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B.
FEATURES OF THE FIELD

1. Title:

Business and Professional Administration 


2.
Modes of Delivery

This course is delivered on an open learning basis over two years at Richmond Upon Thames College, Kingston College, South Thames College and West Thames College. Academic leadership for the course is provided by the Faculty of Business and Law at Kingston Hill.

3.
Features of the Field

This is an intermediate level qualification primarily intended for people without formal academic qualifications beyond school level, and who are working, or who have worked, in the area of business or professional administration. It is envisaged that students will typically have project management or working on a project team as part of their work. Candidates have a minimum of two years’ work experience in the general area of professional administration and will normally be over 21 years of age.

Much of the learning on this course takes place in the student’s workplace and as a result of independent study. Students will spend the equivalent of approximately two full days a month in the classroom.

Students will be supported by academic personal tutors and work based mentors.

Successful graduates of the FDPA will be eligible to undertake an Honours level “top-up” course leading to the award of BA (Hons) Business and Professional Administration. 
C. EDUCATIONAL AIMS OF THE FIELD

The field aims to provide an educational programme combining both academic and work-place experience which will equip employees with advanced knowledge, skills and attitudes to make them effective professional administrators.
D.
LEARNING OUTCOMES OF THE FIELD

1. Knowledge and understanding

On completion of the Foundation degree all students will be able to demonstrate:

· an understanding of the general characteristics and traits of organizations

· a good critical knowledge and understanding of the intellectually established principles of  administration and professional practice

· a good critical knowledge and understanding of key business functional areas, including Organisational Behaviour, Human Resource Management, Financial Management, Operations Management, Marketing and Entrepreneurship.

· an understanding of the limits of knowledge and how this influences analysis and interpretations based on that knowledge

2. Cognitive (thinking) Skills

On completion of the Foundation degree all students will be able to demonstrate:

· the ability to recognize the particular needs of their own organization within its environment

· the ability to select an appropriate response to the problems of their own, and other similar, organizations

· the ability to apply underlying concepts outside the context in which they were first studied

· the ability to evaluate critically the appropriateness of different approaches to problem-solving in the field of study as applied to real-life contexts

3. Practical Skills

In addition to the key skills listed below, students will be able to demonstrate; 

· the ability to use planning tools in forecasting, budgeting and project management

· Financial literacy through reading and interpreting financial and managerial information and other data.

4. Key Skills

On completion of the field students will have acquired transferable skills to:


a.
Self Awareness Skills

· Take responsibility for own learning and plan for and record own personal development

· Recognise own academic strengths and weaknesses, reflect on performance and progress and respond to feedback

· Organise self effectively, agreeing and setting realistic targets, accessing support where appropriate and managing time to achieve targets

· Work effectively without supervision in unfamiliar contexts

b.
Communication Skills

· Contribute effectively to group discussion

· Make a presentation

· Read, select, extract and collate information from written, spoken or other appropriate sources

· Produce written materials in a variety of formats

· Incorporate images in documents including tables, charts, graphs and diagrams

· Appropriate use of electronic communication
· Express ideas clearly and unambiguously in writing and the spoken word (including CV writing)

· Present, challenge and defend ideas effectively

· Actively listen to ideas of others in an unbiased way
c.
Interpersonal Skills

· Work well with others in a group or team

· Work flexibly and respond to change

· Discuss and debate with others and make concessions to reach agreement

· Give, accept and respond to constructive feedback

· Show sensitivity and respect for diverse values and beliefs
d.
Creativity and Problem Solving

· View problems from a range of perspectives to find solutions to problems

· Imagine, create and exploit ideas 

· Work with complex ideas and justify judgements made through effective use
e.
Research and Information literacy Skills

· Search for and select relevant sources of information and use it appropriately

· Apply the ethical and legal requirements in both the access and use of information

· Accurately cite and reference information sources

· Use software and IT technology as appropriate

f.
Numeracy
· Collect data from primary and secondary sources selectively

· Evaluate and present data in suitable formats

· Record data in an appropriate format

· Be aware of issues of selection, accuracy and uncertainty in the collection and analysis of data
· Handle and understand numbers as required for context

· Interpret and apply data to inform judgements
g.
Management and leadership Skills

· Determine the scope of a task (or project)

· Identify resources needed to undertake the task (or project) and to schedule and manage the resources.

· Evidence ability to successfully complete and evaluate a task (or project), revising the plan where necessary

· Motivate and direct others to enable an effective contribution from all participants
E.
FIELD STRUCTURE

This field is a Foundation degree within the University’s Undergraduate Modular Scheme. Fields in the UMS are made up of modules which are assigned to levels. Levels are progressively more challenging as a student progresses through the field. A level will normally be made up of 8 modules, each worth 15 credits (or an equivalent combination of half and multiple modules in some cases). Typically, a student must complete 120 credits at each level. A Foundation degree within the UMS will consist of at least 120 credits at level one and 120 credits at level two. The Foundation Degree in Business and Professional Administration consists of 120 credits at level one and 120 credits at level two.

Level One

Level one modules are introductory modules essential to establish the foundation knowledge and skills of the field. The modules are designed to cover the application of knowledge, understanding, skills and use of conventions in the field of study; use of analytical skills, selection and organisation of information. The work-based learning assessments at Level 1 will enable the student to recognise that theoretical knowledge in the field of study may be applied to problems and situations that are encountered in the workplace. 

	Level One modules (taken over one year)

	Module Code
	Module Title
	Credits

	BH1401
	Personal Development
	15

	BS1421
	Learning from Experience/APEL
	15

	BS1422
	Accreditation of Prior Experiential Learning (APEL) (portfolio submitted at the end of the year)
	30

	BS1401
	Business Environment 
	15

	BH1404
	Organisational Behaviour and HRM
	15

	BA1401
	Financial Management I
	15

	BM1401
	Marketing Management I
	15


BH1401 will be the first module delivered, followed by BS1421 and BS1422. The order of the remaining modules may vary from that shown in the chart. Students will normally be required to complete all of level one before being allowed to progress to level two. Where a student has failed an assessment at the first attempt and there is not time to permit a second attempt to take place before the start of the first module of level two, the student will usually be allowed to start level two whilst being re-assessed in the failed module(s).

Level Two

Level Two modules are designed to develop the subject material by providing a deeper knowledge of the field of study. They cover the application and evaluation of contrasting ideas, principles, theories and practice, together with the development of an increasing independence in systematic enquiry and analysis. The work-based learning assessments at level two will enable the student to apply principles and theories to the workplace and to gain an understanding of how such principles and theories may be selected for maximum effectiveness. 

	Level Two modules 

	Module Code
	Module Title
	Credits

	BS2404
	Research Methods
	15

	BB2401
	Information Management
	15

	BS2401
	Operations and Project Management
	15

	BH2401
	Human Resource Management II
	15

	BS2401
	Innovation and Entrepreneurship
	15

	BA2401
	Financial Management II
	15

	BM2401
	Marketing Management II
	15

	BS2405
	Work Based Research Proposal
	15


F.
FIELD REFERENCE POINTS

· This field has been designed to take account of the QAA Business and Management Benchmark statement, although it is not a requirement.

· The field complies with the draft Foundation degree benchmark statement

· The awards made to students who complete the field comply fully with the National Qualifications Framework

· All of the procedures associated with the field comply with the QAA Code of Practice for Higher Education
G.
TEACHING AND LEARNING STRATEGIES

The Foundation Degree in Professional Administration is delivered using face-to-face teaching, supportive texts (which have been specifically commissioned for use on this course) and work based learning. This combination will allow students to study at their own pace and in their own time. This combination will allow students to study at their own pace and in their own time. Personal tutoring (which might be face-to-face, on the telephone or virtual) will be available to students outside class hours for an average of one hour a week. Students will also be supported by membership of study groups which will meet outside formal tuition periods and will be encouraged to seek the support of a workplace mentor who will liaise with South Thames staff. Outside the formal tuition sessions students will have access to support on Blackboard, both remotely and via the learning resource centres at both the college and at KU. 

Work-based learning is essentially a reflective process which develops out of analysis, experience and continuing thought about the relationship between the individual and the workplace. Students’ work-based learning will be derived from a conjunction of the students’ experience of formal tuition and associated learning, preparation for module assessment and research at the workplace and ‘informal learning’ ie the heightened perception, both of self and of the workplace, that is achieved by the student who is also an employee. 

H.
ASSESSMENT STRATEGIES

The assessment strategy is designed both to assess the theoretical aspects of the subject and the work-based learning that is acquired by the student in connection with the course of study.

All modules include assessments that test theoretical understanding and the majority also test the application of theory to real-life practice. The aim is to enhance the student’s understanding of his or her workplace environment both through the study of theory and a recognition of the constraints and opportunities that are available in the workplace.

There will be some element of time constrained assessment in a controlled setting but examinations are not a particularly appropriate method of assessing the outcomes of work-based learning. Most of the assessments, therefore, will be produced by students in their own time and environment in order to provoke the distillation of the university/work/individual ‘experience’ which is essential to work based learning. Forms of assessment used will include reports discussing the student’s own workplace, portfolios and personal plans, individual and group presentations, project proposals, projects and case studies. 

I. ENTRY QUALIFICATIONS
The minimum entry qualifications for the field are: 2 year’s work experience, GCSE English and Maths at grade C or above or equivalent
Typical entry qualifications set for entrants to the field are: 2 year’s work experience, GCSE English and Maths at grade C or above or equivalent
The intention is to offer a place on this course to anyone capable of demonstrating the academic ability and commitment necessary to undertake the course provided that they are in employment at the time of enrolment or can demonstrate the support of an employer and have at least 2 years relevant work experience. The necessary abilities and commitment will be assessed on an individual basis. It is expected that candidates will typically have all, or most, of the following abilities:

· Satisfactory verbal and written communication and numeracy skills (GCSE English and Maths at grade C or above or equivalent)

· An ability to present a reasoned argument

· Experience of report writing

· An assurance by the employer organization that the candidate is capable of undertaking intermediate level study

· Satisfactory interpersonal skills

· Evidence of self-management of working or learning

· Commitment to learning and motivation for completing the course

Holders of one GCE A level or VCE A level or equivalent with the relevant work experience will normally be deemed to have satisfied the admissions requirements.

J.
CAREER OPPORTUNITIES

It is anticipated that most graduates will be seeking a promotion on completion of the FDPA, and will therefore be in an advantageous position to obtain promotion to a more senior administrative role, or a managerial position. A proportion of students may choose to continue to study for a higher level qualification in a specialist area such as management or human resources.

K.
INDICATORS OF QUALITY

· The Foundation Degree is endorsed by the Institute of Chartered Secretaries and Administrators

· Kingston Business School has obtained a Centre of Excellence status from the Chartered Institute of Personnel and Development (CIPD) 

· Teaching rated "excellent" by HEFCE when last subject to a quality review

L.
APPROVED VARIANTS FROM THE UMS

There are no variants from the UMS.
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