New Programme Details Set up for OSS – Supporting Notes
Please note that Faculties/Departments should complete all sections unless shaded for completion by PRAS only and forward to the relevant Division for approval. There will be a delay in the set up of the programme in OSS if the form is not appropriately completed and authorised.
To assist you with certain parts of the form it may help you to be able to see how existing programmes are setup. You can do this by accessing the OSS Data Views, specifically the Basic/Core Programme of Study Details Data View. If you do not have access to the OSS system you can request this by emailing support (OSS@admin.ox.ac.uk).
In order for the programme to appear on the Embark online application system for the 2011/12 admissions year, please ensure that the programme set up form has been received by SDMA by 31st July 2010 at the very latest.
 
Timetable of undergraduate programmes to be set up:
For a new undergraduate programme of study to be set up in time for the UCAS admissions cycle, the form should be received by the December preceding the year in which the programme will admit students. For example, for a programme of study to be set up in time for the UCAS admission cycle for the academic calendar 0910 (MT 2009), the form should be sent to SDMA by December 2008.  
1. Title
Insert the approved full title of the programme of study to a maximum of 100 characters (including spaces). For example; Bachelor of Arts in History, Master of Science in Biochemistry.
2. Programme type
Circle appropriate programme type, i.e., UG (Undergraduate), PGT, (Postgraduate Taught), or PGR (Postgraduate Research).
3. Programme length
Indicate the length of programme in YEARS for UG programmes, and in MONTHS for PGT and PGR programmes. Please attach a copy of the regulations for PRAS to use in determining whether PGT programmes are standard or long for HEFCE purposes. If there is an exception to the length, then please either attach notes, or email sdma@admin.ox.ac.uk
4. Responsible organisational unit
The Responsible Organisational unit in this instance means the department/faculty responsible for the administration and teaching of the course as defined for resource allocation purposes. This must be a single organisational unit even where the teaching of the course may be split across more than one department. Enter the name and code of the organisational unit responsible for the administration of the programme. If you are not sure which unit code/department to use contact sdma@admin.ox.ac.uk or, as a guide, you can view the codes for existing courses within your department on the OSS Data Views.

4a. Programme ownership (PRAS to complete)
PRAS to enter the responsible organisational code/s for the unit programme and relative proportions. Please note this is used to assist with the student load and number planning. PRAS may contact you for further information.
5. Start date
Enter the earliest date teaching will begin e.g. October 2007

6. Valid entry points
Circle appropriate entry points for the programme of study. This usually would be Year one only, or Year one and Year two. If a different year of entry is possible please attach a note or email sdma@admin.ox.ac.uk
7. Matriculation
Circle ‘yes’ or ‘no’ depending on matriculation type. In most cases this will be standard matriculation. 
8. Academic calendar
Circle appropriate term(s) in which students may be admitted: for a D.Phil. this might be MT, HT and/or TT, but for a PGT or UG programme other than Continuing Education it is likely to only be MT.
9a. Location of Study
Circle appropriate attendance mode.  Note that this is most likely to be Oxford Based Study. 
9b. Year abroad
Please circle appropriate year in which a year abroad is offered on the programme. Please note this represents a compulsory year abroad that is a required element of the course. Leave blank if a year abroad is not offered on the programme.
10. Attendance type
Circle appropriate attendance type. This can be full-time (FT), part-time (PT), or both full-time and part-time. 
11. Main award
Enter the main exit awards for the programme. E.g., D.Phil.
12. Alternative award
Enter the alternative exit award for the programme. E.g., M.Litt.
13. Fields of study
Provide up to three main subject JACS codes and relative proportions. Please see Annexe A for further information and the JACS codes currently used by Oxford.
14. Online Applications?
This section applies to Postgraduate programmes only. If the programme can be applied for online, then circle ‘yes’. If not, then circle ‘no’. If this is not applicable e.g. is a Said Business School postgraduate programme and is therefore applied for using another online system, then circle ‘N/A’.
15. Replaces existing Programme
If the new programme replaces an existing programme, then circle ‘yes’ and give the programme code of the ‘old’ programme. If this programme does not replace an existing programme then circle ‘no’. For existing programmes and codes have a look at the data view for further information.
16. College Offerings
Indicate which Colleges/Halls have agreed to accept students on this programme of study.
17. Supporting Materials 
This section applies to Postgraduate programmes only.  Indicate the minimum supporting materials that are required for entry to this programme of study.

18. Application Deadlines
This section applies to Postgraduate programmes only.  Indicate which application deadlines will be used for this programme of study
19. Fees (please note that this field is not mandatory)
If known, tick appropriate fee band for the programme of study. All fee rates must have the appropriate approval from the Planning and Resource Allocation Committee. If not known please liaise with PRAS.
20. Projected intake
Provide projected number of students for the first year of operation as applicable.
21. Continuing Education Modules
Information is required about the modules associated with each year of the programme.  
A Guide to the Fields:
	Field Name
	Description

	Programme Attendance Type
	Whether the programme is full time or part time attendance. If the programme is both full time and part time then a programme assessment structure must be completed for each attendance type

	Year of Programme
	The year of study in which the units will be assessed

	Programme Attendance Mode
	Whether the unit is Oxford Based Learning or Distance Learning

	New Module? (Yes/No)
	Is the module a new module?

	Unit Code
	This is the unique code used to identify the module in OSS. If the module already exists please provide the code. If not, this should be left blank.

	Unit Title
	The title of the module, currently 90 characters (including spaces). This title will appear on the Academic Transcript, Data View reports (which feature Unit information), and Self-service (where Students view their information (includes confirmation of entries and results)

	Abbreviation/CE Code
	Internal Code = Abbreviation

	Core/Optional
	This refers to whether the unit is core (compulsory) or optional for the programme of study










Example:   New Continuing Education Programme – Master of Science in Programming Languages
In this example, the Programme is a part time Masters in ‘Programming Languages’. Because this is a modular programme, the units that form the Programme Assessment Structure are Module type. The fields of Paper Code, Submission Date and Duration are not applicable for this unit type and the unit class defaults to standard.

	Programme Attendance Type
	Year of Programme
	Programme Attendance Mode
	Abbreviation/CE Code
	New module?
(Yes/No)
	Unit Code
	Unit Title
	Core/Optional

	Part time
	YEAR1
	Oxford based study
	
	No
	CEBIO007
	Statistical Data Mining
	OPTIONAL

	Part time
	YEAR1
	Oxford based study
	
	No
	CEBIO012
	Structural Bioinformatics
	OPTIONAL

	Part time
	YEAR1
	Oxford based study
	
	No
	CEBIO014
	Molecular Evolution and Comparative Genomics
	OPTIONAL

	Part time
	YEAR1
	Oxford based study
	
	No
	CEBIO016
	Agent Based Computing
	OPTIONAL

	Part time
	YEAR2
	Oxford based study
	
	Yes
	
	Database Programming 
	OPTIONAL

	Part time
	YEAR2
	Oxford based study
	
	Yes
	
	Programming Languages I
	OPTIONAL

	Part time
	YEAR2
	Oxford based study
	
	Yes
	
	Programming Language II
	OPTIONAL

	Part time
	YEAR2
	Oxford based study
	
	Yes
	
	Advanced Programming Languages
	OPTIONAL

	Part time
	YEAR2
	Oxford based study
	
	No
	CEBIO018
	Project Module I
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	No
	CEBIO015
	Symbolic Machine Learning
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	No
	CEBIO013
	Database Management Systems
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	No
	CEBIO007
	Statistical Data Mining
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	No
	CEBIO012
	Structural Bioinformatics
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	No
	CEBIO014
	Molecular Evolution and Comparative Genomics
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	No
	CEBIO016
	Agent Based Computing
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	Yes (same as in Year 2)
	
	Database Programming 
	OPTIONAL

	Part time
	YEAR3
	Oxford based study
	
	Yes (same as in Year 2)
	
	Programming Languages I
	OPTIONAL

	Part time
	YEAR4
	Oxford based study
	
	Yes (same as in Year 2)
	
	Programming Language II
	OPTIONAL

	Part time
	YEAR4
	Oxford based study
	
	Yes (same as in Year 2)
	
	Advanced Programming Languages
	OPTIONAL

	Part time
	YEAR4
	Oxford based study
	
	No
	CEBIO019
	Project Module II
	OPTIONAL

	Part time
	YEAR4
	Oxford based study
	
	No
	CEBIO015
	Symbolic Machine Learning
	OPTIONAL

	Part time
	YEAR4
	Oxford based study
	
	No
	CEBIO013
	Database Management Systems
	OPTIONAL

	Part time
	YEAR4
	Oxford based study
	
	No
	CEBIO007
	Statistical Data Mining
	OPTIONAL

	Part time
	YEAR4
	Oxford based study
	
	No
	CEBIO014
	Molecular Evolution and Comparative Genomics
	OPTIONAL






 22. Milestone types
This section applies to Postgraduate Research programmes only. Enter maximum time allowed in Exam Regulations in terms (3 terms= 1year) for achieving milestones for transfer from PRS to full DPhil/MLitt /MSc status and for the Confirmation of DPhil status.
23. Authorisation
The programme set up form should be authorised and signed by the appropriate persons. Please note that in the event of any queries SDMA will contact the person named who has signed the form on behalf of the department.























Annexe A
13 Fields of study (POS form guidance)
Briefly provide up to three main subjects of study with relative proportions, and assign a JACS (Joint Academic Coding System) code. PRAS and SIS will then check these codes and contact you with any queries.
 JACS coding system was developed by UCAS and HESA to provide a common framework for classifying academic subjects. It is used for statutory reporting to HESA, as well as by various government departments. 
Each JACS code comprises a letter followed by 3 numbers. The letter denotes the subject group (e.g. ‘V’ denotes Historical and Philosophical Studies). The numbers provide more detailed information. Codes ending in ‘00’ represent the principal subject areas (e.g. within subject group ‘V’, V200 denotes History by area; further levels of detail are nested below this (e.g. V210 British History, V211 Irish History, V220 etc.):
The JACS code should represent the ‘lowest common denominator’ in terms of subject content. For most courses, Level 1 codes (e.g. V200) or possibly Level 2 codes (V210) will be most appropriate. However, for some specialised postgraduate courses, Level 2 or 3 codes may be more suitable. A list of codes currently in use for courses at Oxford is provided below. A complete list of available codes can be found at:
http://www.hesa.ac.uk/jacs/JACS_PS.htm  [principal subject codes ‘**00’ only]
http://www.hesa.ac.uk/jacs/completeclassification.htm  [complete list of all codes]
also available as a .csv file at: http://www.hesa.ac.uk/jacs/JACS.csv
Academic Technology Approval Scheme (ATAS)
ATAS is a scheme introduced on 1 November 2007 by the UK Foreign & Commonwealth Office (FCO) to stop the spread of knowledge and skills that could be used in the proliferation of weapons of mass destruction (WMD) and their means of delivery. It affects Non European Union Nationals applying to join postgraduate taught masters and research programmes in science or technology-based subjects. ATAS certificates are required for courses with JACS codes that begin with particular letter and number combinations. These are listed, along with more information about the scheme, at http://www.fco.gov.uk/en/fco-in-action/counter-terrorism/weapons/atas/who-atas.
Please contact PRAS if you have any queries regarding JACS coding or require information about the combination of codes currently in use for existing courses.
JACS codes currently assigned to Oxford courses (HESA return 2006/07)
The codes currently assigned to individual Programmes of Study can be accessed through the Basic/Core Programme of Study Details Data View on OSS. If you need access to Data Views, please contact OSS support (oss@admin.ox.ac.uk).

Code	Description
A100	Pre-clinical Medicine
A300	Clinical Medicine

B100	Anatomy, Physiology and Pathology
B110	Anatomy
B120	Physiology
B130	Pathology
B140	Neuroscience
B200	Pharmacology, Toxicology and Pharmacy
B800	Medical Technology
B900	Others in Subjects allied to Medicine
B940	Counselling

C100	Biology
C200	Botany
C300	Zoology
C400	Genetics
C600	Sports Science
C700	Molecular Biology, Biophysics and Biochemistry
C720	Biological Chemistry
C800	Psychology
C830	Experimental Psychology
C850	Cognitive Psychology

F100	Chemistry
F120	Inorganic Chemistry
F150	Medicinal Chemistry
F160	Organic Chemistry
F200	Materials Science
F300	Physics
F340	Mathematical & Theoretical Physics
F420	Archaeological Science
F600	Geology
F800	Physical and Terrestrial Geographical and Environmental Sciences
F900	Others in Physical Sciences

G100	Mathematics
G120	Applied Mathematics
G140	Numerical Analysis
G150	Mathematical Modelling
G300	Statistics
G400	Computer Science
G600	Software Engineering

H100	General Engineering

J200	Metallurgy

L100	Economics
L200	Politics
L240	International Politics
L243	Politics of a specific country/region
L250	International Relations
L300	Sociology
L321	Women's Studies
L400	Social Policy
L420	International Social Policy
L431	Health Policy
L500	Social Work
L600	Anthropology
L700	Human and Social Geography

M120	European Union Law
M200	Law by Topic

N100	Business studies
N200	Management studies
N600	Human Resource Management

P304	Electronic Media studies

Q100	Linguistics
Q110	Applied Linguistics
Q300	English studies
Q390	English studies not elsewhere classified
Q400	Ancient Language studies
Q410	Ancient Egyptian
Q450	Sanskrit
Q480	Hebrew
Q500	Celtic studies
Q600	Latin studies
Q700	Classical Greek studies
Q800	Classical studies

R100	French studies
R200	German studies
R300	Italian studies
R400	Spanish studies
R500	Portuguese studies
R700	Russian and East European studies
R900	Others in European Languages, Literature and related subjects

T100	Chinese studies
T200	Japanese studies
T400	Other Asian studies
T500	African studies
T600	Modern Middle Eastern studies
T700	American studies
T731	Latin American Society and Culture studies
T790	American studies not elsewhere classified
T900	Others in Eastern, Asiatic, African, American and Australasian Languages, Literature and related subjects

V100	History by period
V110	Ancient History
V120	Byzantine History
V200	History by area
V220	European History
V225	Russian History
V233	South American History
V250	African History
V300	History by topic
V310	Economic History
V320	Social History
V321	Local History
V350	History of Art
V360	History of Architecture
V380	History of Science
V400	Archaeology
V410	Egyptology
V460	Archaeological techniques
V500	Philosophy
V600	Theology and Religious studies
V620	Religious studies
V621	Christian studies

W100	Fine Art
W300	Music
W800	Imaginative Writing
X200	Research and Study Skills in Education
X300	Academic studies in Education


