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The Programme Planning Module Portfolio

The Portfolio is a set of core documents required in your final submission in Acrobat PDF for-
mat. 

The Portfolio contains the essential administrative documents and your Programme Proposal in 
one document to help you organise you study and hand in the correct information. 

1. Copy and paste text from Word or other program into main content fields. 

2. Use drop down menu items to avoid errors in titles and credit scores.

3. Save the Portfolio repeatedly as you progress by adding the current date in the filename. 

4. Email the whole Portfolio when submitting early drafts to your tutor. 

5. Print out and put in the folder of your final submission. 

6. Please do not use plastic sleeves. 

7. Submit two copies of final submission in two separate ring binder style folders.

Your Programme Planning Module Portfolio submission should contain the following sections:

Sections The Proposal Portfolio

Module Submission Cover Sheet 

The Proposal. Cover Sheet

Part 1 The Award Sought The Learning Agreement

Part 2 Period of Learning Agreement

Part 3 Summary List of Modules (Form B)

Part 4 The Rationale for the Proposal

Part 5

Part 6 Learning Outcomes from the Proposal

Part 7 Ethics Statement and Release Forms

Proposal Statement:Your Research Proposal from WBS 3835

Candidate’s Name

Student Number 

All the PDF forms do is organise all the elements in the WBS 4811 handbook 
into one sequence of documents to help you submit your course paperwork effectively.

1. The Learning Agreement cover sheet: Part 1 The Award Sought (7.1
     in the Handbook) .

2. Module Registration Form.  Part 2 Period of Learning Agreement (7.2 
    in the Handbook). It is the formal document required for recording your
    programme on the University’s student database.

3. The Composition of your Proposed Programme of Study or Summary List of your 
    Modules. Part 3  The new automatic module registration 
    form may suit your needs as you can  automatically record your modules and 
    calculate the credits you have obtained so far and future expectations.

5. Ethics Release form. Part 7 Ethics Statement and Release Forms (7.8 in the 
    Handbook). It is your formal acknowledgement of any ethical issues you are
     likely to face undertaking work based projects.

6. You will hand-in an ethics statement of between 250 - 500 words, this is 
     compulsory. Part 7 Ethics Statement and Release Forms 
   (please see section 6)

4. Part 4 The Rationale for the Proposal 
    Part 5 Proposal Statement:Your Research Proposal 
    Part 6 Learning Outcomes from the Proposal 
    provide an opportunity for you to co-ordinate and present your summary of 
   your work in one complete document, perhaps to allow your colleagues and 
   organisation to understand the range of your intentions.
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 Institute for Work Based Learning 

Middlesex University

 Programme Planning

Learning Agreement Cover Sheet

Please provide information by means of attached PDF pages under each of these headings:

Part 1. Award sought
Part 2. Period of Learning Agreement
Part 3. Composition of proposed programme of study
Part 4. Major learning outcomes of the proposed programme

Target Award:

Candidate Name:

Address
For correspondence:

Student number:

Tel/fax:

Post currently held:

Organisation:
(if applicable)

Student signature:

Third party Signature:
            

Email:

Date: Date: 

Date: Date: 
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Learning Agreement 

Part 1:  Target Award

Background

Courses and credits required

Part 2: Period of Learning Agreement

Start Date

Proposed Completion Date

 

Candidate’s Name

Student Number

The Programme Planning Module Portfolio
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The Programme Planning Module Portfolio

Candidate’s Name

Student Number 

Electronic PDF Registration Form Introduction and Instructions

You will need your Subject Handbook for reference (p10, 15, 18, 20, 45, 60) and
Programme Planning Handbook p23, 25, 35, 47, 69-75
This automated Learning Credits Calculator is designed to:

1) Make completion quicker and more accurate.
2) Flag up for you if you have any shortfall in number or level of credits or if there is some other

information that is missing.

Please Note:

It is free and you can download it from adobe.com.
3) You can save the PDF form, add and change content as many times as you like.
4) There are pull down menus to choose course titles, dates and module codes.
5) The boxes where you enter credits are organised so that you will get immediate feedback? if

6) When you have completed the form, (you can of course save several versions and practice

i.e MH150858, and save in a safe place on your computer or backup disc
7) Final check for accuracy.
8) Print and sign before enclosing with your Programme Planning Portfolio.

See comprehensive details in the Programme Planning Resource Pack

Part 3: The Summary List of Modules in your proposed programme of study

Use the automated PDF Form on the next sheet to record the composition of modules 
and their individual credits. 
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Recognition for Accreditational Learning (RAL) Pre-accreditation (Experiential Learning)  
Level 1 
Credits 

Level 2 
Credits 

Level 3 
Credits 

Level 4 
Credits 

Year Semester Title of area of learning - Max 30 characters & spaces  
(Insert asterisk * if credit not yet awarded by Middlesex)  

       
       
       
       
       
       
       
       
       
       

       
       
       
       
       
       
       
       
       
       
       
      RAL Credits Totals  

  

  
Credit Rated Learning (CRL) Pre – accreditation (university level courses/qualifications)  
Level 1 
Credits 

Level 2 
Credits 

Level 3 
Credits 

Level 4 
Credits 

Yr. Institution Title of course / qualification 

       
       
       
    CRL Credits Totals

Core Modules 
Level 1 
Credits 

Level 2 
Credits 

Level 3 
Credits 

Level 4 
Credits 

Yr. Sem Title of course / qualification module code 

       
       
       
    Core Module Credits Totals  

  
  
Subsequent Module Choices:  (in chronological order) 
Level 1 
Credits 

Level 2 
Credits 

Level 3 
Credits 

Level 4 
Credits 

Yr. Sem Supervisor Title of Project   Module Code 

         
         
         
    Subsequent Module Credit Totals 

Level 1 Level 2 Level 3 Level 4  

    Credit Totals at each Level  

 Total Credits 
 Tick box to confirm credit total 
  :erutangis  tnedutS

Date  

  

 
 

 This Section For Official Use Only 
  

Date Received 
      Programme Adviser confirmation 

Initial check date                                       Board sign off 
                                         Sign off date 

__________________________________________________________________________ 

Surname Forenames Student number 
 
Target award: Specialised Award Programme 

  
Programme completion Month: Year: Semester:  

  Name of organisation: 
(corporate groups only) 

  

Negotiated Title 

Institute for Work Based Learning Studies, Middlesex University  
Electronic Programme Plan Registration PDF Form
(Version 17th �nal ) 
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Part 7: Ethics Statement & Release Form   

      Ethics Statement  (250-500 Words)

  

  

Signature

Date

Candidate’s Name

Student Number 

The Programme Planning Module Portfolio
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Part 7: Ethics Release Form   

Section 1:        Informed consent form for participation in a work based research project. 

Negotiated Title  

The purpose of this document, in accordance with the requirements of Middlesex Universi-
ty's code of research ethics is to make explicit the nature of the proposed involvement between 
the researcher and the person or organisation agreeing to supply information (the participants) 
and to record that the research participants understand and are satisfied with the proposed ar-
rangements. 

The researcher: The researcher leading this research is 

  

Contact details 

Project Desciption   

Use of data  

 Anonymity of participants 

  

Declaration by the research subject(s): I /We have read and am/are satisfied with the arrange-
ments as set out above. 

Candidate’s Name

Student Number 

The Programme Planning Module Portfolio
Signature of participant(s)       Date

Researcher's signature:        Date
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YES NO

Candidate’s Name

Student Number 

The Programme Planning Module Portfolio

   
Part 7: Ethics Release Form  

Section 2: Questionnaire

Please answer all of the following questions: 

1. Has the project proposal and ethical considerations in draft     
been completed and submitted to your first supervisor 

2. Will the project involve an intervention or change to an existing 
 situation that may effect people and/or an evaluation of 
 outcomes of an intervention?       

 If yes, have participants been given information about the aims, 
procedure and possible risks involved in easily understood language

 Attach a copy of any information you have provided or intend to provide) 

 
3. Will any person’s position, treatment or care be in any way prejudiced
 if they choose not to participate in the project    

4. Can participants freely withdraw from the project at any stage without 
 risk or prejudice?       

5. Will the project involve working with or studying minors 
 (i.e. persons under 16 years of age)?      

 If yes, will signed parental consent or in loco parentis be obtained?
 And have you consulted the Children’s Act before taking a decision?   

6. Are there any questions or procedures likely to be considered in any 
 way offensive or inappropriate?      

7.   Have all necessary steps been taken to protect the
privacy of participants and the need for anonymity?    

  Is there provision for the safekeeping of written data and 
video/ audio recordings of participants     

8.  If applicable, is there provision for debriefing
participants after the intervention or project?       

9.   If any specialised instruments, for example psychometric instruments are 
to be employed, will their use be controlled and supervised 
by a qualified practitioner e.g. a psychologist?     

10. Will you need to put your proposal through an ethics committee
 the related to your professional work?      

If you have placed an X in any of the boxes please provide further information:  
11
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Part 7: Ethics Release Form

The Programme Planning Module Portfolio
ection 3:    Signatories sheet 

tudent’s Name

ame of Programme Adviser 

 confirm that the information provided on the Ethics Release Form is correct: 

ignature of Student 

iven the information provided, I support the approval of this proposal on ethical grounds: 

Target Award

Negotiated Title
ignat
 

ote t
the co

ny fu
ure of Programme Adviser

hat the University signature on the Learning Agreement cover sheet covers agreement to 
mpleted Ethics Release Form(s) 

rther comments: 
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Part 9: Programme Modification Form

To be completed only if required

If you wish to make changes to your work based project, after you have received programme 
approval, you should discuss the proposed changes with your adviser, complete the 'Project 
Modification Form' overleaf and return it to your adviser. 

You should give the completed form to your programme adviser for presentation to the WBS 
Programme Approval Panel at the next assessment period.

Institute for Work Based Learning Middlesex University 

 ‘Programme Planning’ Programme Modification Form

Name    

Student Number  

Adviser    

Award title   

Code of Project
module to be modified 

Description of modifications to project and rationale for its consistency with the programme title 
(continue of a separate sheet if necessary): 

Student signature      Date
Adviser signature      Date
University signature      Date

The Programme Planning Module Portfolio
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