
 

 

 

 

 

 

1.0 Short Course Policy 

  

Policy Category:  Academic/Governance 

Subject:    Approval and review of short courses 
Approving Authority:  College Council via Programme Development and Approval Sub- 
    Committee 
Responsible Officer:  Vice President/Vice-Principal Education 
Responsible Office:  Quality, Standards and Enhancement, Students and Education  

    Directorate 
Related Procedures:  Academic Regulations 
Related College Policies: n/a 
Effective Date:   
Supersedes:   July 2020 
Next Review:   July 2023 
_____________________________________________________________________________ 

 
I. Purpose & Scope 
The purpose of this policy is to support the development of short course activity, by providing clear 
guidelines and a transparent regulatory framework that covers financial, quality assurance and legal 
aspects on behalf of the institution. Section 9 of the Financial Procedures applies to all short courses, as 
they are deemed non-standard teaching programmes. 

King’s Professional and Executive Development (KPED) is the business unit that specializes in and promotes 
King’s short course activity. It has particular expertise in respect of Bespoke Executive Education. 

For credit-bearing short courses it is expected that they will follow the College’s academic regulations, as 
academic credit will be given at the successful completion of the short course. For non-credit bearing short 
courses, where there is no academic credit involved, there is an expectation that summative assessment 
will not take place and therefore academic regulations do not apply. If a student has a complaint about a 
non-bearing short course however than they may follow the College’s regulations for handling complaints. 

 
II. Definitions 
Bespoke Executive Education “closed” enrolment short courses designed specifically for an 

external partner 
 
Short Course a group of lectures/seminars/workshops, with articulated 

learning outcomes, completion of which leads to a certificate 
of attendance, and which may consist of 300 hours or less 
“learning time” (which includes contact hours, assessment (if 
credit-bearing) and self-directed learning), but which is not an 



 

Policy on Establishing College Policies and Procedures 

 

Page 2 of 6 

integral part of a degree programme. Examples of a short 
course include: 

 
Credit-bearing short course – a block of learning where credit 
is awarded that may be used towards an award of a higher 
education institution in the UK, in accordance with King’s 
academic regulations and the Framework for Higher 
Education Qualifications of UK Degree-Awarding Bodies 
(FHEQ). These short courses are usually reported to HESA and 
a transcript detailing credit awarded will be provided 
alongside the certificate of attendance.  A programme of 
study may use these short courses as Recognition of Prior 
Learning (sometimes known as a “free-standing module”.) 
Non-credit bearing short course – a group of 
lectures/seminars/workshops, with articulated learning 
outcomes, completion of which leads to a certificate of 
attendance only as no credits are attached. Some non-credit 
bearing short courses may require assessment by admissions 
prior to being enrolled onto the short course and these will be 
advised to students. 

 
MOOC (Massive Open Online Course) a group of lectures/seminars/workshops, with articulated 
     learning outcomes delivered entirely online. The MOOC can 
     be either credit-bearing or non-credit bearing. 
 
Summer School    a group of lectures/seminars/workshops offered by King’s in 
     the UK or overseas that may be taken by registered King’s 
     students and non-registered students during the summer 
     vacation. 
 
III. Policy 
1. General – applicable to all short courses 
1.1. Short courses offered by King’s College London can be non-credit bearing or consist of 5, 10, 15 

or 30 academic credits1. 
 
1.2 All students participating in non-credit bearing short courses will receive a ‘certificate of 

attendance’ signalling participation in the course; these certificates do not necessarily indicate 
successful completion of the course. Students participating in credit-bearing short courses who 

 

 

 

 
1Faculties may offer 5 or 10 credits at PG level only; King’s Health Partners have been granted permission by Academic 
Board to offer 5 and 10 credit modules. 
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successfully complete the course will receive a certificate indicating their achievement and the 
credit awarded. 

 
1.3 Short courses will typically have the following features: 

• They provide education and training to individuals and organisations in the public and 
private sectors 

• They provide a financial return to departments, divisions or faculties 
• They recruit students for whom King’s does not receive funding via OfS 
• They can be delivered in part of wholly via distance or e-learning 

 

1.4 The delivery of teaching for short-courses may include: 

• Seminars, lectures and workshops 
• Professional and executive development programmes including master classes and study 

days 
• Evening classes 
• Modules of postgraduate programmes offered on an open enrolment “stand-alone” or 

“taster” basis 
• MOOCS 

 

1.5 For both credit bearing and non-credit bearing short courses that are delivered and assessed 
within faculties the approval mechanism resides with the faculty. The Programme Development 
and Approval Sub-Committee should receive a listing of approved short courses. Where a short 
course is jointly delivered across faculties all faculties involved should approve the short course. 
Approval of the business case shall reside within the home faculty.  

1.6 For short courses delivered by units outside of the faculty structure academic approval for the 
delivery of the short course will be the responsibility of the Programme Development and 
Approval Sub-Committee, while approval for any business case will be the responsibility of King’s 
Professional and Executive Development. 

1.7 For credit-bearing short courses delivered by King’s Health Partners (KHP), KHP will liaise with a 
faculty for the short-course to be attributed to.  Approval of the short course will reside with the 
faculty assigned to the short course. The Programme Development and Approval Sub-Committee 
should receive a listing of approved short courses.  For non-credit bearing short courses delivered 
by KHP, these are approved by KHP with no formal reporting mechanism required to the 
Programme Development and Approval Sub-Committee. 

1.8 Proposals for the delivery of short courses for external clients shall require King’s Professional and 
Executive Development (KPED) approval. Proposals for short courses produced for external clients 
must have a legal contractual basis and contracts must be negotiated and signed by the 
appropriate authorized King’s personnel. KPED will lead on client and contractual negotiations and 
ensure financial and legal compliance on behalf of the institution. 

1.9 Short courses delivered under the aegis of a body other than King’s College London, such as NHS 
Hospital Trusts or the London Deanery will only be subject to this policy if they require credit 



 

Policy on Establishing College Policies and Procedures 

 

Page 4 of 6 

awarded by the College. Where approval for these short courses has been given, they should be 
reported to the Programme Development and Approval Sub-Committee, as part of the faculty 
report. 

1.10 Approval for MOOCs currently is overseen by the MOOC Steering Group. Any MOOCs approved by 
this Steering Group should be reported to the Programme Development and Approval Sub-
Committee.  If the MOOC is credit bearing final approval is given by the Programme Development 
and Approval Sub-Committee, if non-faculty based. 

1.11 Approval for a short course may be denied for a range of reasons, including a lack of financial 
viability, staff workload, failure to meeting appropriate academic standards and/or failure to 
comply with the King’s regulatory and quality assurance framework. 

1.12 Where a short course proposed by a faculty is offered in a discipline that potentially overlaps with 
courses offered by another faculty then the approval of the Executive Dean of the Faculty must be 
obtained before the proposal can be approved. 

1.13 Each short course shall submit annually to the College Education Committee details of feedback 
received, or confirmation that annual monitoring of the short courses fell under the remit of the 
College’s programme annual monitoring process (see below for further information). 

 

2. Credit Bearing Short Courses 

2.1 Short course proposals seeking approval as credit-bearing courses shall require the submission of 
the following additional information: 

• Mapping of learning outcomes against SEEC level descriptors (please see 
http://www.seec.org.uk/wp-content/uploads/2016/07/SEEC-descriptors-2016.pdf), and 
the Qualifications and Credit Framework (QCF) which articulate the requirements of 
learning outcomes for each different level (i.e. levels 3,4,5 and 6 which equate to the 
three years of an undergraduate degree and level 7 which equates to a taught 
postgraduate programme). 

• Assessment methodology 
 

2.2 The Faculty Education Committee or the Programme Development and Approval Sub-Committee 
(see above) shall consider whether the learning outcomes, assessment methodology and the 
amount of credit proposed is appropriate according to the College credit framework. Each credit-
bearing short course shall adhere to the College’s regulations e.g. enrolment requirements, resit 
arrangements, appeals/complaints etc. 

 

2.3 Each credit-bearing short course must be assigned to an appropriate assessment sub-board; short 
courses may be assigned to an existing assessment sub-board. Existing external examiners must 
be notified of any addition to their duties in such circumstances, otherwise normal process for 
appointing external examiners should be undertaken. 
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2.4 Each fee-based short course must produce a Programme Information Sheet and course-book, 
made available to all students on the course. For the course book the following must be outlined, 
at a minimum: 

• The aims, objectives and learning outcomes for the course 
• The curriculum of the course 
• The assessment requirements of the course 
• The timetable for the course 
• The learning resources available to students on the course 
• Procedures for appeals and complaints. 

 

2.5 For faculty-based short courses monitoring of the short course resides within the faculty (including 
MOOCS). 

2.6 If the credit-bearing short course:  

• Forms part of a programme then this monitoring is undertaken by the overarching 
programme annual reporting process and noted to the College Education Committee. 

• Sits outside of a programme then the short course annual report template form is 
completed and submitted to the faculty, with a note being made to the College 
Education Committee. This includes those short courses from King’s Health Partners 
attached to a faculty. 
 

For non-credit bearing short courses, the evaluation form completed at the end of the course shall 
be submitted to the faculty and noted to the College Education Committee. 

2.7 For short courses that sit outside of faculty structures the following shall apply: 

• Credit-bearing short courses will complete the short course annual report template form 
and submit it to the College Education Committee. 

• Non-credit bearing short courses monitoring is undertaken via the evaluation form 
completed by participants at the end of the course, which is submitted to the College 
Education Committee. 
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Appendix 1: Course Financial Statements 

1. Short-courses must generate a positive return for King’s and target a contribution of c50% (i.e. 
 income less direct costs). Exceptions to this will require the approval of the Executive Dean of 
 Faculty and the Director of Management Accounting. 

2. The business case should include the marginal cost of delivery such as academic time, the cost of 
professional services staff, any external room hire, materials, travel and catering/entertainment. 
We would expect a minimum contribution of c50%. Short courses income and expenditure may be 
run through departmental reserves or reported directly in faculty accounts that are reported to 
Executive Deans of Faculty and KPED by Management Accountants.  

3. Faculties, Divisions, and Departments shall bear any losses resulting from any short course activity 
previously authorized by their Executive Dean.  

4. Short courses are ordinarily exempt from VAT. However, it is recommended that the advise of the 
Chief Accountant be sought for short courses to be run in conjunction with an external body. 

5. Staff may receive personal benefit from undertaking teaching on short courses as additional salary 
subject to Executive Dean of Faculty approval and in line with section 9.5 of the Financial 
Procedures. 

6. Executive Deans of Faculties and Divisions/Departments will be required to incorporate an annual 
account of short courses income into their Strategic and Financial Planning, including the amount 
of short course income brought into the Faculty or Division, the amount and percentage of 
Faculty/Division overhead on that income, and the amount and percentage of income disbursed 
to named individuals, research groups and/or departments. 

7. All short course income will be coded as follows: 

• W45 – for individuals on open enrolment courses 
• W47 – for SME clients 
• W48 – for non SME clients 
• W49 – for non-commercial organisations including charities, NG0s and NHS 


