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Course Descriptor Template

A course descriptor is a document that gives prospective learners detailed information about a course so that they can make an informed decision regarding its suitability for them. The template, and guidance, given here provide the means for you to create your own descriptor.

Completing the Template
The blank template is presented after these guidance steps.

The template features a series of headings, with prompts [in parenthesis] for you to insert your own text to provide potential learners with details of your course. Both the headings and the prompts are guides only. These can be adapted, expanded or deleted as appropriate. However, each heading represents a particular piece of information that most course descriptors should look to include.

The headings included are:

· Course Name. Insert the full name of the course. If applicable, include the award, awarding body or organisation associated with the course.

· About This Course. Provide some introductory information about the course, including its purpose, and include some general guidance regarding its delivery and content. You will go into much of this information in more detail later on in the descriptor, but you should aim to give readers a solid synopsis of the course.

· Who Should Take This Course? Here you are looking to capture the kind of learners who would benefit from completing the course, e.g. those needing to become skilled in a particular discipline, seeking to refresh their skills, or looking to follow-up a previous course. It's important to be realistic regarding who the course is appropriate for.

· Learning Outcomes. Including details of the learning outcomes is key, as these should outline the skills, knowledge and behaviours learners can expect to attain on the course's completion. It is worth looking at your learning outcomes again from the perspective of a potential learner reading them. This will help to ensure that they are specific and realistic enough, e.g. outcomes for an introductory language course should provide an accurate representation of the level learners will achieve, rather than give the impression that they will be fluent by its completion. (You may wish to talk in terms of performance outcomes or learning objectives.)

· Outline of Content. Detail the subjects the course will cover. The exact level of detail that you should go into is subjective but you should, at least, provide a list of the units/modules included plus a summary of what is involved in each of these.

· Learning Methods. It's important to tell learners exactly how the course will be delivered. Some methods may not be suitable for certain learners (e.g. some may need a flexible approach to times and dates, so predefined workshop days may not be an option), so give as much information as you can. Additionally, tell them how they will be assessed (if applicable), e.g. final exam, essay, multiple choice questionnaire etc.

· Time Commitment. It's also essential that potential learners know exactly what they are committing to if they enrol on the course, including what home study is expected. This will help them to make a realistic decision regarding whether the course is something that they can successfully complete.

· Resource Commitments. If learners are required to own certain pieces of equipment, or are expected to purchase additional materials, this needs to be communicated to them from the start. Again, this will help them to decide if the course is right for them.

· Entry Requirements. If learners need special entry requirements before being accepted for the course (e.g. a particular qualification or completion of a prior unit) be explicit about these here.

· Further Information. Many potential learners will have questions regarding the course, so detail where they can find answers to these. Provide telephone numbers, email addresses or website information, as appropriate.

· You can adapt this template as required. For instance, you may refer to your 'course' as a 'programme', or 'learning outcomes' as 'learning objectives'.

You may also wish to add additional sections, e.g. details of cost or course facilitators.

We have provided an example course descriptor, created using this template, for a project management course.
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[Insert Name of Course] 

About This Course

[Insert text introducing the course, including its purpose, what qualifications (if any) are awarded, and any other general details considered relevant.]

Who Should Take This Course?

This course should prove to be of particular interest to those who:

· [insert details of possible course candidate] 

· [insert details of possible course candidate]

· [insert details of possible course candidate] 

· [insert details of possible course candidate]

· [insert details of possible course candidate]

Learning Outcomes

On completion of this course, it is expected that learners will be able to:

· [insert learning outcome]

· [insert learning outcome]

· [insert learning outcome]

· [insert learning outcome]

· [insert learning outcome]

Outline of Content

[Insert a detailed outline of the course content. You may wish to give a breakdown of the units/modules involved (if applicable).] 

Learning Methods and Assessment

[Insert details of how learning is facilitated on the course and the assessment methods used (if applicable).]

Time Commitment

[Insert details of the time that learners need to commit to in order to complete the course.]

Resource Requirements

[Insert details of resources that learners need, or need access to, in order to complete the course.]

Entry Requirements

[Insert details of course entry requirements.]

Further Information

[Insert details of contact details for further information.]
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Example Course Descriptor

Project Management Good Practice Association (PMGPA) Introduction to Project Management 

About This Course

The PMGPA Introduction to Project Management covers project management processes and procedures, as specified by the PMGPA – an internationally recognised project management body. 

Delivered through a series of five workshops, with additional access to an online resource bank, the course’s practical content guides learners through the core concepts of successful project management, and prepares them to sit the PMGPA’s Introductory Certificate in Project Management examination.

Completion of the course, and the associated PMGPA examination, provides learners with the foundation for further project management training and qualifications, and for undertaking project roles in their own organisation.

Who Should Take This Course?

This course should prove to be of particular interest to those who:

· wish to take the internationally recognised PMGPA Introductory Certificate examination

· are new to a project management role 

· require a practical introduction to project management 

· have undertaken project roles but who have not had any formal training

· work in functions that support project teams

Learning Outcomes

On completion of this course, it is expected that learners will be able to:

· define each stage of the project management lifecycle

· recruit and manage a project team

· detail the PMGPA’s best practice project management processes and procedures, and what and who is involved in each of them

· apply the PMGPA’s best practice project management processes and procedures to projects within their own organisation

Outline of Content

PMGPA Introduction to Project Management comprehensively covers the full syllabus of the PMGPA Introductory Certificate. The content has been broken down into five core units. 

The five units are:

1. Introduction to Project Management. This opening unit outlines exactly what is meant by a ‘project’, what is involved in the running of one, and introduces some core terms and references.

2. Planning a Project. Learners will develop an understanding of the project lifecycle and how to successfully start-up a project. Core planning and estimating methodologies will also be introduced.

3. Recruiting and Managing a Project Team. In this unit, learners will understand how to analyse the skills and experience needed to ensure project success, and how to recruit and manage an effective project team.

4. Implementing and Monitoring a Project. Learners will be shown how to apply techniques to effectively implement and monitor projects, so that the chances of project success are increased.

5. Closing and Evaluating a Project. In this final unit, the procedure for closing down a project, and how to evaluate its performance so that lessons are learned for future projects, is covered in detail. 

Learning Methods and Assessment

The course material is principally delivered through five workshop sessions. Learners will be asked to take part in various activities and self-assessment tests to check their learning and understanding. These activities and tests will be used to provide feedback on learner progress. 

Some home study is expected and learners will be given guidance on the areas to focus on. 

An online resource bank is also provided to support learners’ studies. This resource bank features a number of practical tools that can be used in the learners’ workplace. Also included are mock examinations, based on past PMGPA Introductory Certificate papers, to prepare learners for examination day (if applicable).

Learners do not formally pass or fail this course. It has been designed to help them to pass the PMGPA Introductory Certificate examination - a 50 question multiple choice test.

Please note: enrolling on this course does NOT include registration for the PMGPA examination. This must be arranged separately. Course administrators will be able to advise suitable dates and times. 

Time Commitment

Each workshop lasts for one day. It is estimated that completing the home study elements will take approximately 20 hours. Learners will be responsible for ensuring that they complete the full course, and allow time for necessary revision, before their examination day.

Resource Requirements

All necessary information needed to pass the PMGPA Introductory Certificate is included in the course, and no purchase of additional learning material is required.

Learners will require use of a computer and an internet connection (broadband is recommended but not essential) to access the resource bank. 

Entry Requirements

No prior qualifications or previous experience of project management are required to enrol on the course.

Further Information

If you have any questions about any aspect of the course, please contact the course administrator at courseadmin@gp.co.uk. 
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