b - Exemption from anonymous 
marking 

    ✔  

E9 - Assessment of ILOs     ✔  

F: Learning and 
Teaching 

F1 - Indicative content and L&T activities  ✔ (MOD)     ✔   

F2 - Marketing description ✔ ✔ (MOD)     

F3-F6 Study hours ✔ ✔ (MAV1)  ✔   

G: Actions and 
Status 

Proposal History    ✔         

 


