Administrative Planning and Development Checklist for Transnational Education (TNE) Programs

Section 21 of the Offshore Programs  - Quality Assurance Checklist provides the administrative requirements necessary for program approval by the University Teaching and Learning Committee. This checklist is a working tool aimed at assisting administrative stakeholders in the planning and implementation of new TNE programs.

	TNE Programs Administrative Item
	Modification to UTAS standard practice? 
N or NA
	Description / Evidence 
	Authority
(approving working party, committee etc / date)

	SECTION 1
	
	
	

	1.1 Program submitted for UT&LC approval
If yes go to section 2
	
	
	

	1.2 Course code and title
	
	
	

	1.3 Proposed Partner Institute
	
	
	

	Administrative contacts identified (name & title)
	
	
	

	Communication channels identified
	
	
	

	1.4 Proposed commencement timelines
	
	
	

	Are semesters synchronised with UTAS
	
	
	

	1.5 Unit information
	
	
	

	Fixed schedule or electives
	
	
	

	1.6 Assessment
	
	
	

	Is assessment integrated with UTAS examinations procedures
	
	
	

	1.7 Academic transcript and record
What will the record show?
	
	
	


	TNE Programs Administrative Item
	Modification to UTAS standard practice? 
N or NA
	Description / Evidence 
	Authority
(approving working party, committee etc / date)

	SECTION 2
	
	
	

	2.1 Admissions
	
	
	

	Timelines, including closing date, policy re late applications
	
	
	

	Application  - required or not?
	
	
	

	Documentary evidence of entry requirements – authentication, electronic records from partner institutions
	
	
	

	Offer documentation and procedures
	
	
	

	Communications with students – written, electronic
	
	
	


	2.2 Enrolment
	
	
	

	Timelines –
proposed commencement 
proposed semesters – start, census, teaching weeks
are semesters synchonised with UTAS ?
access to IT and Learning resources
	
	
	

	Enrolment documentation and procedures -
declaration
IT password advice
academic approval

variation and withdrawal processes 
does the course structure include transfer to Tas?
	
	
	

	Unit information -
fixed schedule or electives
any units with pre-requisites
method of notifying Unit File
	
	
	

	Enrolment confirmation
	
	
	

	Student induction and orientation
	
	
	

	Communications with students – written, electronic
	
	
	

	Enrolment data required by partner institution, concurrent enrolment in partner institution
	
	
	

	2.3 ID Cards
	
	
	

	Part time / Full time
	
	
	

	Privileges/services linked to ID cards identified
	
	
	

	Expiry
	
	
	


	TNE Programs Administrative Item
	Modification to UTAS standard practice? 
N or NA
	Description / Evidence 
	Authority
(approving working party, committee etc / date)

	2.4 Assessment
	
	
	

	Is assessment integrated with UTAS examinations -
are exam periods synchonised with UTAS
management and security of exam papers

Supervision

release of results
release of results to partner institution – purpose, security, records
	
	
	

	Fees implication for failed and repeated units 
	
	
	

	Probation and exclusion, requirements of host institution
	
	
	

	Review of Assessment
	
	
	

	2.5 Academic Progress Reviews 
Reporting requirements
Timelines 
	
	
	

	2.6 Student Discipline, and Complaints procedures
	
	
	

	Governance requirements of host institution
	
	
	

	Delegation of powers under UTAS ordinance?
	
	
	

	2.7 Graduation
	
	
	

	Academic Transcripts  
record of advanced standing
language
	
	
	

	Professional body eligibility (Aus / other countries)
	
	
	

	Ceremonies
	
	
	


	TNE Programs Administrative Item
	Modification to UTAS standard practice? 
N or NA
	Description / Evidence 
	Authority
(approving working party, committee etc / date)

	2.8 Administrative Resource issues
	
	
	

	Projected student numbers
	
	
	

	Staff resources
	
	
	

	Is there a service agreement with admin staff at TNE location?
	
	
	

	Will the faculty/school provide additional administrative support
	
	
	

	Administrative co-ordination – who is responsible 
student records and processing
 procedures and documentation
operational planning

exams coordination

student information/induction 
	
	
	

	USRS – programming requirements
new study centre
fees module

Course and unit database
IAD
	
	
	

	Other resources
	
	
	

	Freight and courier costs
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