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SECTION 1.0 INTRODUCTION
This brochure is intended to serve as a reference document,
especially for lecturers, supervisors, examiners and
prospective/graduate students of the University of Cape Coast.
Pertinent issues on graduate studies that have been highlighted
include admission requirements, application forms,
administration of graduate studies, registration and scheme of
examinations, academic standing and presentation of
dissertation/thesis. Every eﬀort has been made to ensure accuracy
of the information in this brochure at the time of going to press.
However, the Board reserves the right to make changes any time
as deemed necessary.
1.1 Academic Year
The University operates a semester system as indicated below but
graduate programmes are for the full calendar year (August to
July).
Regular
First Semester
- August to December
Second Semester

- January to May

Sandwich Programmes - June and July
Distance Programmes
First Semester
- October to March
Second Semester

- May to September
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1.2 Non-Degree Graduate Programmes
i. Postgraduate Certiﬁcate
ii. Postgraduate Diploma
1.3 Degree Graduate Programmes
i. M.A., M.Sc., M.Ed., MBA (Sandwich)
ii. M.A., M.Ed., MBA., MPhil/MCom. (Distance)
iii. M.A., M.Sc., MBA, M.Ed (Regular)
iv. M.Phil, M.Com, MN (Regular)
v. PhD (Regular)
1.4 Admission and Progression Requirements
1.4.1 Certiﬁcate, Diploma and Non-Researched Degrees
Direct, one-step admission into graduate programmes is limited
to certiﬁcate, diploma and non-researched degree programmes as
follows: Postgraduate Certiﬁcate, Postgraduate Diploma in
Education, Master of Arts, Master of Science, Master of Education,
and Master of Business Administration. These typically last for
one academic year, although when they are run in the sandwich
mode, they are delivered in two calendar years.
a) Postgraduate Certiﬁcate in Labour Studies
A candidate seeking admission to the Postgraduate Certiﬁcate in
Labour Studies programme must have a ﬁrst degree in a subject
area, and a minimum work experience of three years.
b) Postgraduate Diploma in Education
A candidate seeking admission into the Postgraduate Diploma
in Education programme must have obtained a ﬁrst degree and
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taught for a minimum of two years.
c) Master's Degree Programmes - M.A./MBA/M.Sc./M.Ed.
(Regular/Sandwich/Distance)
A candidate seeking admission to an M.A./MBA/M.Sc./M.Ed
degree programme must:
i. Have obtained a good ﬁrst degree (at least, a Second Class) in an
appropriate ﬁeld of study from a recognized academic
institution.
ii. Submit an oﬃcial transcript of academic record.
iii. Submit, at least, two referees' reports, one of which must be
from a former lecturer.
iv. Satisfy any additional requirements prescribed by the
Colleges/Faculties/Schools/ Institutes/Departments. These
may include relevant work experience, a wri en entrance
examination and/or an interview.
d) Special Admissions
In special cases, an applicant who does not have a ﬁrst degree
but is otherwise adjudged suitable may be admi ed into a nonresearched postgraduate programme. Such an applicant must:
i. Have special knowledge and considerable experience in his/her
area of interest.
ii. Have, at least, G.C.E. 'O' Level/SSSCE/WASSCE passes in
English Language and Mathematics.
iii Have a Diploma in the relevant ﬁeld of study.
iv Be, at least, 35 years of age.

Academic Policies and Regulations for Graduate Studies
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e) A candidate who possesses a ﬁrst degree with a Third Class or
Pa s s m a y b e c o n s i d e r e d f o r a d m i s s i o n i n t o t h e
M.A./MBA/M.Ed./M.Sc. programme.
The candidate will also be required to:
i. Submit a transcript of his/her academic record.
ii. Pass a selection interview.
1.4.2 Researched Postgraduate Programmes
A) M.Phil, M.Com, MN
A First Degree candidate seeking admission to an
M.Phil/M.Com/MN programme must:
i. Have obtained a good ﬁrst degree (at least, a Second Class) in an
appropriate ﬁeld of study from a recognized academic
institution.
ii. Submit an oﬃcial transcript of academic record.
iii. Submit, at least, two reference reports, one of which must be
from a former lecturer.
iv. Submit a pre-proposal of 2-3 pages on the intended area of
study, including references.
v. Satisfy any additional requirements prescribed by the
Colleges/Faculties/Schools/ Institutes/Departments. These
may include relevant work experience, a wri en entrance
examination and/or an interview.
A successful applicant will be oﬀered probationary admission as a
Postgraduate Research Student (PRS) for the ﬁrst year. Students
may progress to the second year after having satisﬁed the
following conditions:
i. Completed all courses required at the master's level.
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ii. Obtained a CGPA of 2.5 or be er.
iii. Taken a course in academic writing and passed
iv. Successfully defended a final research proposal before a
Department examining panel.
A Non-researched Master's Degree candidate seeking admission
to an M.Phil/M.Com/MN programme must:
i. Have obtained a CGPA of 2.5 or be er in the master's course
work,
ii. Submit an oﬃcial transcript of academic record.
iii. Submit, at least, two referees' reports, one of which must be
from a former lecturer.
iv. Submit a pre-proposal of 2-3 pages on the intended area of
study, including references.
v. Satisfy any additional requirements prescribed by the
Colleges/Faculties/Schools/Institutes/Departments. These
may include relevant work experience, a wri en entrance
examination and/or an interview.
A successful applicant will be oﬀered probationary admission as a
Postgraduate Research Student (PRS) for the ﬁrst semester of the
ﬁrst year. Students may progress to the thesis phase in the second
semester of the ﬁrst year after having satisﬁed the following
conditions:
a) Taken a course in academic writing and passed.
b) Successfully defended a ﬁnal research proposal before a
Department examining panel.
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B) Doctor of Philosophy (PhD)
A candidate seeking admission into the PhD must:
i. Have an M.Phil or equivalent degree in an appropriate ﬁeld of
study from a recognised institution.
ii. Submit an oﬃcial transcript of academic record.
iii. Submit two referees' reports, one of which must be from a
former lecturer.
iv. Submit a pre-proposal of 3-5 pages on the intended area of
study including a bibliography.
v. Satisfy any additional requirements prescribed by the
Colleges/Faculties/Schools/ Institutes/Departments.
A successful applicant will be given probationary admission as a
Postgraduate Research Student (PRS) for the ﬁrst year. A student
may progress to the second year after satisfying the following
conditions:
i. Taken and passed all requisite background courses as may be
prescribed by the Department.
ii. Successfully defended a final research proposal before a
Departmental examining panel.
1.5 Conditions for Upgrading First Degree and Non-Researched
Master's Degree Holders to PhD
A ﬁrst degree and non-researched master's degree holder may be
upgraded to a PhD programme. He/She must have:
i. Completed all courses required at the master's level.
ii. Obtained a CGPA of 3.5 or be er in the course work.
iii. Obtained not more than one grade C+.
iv. Scored B+ or be er in Research Methods course.
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v. Taken a course in Academic Writing and passed.
vi. Presented a research proposal of an acceptable standard.
vii. Successfully defended a ﬁnal research proposal before the
Department examination panel and passed with at least grade B+
by the examination panel.
1.5.1 Modalities for upgrading a ﬁrst degree and nonresearched master's degree holder to PhD
A student will apply in writing through his/her advisors to the
Departmental Graduate Studies Commi ee stating reasons for
the upgrading.
The Departmental Commi ee will consider the application in the
ﬁrst instance and forward it together with its recommendation to
the Faculty/School/College Graduate Studies Commi ee.
The Faculty/School/College Graduate Studies Commi ee will
consider the application and forward same, together with its
recommendations to the Board of SGS through the College
Doctoral Research Commi ee. The Board of SGS will consider the
application, taking into consideration the recommendations of
the Departmental/Faculty/School/College Commi ees.
1.6 Application for Admission
Application for admission into graduate programmes in the
University may be available twice each calendar year as follows:
1.6.1 Application Forms for Entry in August
Application forms for admission into graduate programmes in
August may be obtained between December and February.
Academic Policies and Regulations for Graduate Studies
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1.6.2 Application Forms for Entry in January (PhD applicants
only)
Application forms for admission into graduate programmes in
January (PhD applicants only) may be obtained between
September and November.
Scratch cards for accessing the forms online may be purchased
directly from the Main Cashier at the University, the University of
Cape Coast Guest House at Tesano, Accra or at Regional
Oﬃces/other points of sale to be speciﬁed from time to time.
Completed application forms should be returned to:
The Deputy Registrar
School of Graduate Studies
University of Cape Coast
Cape Coast
Tel.: [03321] 35351, [03321] 32480 Ext 237,
E-mail: graduatestudies@ucc.edu.gh
Applicants must ensure that their application forms reach the
Deputy Registrar not later than the speciﬁed closing date.
1.7 Processing of Application Forms
All applications for admission shall be considered by the
Departmental Commi ee and the School of Graduate Studies.
The results shall be conveyed promptly by the School of
Graduate Studies to applicants.
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SECTION 2.0
STUDIES

ADMINISTRATION OF

GRADUATE

2.1 Organogram for the Administration of Graduate Studies

2.2 Board of the School of Graduate Studies
The Board of the School of Graduate Studies is charged with
responsibility for administering graduate education in the
University.
2.2.1 Membership of the Board
The Board is composed of a Chairman who is the Dean of the
School of Graduate Studies and the following as members:
a) Vice-Dean, School of Graduate Studies
Academic Policies and Regulations for Graduate Studies
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b) Vice -Deans of School/Faculty in the Colleges
c) Most Senior Head of Department for a 2 tier College
d) One representative from each College of at least senior lecturer
status
e) Librarian or representative.
f) Director of Academic Aﬀairs.
g)Deputy Registrar (SGS) as Member/Secretary or
Senior/Assistant Registrar as Secretary.
2.2.2 Functions of the Board
The functions of the Board are to:
a. Give approval of candidature, course work, supervisors, theses
topics, titles and synopses for higher qualiﬁcations based on
recommendations from Department and Faculty/School
Boards.
b. Recommend to Academic Board, the appointment of internal
and external examiners for dissertations or theses based upon
recommendations from the Department and Faculty/School
Boards.
c. Consider provisional approval to graduate examination results
based on recommendations from the Department and
Faculty/School Boards.
d. Give provisional approval to new/revised graduate
programmes upon recommendation from the Faculty/School
Boards and College Doctoral Commi ee in the case of PhD
programmes.
e. Revise regulations on graduate studies from time to time.
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f. Ensure that the School of Graduate Studies fulﬁls its statutory
functions.
2.3 College Doctoral Research Commi ees
Each College shall have a Doctoral Research Commi ee (DRC).
The College DRC will advise the Board of the School of Graduate
Studies on ma ers relating to doctoral degrees in the College.
2.3.1 Membership
Membership of the Commi ee shall be as follows:
a) Chair: Most Senior Dean (or HOD for a 2-tier College) in the
College
b) Vice-Deans (or HODs for a 2-tier College) of Schools/Faculties
of the College
c) One Academic staﬀ member of Professorial/Senior Lecturer
rank from each School/Faculty (or Department for a 2-tier
College) appointed by the School/Faculty for a two-year term
d) One Board member of the SGS, who is not a member of that
College, appointed by the Board of Graduate Studies for a twoyear term
Administrative support is to be provided by the College
Registrar. All members may be reappointed or re-elected for
more than one term.
2.3.2 Functions
The functions of the College DRC are as follows:
a) Receive Doctoral reports (e.g. research progress, examination
results) from Schools/Faculties;
Academic Policies and Regulations for Graduate Studies
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b) Recommend to the SGS the award of Doctoral Degrees where
the Commi ee is satisﬁed that the University's requirements
have been met;
c) Recommend to the SGS the appointment of supervisors and
examiners for doctoral students
d) Recommend to the SGS withdrawals and terminations of
candidature of doctoral students;
e) Recommend to the SGS suspensions and extensions of
candidature of doctoral students;
f) Recommend to the SGS upgrading of ﬁrst degree and nonresearch degree holders who meet the requirements, to PhD
programmes.
g) Advise the Dean of the School of Graduate Studies on ma ers
relating to the maintenance of excellence in doctoral
programmes;
h) Provide information on doctoral programmes to staﬀ and
candidates in the College;
i) Consider ma ers referred to the Commi ee by the Board of the
School of Graduate Studies.
The College DRC shall provide an Annual Report to the Board
of the SGS. The report will include a summary of all doctoral
candidates who have successfully completed their degree in
the preceding calendar year, those who could not, and other
information relevant to the functions of the commi ee.
2.4 Faculty/School Commi ees on Graduate Studies
Each Faculty/School shall have a Commi ee on Graduate
Studies.
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2.4.1 Membership
Members of the Commi ee shall be Professors, Associate
Professors, Heads of Department and Senior Lecturers with
PhD in the Faculty/School.
2.4.2 Functions
The functions of the Commi ee are as follows:
a) Consider graduate examination results (course work and
thesis/dissertation) upon recommendations from
departmental boards.
b) Set up a sub-commi ee to vet theses and dissertations of
graduate students in the faculty/school.
c) Consider provisional approval to new/revised programmes
proposed by the departments.
d) Submit progress reports on research masters students to the
School of Graduate Studies.
e) Recommend the appointment of supervisors for graduate
students nominated by the departments to the College DRC or
the School of Graduate Studies as the case may be.
f ) Provide information to the College DRC on doctoral
programmes
2.5 Departmental Commi ee on Graduate Studies
2.5.1 Membership
Members of the Commi ee shall be Professors, Associate
Professors and Senior Lecturers and lecturers with PhD.
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2.5.2 Functions
a) Ensure that proposals for the introduction of new programmes
conform to the approved University format.
b) Recommend the appointment of supervisors to the Faculty
Commi ee on Graduate Studies.
c) Submit progress reports on graduate students to the Faculty
Commi ee on Graduate Studies.
d) Consider provisional approval of examination results for
consideration by the Faculty Commi ee on Graduate Studies.
SECTION 3.0 GENERAL REGULATIONS FOR THE AWARD
OF HIGHER DEGREES
3.1 General
A Postgraduate Certiﬁcate/DiplomaM.A./MBA/M.Sc./M.Ed./
MCOM/MN/M.Phil/PhD degree will be awarded to a candidate
who has pursued an approved programme of study in the
University of Cape Coast and has subsequently satisﬁed
examiners at the prescribed examinations.
3.2 Degrees Awarded
The following degrees shall be awarded by the University, in the
various Colleges/Faculties/Schools:
College of Distance Education
M.Ed., M.A., MBA, MPhil/MCom

College of Education Studies
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Faculty of Humanities and Social Sciences Education: M.Ed.,
MPhil, PhD
Faculty of Science and Technology Education: M.A., M.Ed.,
MPhil, PhD
Faculty of Educational Foundations: M.A., M.Ed., MPhil, PhD
School of Educational Development and Outreach: PGDE, M.Ed.,
MPhil, PhD
College of Humanities and Legal Studies
Faculty of Arts: M.A., M.Phil, PhD
Faculty of Social Sciences: Postgraduate Certiﬁcate/Diploma,
M.Sc., M.A, M.Phil, PhD
School of Business: MBA, M.Com, PhD
College of Agriculture and Natural Sciences
School of Biological Sciences: M.Sc., M.Phil, PhD
School of Agricultural Science: M.Sc., M.Phil, PhD
School of Physical Sciences: M.Sc., M.Phil, PhD
College of Health and Allied Sciences
School of Medical Sciences: M.Phil
School of Nursing: MSc, MN
School of Allied and Health Sciences: MPhil, PhD
3.3 Award of Lower Degree (Step-Down)
If a ﬁrst year Postgraduate Research Student (PRS) is unable to
meet the requirements for progressing/upgrading, he or she
may be awarded an appropriate non-researched degree (e.g
Academic Policies and Regulations for Graduate Studies
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MA, MSc, MEd) on condition that he or she has passed the
course work at a CGPA of 2.0, the minimum requirement for the
award of such a degree.
If an MPhil or equivalent (MCOM, MN) student is not able to
complete the thesis within the stipulated time, he or she may be
awarded an appropriate non-researched degree provided he or
she satisﬁes the minimum conditions for the award of that
degree.
If an MPhil or equivalent (MCOM, MN) student is able to
complete his or her thesis within the stipulated time, but the
work is judged not to have met the desired standard, the
examination panel shall determine whether to award a nonresearched degree, or to refer the candidate. Such a candidate
can be referred only once after which he or she will be awarded
the non-research degree provided that he or she satisﬁes the
minimum requirements for the award of that degree.
If a PhD student is not able to complete his or her thesis within
the stipulated time, he or she will be awarded a non-researched
degree provided that he or she has satisﬁed the minimum
conditions for the award of that degree.
If a PhD student presents a thesis that fails to meet the desired
standard, the appropriate examination panel will determine
whether to award a non-researched degree, refer him or her,
award the MPhil or terminate his/her studies without any
award.
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3.4 Modalities for the award of lower degree
3.4.1 Step-down of MPhil/MCom/MN to MA, MSc, MEd, MBA
initiated by the student
i. A student will apply in writing to the Departmental Graduate
Studies Commi ee through his/her supervisors, stating
reasons for the step-down.
ii. The Departmental Commi ee will consider the application in
the ﬁrst instance and forward it together with its
recommendation to the Faculty/School Graduate Studies
Commi ee.
iii. The Faculty/School Graduate Studies Commi ee will consider
i t a n d f o r wa r d t h e a p p l i c a t i o n t o g e t h e r w i t h i t s
recommendations to the Board of the School of Graduate
Studies.
iv. The Board of the School of Graduate Studies will consider the
application, taking into consideration the recommendations of
the Departmental and Faculty/School Commi ees on Graduate
Studies.
Candidates who apply for step-down must satisfy the
conditions for the award of the MA, MSc, MEd, and MBA,
including a minimum CGPA of 2.0.
3.4.2 Step-down MPhil/MCom/MN to MA, MSc, MEd, MBA by
ﬁat
The process of stepping down may be initiated by the School of
Graduate Studies or Department or the Faculty/School/College to
which the student belongs.
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SECTION 4.0 DURATION, NATURE AND DESIGN OF
PROGRAMMES
4.1 Duration of Programmes
The University oﬀers postgraduate programmes and are for
durations as indicated below:
Minimum
Maximum
Duration
Duration
a) PGC/PGD (Sandwich)
1 Year
2 Years
b) M.A./MBA/M.Ed./M.Sc. (Sandwich)
1 Year

2 Years

c) MBA/M.Ed (Distance)
2 Years

3 Years

d) M.A./MBA/M.Ed. (Regular)
Full-time 1 Year
Part-time 2 Years

2 Years
3 Years

e) M.Com/M.Phil (Distance)
2 Years

3 Years

f) M.Phil/M.Com/MN (Regular)
Full-time 2 Years
Part-time 3 Years

3 Years
4 Years
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g) PhD
Full-time 3 Years
Part-time 4 Years

4 Years
5 Years

4.2 Nature of Programmes
a. Full-time (Regular) M.A. programmes will normally consist of
two semesters of course work for nine months, followed by a
dissertation for three months.
b. M.Ed programmes (Distance) will normally consist of two
semesters of course work for nine months, followed by a
dissertation for three months.
c. MBA (Regular/Sandwich/Distance) programmes will consist of
two to three semesters of course work followed by a
dissertation for three months.
d. M.A./M.Sc./M.Ed. (Sandwich) programmes will consist of two
semesters of course work only.
T h e r e s h a l l b e n o va r i a t i o n i n r e q u i r e m e n t s f o r
entry/graduation for the same programme (eg. Guidance and
Counselling) irrespective of the mode of delivery (Sandwich,
Distance or Regular). For example, if a dissertation is required
for graduation for one mode of delivery, it shall apply to all
modes of delivery of the programme.
4.3 Design of Top-Up Programmes (M.A, M.Ed., MSc, MBAMPhiL, MCom, MN)
1. Regular and Distance Modes:
i. Should be run in three semesters.
ii. The ﬁrst semester should span from August to December of
every year and it should be a preparatory stage where
Academic Policies and Regulations for Graduate Studies
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students will take a maximum of four courses including
Research Methods and Academic Writing, develop their
research proposal and defend it. Students will also be
assigned supervisors to start their research work.
iii. The remaining two semesters (ensuing January to May and
August to December) should be for thesis writing. Students
are expected to submit their thesis by 20th December for
assessment.
iv. Students who are unable to ﬁnish their thesis should have
an extension of one academic year to ﬁnish up.
2. Sandwich Mode:
i. Should be run in two sandwich semesters.
ii. The ﬁrst semester (Year 1) should span from June to July
and it should be a preparatory stage where students will
take a maximum of four courses including Research
Methods and Academic Writing, develop their research
proposal and defend it. Students will also be assigned
supervisors to start their research work at the end of the
ﬁrst semester (Year 1).
iii. Students are expected to submit their thesis at the end of
the second semester (July, Year 2) for assessment.
iv. A period of one academic year extension should be granted
to students who are unable to ﬁnish their research within
the stipulated period.
5.0 TUITION FEES
a) Tuition fees for all graduate programmes shall be in accordance
with the rates prescribed by the University from time to time.
b) Payment of fees by a graduate student may cease only when the
student has submi ed his/her soft bound copy of
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thesis/dissertation.
c) Graduate students who fail to properly register and pay
appropriate fees will not enjoy any rights and privileges as
students.
6.0 REGISTRATION OF GRADUATE STUDENTS
Registration of Graduate Students is on-line at the Student
Records Section (SRS). This is followed by registration at the
College/School/Faculty/Department(s) and ﬁnally at the School of
Graduate Studies.
a) Receipt(s) showing payment of fees and admission le er will be
inspected at various registration points.
b) Registration of graduate students is done every semester until
the student completes his/her programme of study.
c) Approval of registration will lapse if the candidate does not
begin the programme of study within three months after
registration. An aﬀected candidate shall, at the appropriate
time, re-apply to the Deputy Registrar for fresh admission.
d) Graduate students proceeding on ﬁeld-work or collection of
data should formally complete their registration as students of
the University before leaving campus.
e) For research students (M.Phil/M.Com/MN/PhD) registration is
considered complete only upon submission of a semester
progress report.
7.0 COURSE NUMBERING
Courses in the postgraduate programmes have the following
numbering:
Academic Policies and Regulations for Graduate Studies
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Postgraduate Certiﬁcate/Diploma Courses
Master's Degree Courses
PhD Degree Courses

700 - 799
800 - 899
900 – 999

SECTION 8.0 SCHEME OF EXAMINATION
8.1 Postgraduate Certiﬁcate in Labour Policy Studies
The ﬁnal grading of students is based on the following activities:
a) Wri en Assignments
20%
b) Class Presentation
20%
c) Wri en Examinations
60%
8.2 Postgraduate Diploma in Education
This shall consist of:
a) Continuous Assessment (40%).
b) End of Semester Examinations (60%).
c) Presentation of Project Report
8.3 M.A./M.Ed./M.Sc./MBA (Sandwich/Distance)
This shall consist of:
a) Continuous Assessment (40%)
b) End of Semester Examinations in a minimum of ﬁve and a
maximum of seven 3-credit courses per semester (60%).
8.4 M.A./M.Ed/MBA/M.Sc. (Regular)
This shall consist of:
a) Continuous Assessment (40%).
b) End of Semester Examinations in a minimum of ﬁve and a
maximum of six 3-credit courses per semester (60%).
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c) Presentation of Dissertation
8.5 M.Phil/M.Com/MN
This shall consist of:
a) Continuous Assessment (40%).
b) End of Semester Examinations (60%), in a minimum of ﬁve 3credits or four 4-credit courses and a maximum of six 3-credit
courses per semester in the ﬁrst year. Total credits should not
be less than 30 credits or more than 36 credits in one academic
year.
c) Presentation of thesis
d) Viva Voce [Oral Examination].
The thesis examination and the viva voce shall take place at the
end of the second year and shall be in accordance with the
approved guidelines (Section 18).
8.6 PhD
This shall be by one year course work/directed reading, followed
by presentation of a thesis which shall be internally and externally
examined, and viva-voce (an oral examination).
8.7 Assessment of Graduate Course Work
Assessment of graduate course work in the ﬁrst year of study may
be based on the submission of term papers/essays or a
combination of term papers and wri en end-of-semester
examinations. Continuous assessment should preferably consist
of term papers, seminars, paper review/critique, progress reports
but NOT quizzes.
Academic Policies and Regulations for Graduate Studies
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SECTION 9.0 ACADEMIC STANDING OF STUDENTS
a) The pass mark for each course shall be 60% (Grade C)
b) To be registered for the second year of a Master's programme
(M.Phil/M.Com/MN), a candidate must have passed all
courses taken and obtained a Cumulative Grade Point Average
(CGPA) of 2.5 or be er in the courses taken in the ﬁrst year of
study.
c) A candidate who obtains a CGPA of less than 2.5 in the
ﬁrst year shall not progress to the thesis phase. He/she may
apply for a lower degree.
d) A candidate who fails a course(s) will have one chance to repeat
the course(s). A candidate who fails the repeated course(s) shall
be withdrawn.
e) When a dissertation/thesis is scored below 60% or Graded F by
one out of two examiners, a fresh copy of the dissertation/thesis
will be sent to a third examiner for assessment.
f) A candidate, whose dissertation/thesis is scored below 60% or
Graded F by two out of the three examiners, is deemed to have
failed the dissertation/thesis.
g) A candidate who fails a dissertation/thesis as provided
under (f) above, will be required to choose another topic
and write another dissertation/thesis within one academic
year for fresh examination.
SECTION 10.0 GRADING SYSTEM
Le er Grade Mark %
Credit Points
A
80-100
4.0
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Description
Excellent
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B+
B
C+
C
F

75-79
70-74
65-69
60-64
Below 60

3.5
3.0
2.5
2.0
0.0

Very Good
Good
Very Satisfactory
Satisfactory
Fail

SECTION 11.0 DEFERMENT OF PROGRAMME
Deferment of programme by fresh graduate students before the
end of the ﬁrst academic year is not allowed. A continuing
graduate student, who due to various reasons, wishes to defer
his/her programme should ﬁrst consult his/her Supervisor for
advice.
With the exception of severe and sudden medical condition, an
application for deferment of study must be received and approved
two months before the commencement of the academic year the
student wishes to defer. Emergency cases shall be dealt with on
their own merit.
All applications for deferment of programme shall be routed
through the Head of Department to the Dean of the School of
Graduate Studies. The application should also be copied to the
Dean of Faculty/School concerned.
Where an application for deferment is on medical grounds, the
application must be supported by a medical report certiﬁed by the
Director of Health Services, University of Cape Coast.
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Where an application for deferment is granted, deferment shall be
for a maximum of one academic year within the entire duration of
the programme. Deferment shall not be allowed for one semester.
Students must of necessity obtain approval from the Dean of the
School of Graduate Studies before leaving the University.
SECTION 12.0 SUBMISSION OF THESIS PROPOSAL
The following guidelines shall apply:
a. Between the 9th and 12th month of his/her year one of
registration, a research student (M.Phil/M.Com/MN and PhD)
shall present his/her research proposal to the Department for
consideration by the Departmental Commi ee on Graduate
Studies.
b. Within the ﬁrst month of the second year, the Head of
Department shall submit the approved thesis titles to the Dean,
School of Graduate Studies.
c. A change of thesis title shall, following the recommendation of
the Supervisor, be communicated to the Dean of the School of
Graduate Studies and copied to the respective Provost and
Dean.
d. A research student, whose work involves human participants
and animal subjects, shall submit his/her research proposal for
approval by the University of Cape Coast Institutional Review
Board and/or other recognised boards with supporting
documents from the supervisor and Head of Department.
SECTION 13.0 RESPONSIBILITIES OF STUDENTS
A Postgraduate student is responsible for working towards the
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completion of his/her degree programme on time. Speciﬁcally, the
responsibilities of the student are in the following areas:
a) Selection of topic
It is the student's responsibility to search for and select a topic
that matches his/her academic interests but at the same time
appeals to scholars in the ﬁeld. Supervisors do not “give”
topics to students. Students choose topics under the guidance
of their supervisors.
b) Initiation of contact
Students must initiate contact with their supervisor(s). It is
advisable for students to add their contact phone numbers and
e-mail addresses to any document they submit to their
supervisors so that the supervisors can contact them, if they so
desire.
c) Literature search
Obtaining the right literature is crucial to the successful
completion of the research. The translation of research
methods lessons into practice is a diﬃcult task which is
facilitated by reading empirical literature. By reading
empirical literature, the student learns how other researchers
have approached similar problems in the past. Textbooks,
newspapers, handouts, magazines and other forms of
conceptual literature are not likely to give students the
necessary insight for the formulation of their own research
methodology. Students are advised to make persistent eﬀorts
to search for empirical literature in developing their proposals.
d) Submission of outputs for feedback
The student must produce wri en drafts for his/her
Academic Policies and Regulations for Graduate Studies
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supervisor(s) to examine and provide feedback. The ﬁrst
submission from the student to the supervisor is likely to be a
topic and one- or two-page outline clarifying the need for the
study, background, key research questions or hypotheses,
relevant theories, and a tentative sketch of research
methodology. It is be er for the student to submit work in
small amounts at the beginning and get guidance before
moving on than to pile up and submit a large volume of wri en
work which may, from the point of view of the supervisor(s),
not be in the right direction.
e) Language mechanics
The student is responsible for the correct use of the English
Language. The candidate must take full responsibility for
language mechanics such as grammar, spelling, punctuation
and capitalization. Poor writing and mechanical language
errors distract supervisors from focusing on the content and
technical aspects of the work and slow down the supervision
process. It is advisable for students to consult writing centres
and language editors for help, even before they submit drafts to
supervisors.
f) Proofreading
Before a student submits his/her work to the supervisors,
he/she should proofread the manuscript. The student should
not leave the proofreading to his/her supervisors. Proofreading
one's own work is not always eﬀective as one will have become
so used to the text; one may have to ask friends to proofread the
work before submi ing to the supervisors.
g) Conforming to format and style speciﬁcations
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Conforming to format and style speciﬁcations is the
responsibility of the students. The School of Graduate Studies
handbook on format and style will provide guidance on format
and style speciﬁcations to students. Students should read,
undertake further research and consult other graduate
students whenever in doubt. Supervisors are not going to
spend time correcting format and style errors for students.
Students shall use all available resources at their disposal –
including the internet to ensure compliance with format and
style requirements, including copyright and intellectual
property policy of the School of Graduate Studies.
To perform the responsibilities adequately, students should
ensure the following:
a) Devote the necessary eﬀort and time towards completing
degree requirements
b) Meet deadlines towards completion of the degree.
c) Write/communicate constructively.
d) Show readiness to accept constructive criticism/feedback.
e) Present aspects of their research at inter-departmental or intradepartmental seminars.
f) Maintain the highest integrity and ethical standards in all
aspects of the work, especially in the tasks of collecting,
analyzing, and presenting research data.
g) Take responsibility for being informed of and complying with
the School of Graduate Studies policies and important
deadlines.
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SECTION 14.0 APPOINTMENT OF SUPERVISORS
a. Each research student should be assigned a thesis advisor until
supervisors are assigned.
b. Each M.A./MBA/M.Sc/M.Ed. regular student shall be assigned
one supervisor from either the department or a cognate
department.
c. Every research student shall be assigned a Principal Supervisor
and a Co-supervisor. The Principal Supervisor must be of, at
least, Senior Lecturer rank. The Co-supervisor must also be, at
least, a conﬁrmed Lecturer and may come from the same
department or cognate department.
d. In the case of PhD candidates, the Principal Supervisor should
hold a PhD and be of Professorial rank or a Senior Lecturer. The
Co-supervisor should also be a PhD holder and at least a
conﬁrmed Lecturer.
e. Supervisors shall be members of the academic staﬀ of the
University but in special cases, suitable persons within and
outside the University may be appointed.
f. Nomination of supervisors requires prior consideration by the
Faculty/School Graduate Commi ee on Graduate Studies
before approval by the Board of the School of Graduate Studies.
SECTION 15.0 RESPONSIBILITIES OF SUPERVISORS
The role of supervisors is to provide guidance to the student,
particularly, on the technical aspects of research. The technical
aspects include research design elements, structure and
organization of the report. Supervisors are, generally, expected to
provide experience to strengthen methodology (e.g. statistics)
and/or specialized knowledge.
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Speciﬁcally, the responsibilities of the supervisor are to:
a) Guide/advise the student on topic selection to meet the
student's career objectives and long-term research interests,
and the interests of community of researchers in the relevant
ﬁeld.
b) Guide the student on technical aspects of the project work,
dissertation, or thesis without siphoning the student's
creativity or reducing his/her responsibility.
c) Provide guidance on sources of literature that the student may
consult, and guide the student against plagiarism and
academic dishonesty
d) Draw the student's a ention to the strengths and weaknesses in
his/her approach to the task.
e) Provide timely feedback on speciﬁc aspects of work submi ed
by the student.
f) Give periodic reports to the School of Graduate Studies on the
student's progress.
g) Advise the student on research courses he/she may take or
audit to facilitate his/her research design and data analysis
activities.
h) Guide and verify the corrections the student is expected to
make after the examination of the project work, dissertation, or
thesis (including the viva voce, where applicable).
i) Ensure that the student is made aware in writing of the
inadequacy of progress and/or of any work where the standard
is below par. Acceptability will be according to criteria
previously supplied to the student by the supervisor(s).
j) Refuse to allow the submission of sub-standard work for
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35

examination, regardless of the circumstances. If the student
chooses to submit without the consent of the supervisor, then
this should be clearly recorded and made known to the School
of Graduate Studies.
To perform the roles creditably, supervisors should:
a) Be able to manage time and stress for eﬀective and eﬃcient
meetings and feedback with the student.
b) Make provisions for either a co-supervisor or a colleague to
assist the student, or continual contact by e-mail if he/she is to
be absent for an extended period of time.
c) Have good interpersonal relationship with the student.
d) Have the skill to impart research expertise, knowledge, skills
and competencies to the student.
e) Understand the School of Graduate Studies research processes
f) Have competent network of expertise to assist the student
g) Be able to provide constructive feedback to the student
h) Be able to provide an environment conducive for intellectual
discussions for inquiry and knowledge sharing.
It is important to note that a good supervisor is approachable and
friendly; supportive and positive in a itude; open minded and
prepared to acknowledge error; organised and thorough;
stimulating and enthusiastic about research.
SECTION 16.0 PROGRESS REPORT AND SEMINARS
a. At the end of each semester, each student should complete and
submit a progress report form through the Head of Department
to the Dean of the School of Graduate Studies.
b. Mandatory seminars shall be arranged at which aspects of the
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research shall be presented by research students. Such
seminars may be made public.
c. MPhil/MCom/MN students shall present, at least, two seminars
during their study, preferably one in each year.
d. PhD students must present three seminars; at least, one in each
year.
17.0 PRESENTATION OF THESIS/DISSERTATION
a. The thesis/dissertation shall be wri en in English or any other
approved language and shall include an abstract of not more
than 250 words. If the thesis/dissertation is in a language other
than English, approved by the Board, the abstract, not
exceeding 250 words, should be in English and be submi ed
with the thesis/dissertation.
b. The thesis shall be prepared according to the University of Cape
Coast Guidelines for presenting thesis, dissertation and project work.
18.0 EXTENSION OF TIME FOR THE SUBMISSION OF
THESIS OR DISSERTATION
a. A student who is unable to submit his/her thesis/dissertation
within the stipulated minimum duration may apply for one
year extension and pay appropriate fees. The application for
extension should be accompanied with a progress report
from the student's supervisor(s) and should be routed through
the Head of Department to the Dean of School of Graduate
Studies who on behalf of the Board, may allow an extension of
not more than two semesters, granted for periods not
exceeding one semester at a time.
b. A student who fails to complete his/her programme after the
maximum duration shall be withdrawn from the programme.
Such a candidate may however re-apply for admission and
pay full fees. If re-admi ed within three years after
Academic Policies and Regulations for Graduate Studies
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withdrawal, he/she will be credited with the courses already
taken but will be given only one additional academic year to
complete the programme. Students who apply for admission
after three years following withdrawal will not be credited
with courses previously taken.
19.0 APPOINTMENT OF EXAMINERS AND ASSESSMENT
OF THESIS/DISSERTATION.
A thesis/dissertation submi ed shall be examined internally and
or externally.
a. External examiners shall be nominated by the Department and
appointed by the Academic Board on the recommendation of
the Board of the School of Graduate Studies.
b. Two internal examiners shall be nominated by the
Departmental Commi ee on Graduate Studies to examine an
M.A./MBA/M.Sc/M.Ed. dissertation.
c. One external and one internal examiner shall be appointed to
examine each MPhil/MCom/MN/PhD thesis.
d. After the examiners have submi ed their reports
(MPhil/MCom/MN/PhD) and both examiners have passed the
thesis, the candidate will be required to defend the thesis at a
viva voce (oral examination).
e. The viva voce for M.Phil/M.Com/MN shall be conducted by a
Panel of four (4) Examiners comprising the Head of
Department as Chairman, the Principal Supervisor or Cosupervisor, the Internal Examiner and one other member from
the Department or a Cognate Department. Where the Head of
Department is himself/herself the Principal Supervisor,
another academic member shall be appointed Chairman of the
Panel of Examiners.
f. Viva voce for PhD shall be conducted by a Panel of six (6)
Examiners comprising the Dean of the School of Graduate
Studies or his/her representative as Chairman, the Head of
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Department, the External Examiner, the Internal Examiner,
Principal Supervisor or Co-supervisor, and one other member
from the Department or a Cognate Department. Where the
Dean of the School of Graduate Studies is himself/herself the
Principal Supervisor, his/her representative shall be appointed
Chairman of the Panel of Examiners.
g. The Head of Department shall submit a report of the viva voce
to the Dean of the School of Graduate Studies.
h. There shall be no viva voce for M.A./MBA/M.Sc/M.Ed.
candidates.
i. A student who fails a viva-voce shall be given two additional
chances within a year, with eﬀect from the date of the ﬁrst
examination which he/she failed, to go through.
19.1 Order of Proceedings for M.Phil/MCom/MN/Ph.D Oral

Examination (viva voce)
The following shall be the order for the conduct of the viva voce:

1. Chairman/Chairperson introduces candidate, candidate's
supervisor(s), panel of examiners and other guests. For PhD
viva's, the Head of Department does the introduction.
2. Remarks by the Dean of the School of Graduate Studies or
his/her representative on the regulations and procedures
concerning Oral Examination (in PhD viva voce only).
3. Chairman/Chairperson invites candidate to make his/her
presentation.
4. Presentation by the candidate (Not more than 40 minutes).
5. Questions/Critiques/Comments by:
· External Examiner (in PhD viva voce only)
· Internal Examiner
· R e p r e s e n t a t i ve f r o m t h e D e p a r t m e n t / C o g n a t e
Department
· Principal Supervisor (if any)
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· Faculty members and Audience (Non-assessors) - Optional
6. Panel of Examiners meet alone to determine candidate's
performance in the oral examination only based on the
assessment format approved by the Board of the School of
Graduate Studies.
7. Chairman announces panel's recommendations on the
performance of the candidate in the viva voce only to
candidate.
8. Remarks by candidate (optional).
9. Remarks by the Dean of the School of Graduate Studies (in
Ph.D viva voce only).
10. Chairman/Chairperson closes oral examination session.
20.0 REQUIREMENTS FOR GRADUATION
20.1 Postgraduate Certiﬁcate
A candidate for the Postgraduate Certiﬁcate programme must
satisfy the following requirements for graduation:
a. Pass all courses taken;
b. Obtain a minimum Cumulative Grade Point Average (CGPA) of
2.0 in the course work; and
c. Be in good standing.
20.2 Postgraduate Diploma
A candidate for the Postgraduate Diploma programme must
satisfy the following requirements for graduation:
a. Pass all courses that must be taken;
b. Obtain a minimum CGPA of 2.0 in the course work;
c. Pass the project work; and
d. Be in good standing.
20.3 M.A./M.Ed./M.Sc./Degrees (by Course Work only)
A candidate for the M.A./M.Ed./M.Sc./ degree programmes must
satisfy the following requirements for graduation:
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a. Pass all courses that must be taken;
b. Obtain a minimum CGPA of 2.0 in the course work; and
c. Be in good standing.

20.4 M.A./M.Sc./MBA/M.Ed. Degrees (with Dissertation)
A candidate for the M.A./M.Sc./MBA/M.Ed. degree programmes
must satisfy the following requirements for graduation:
a. Pass all courses that must be taken.
b. Obtain a minimum CGPA of 2.0 in the course work.
c. Pass the dissertation
d. Be in good standing.
20.5 M.Phil/M.Com/MN/PhD Degrees
A candidate for the research Master's or PhD degree must satisfy
the following requirements for graduation:
a. Pass all courses and seminars that must be taken.
b. Obtain a minimum CGPA of 2.5 in the course work.
c. Pass the thesis.
d. Pass the oral examination (viva voce).
e. Be in good standing.
21.0 NOTIFICATION OF RESULTS AND AWARD OF
DEGREES
a. The eﬀective date for the award of a Higher Degree or a
th
st
Postgraduate Diploma/Certiﬁcate shall be 30 September or 31
March each year, provided that the dissertation/thesis (soft
bound) is submi ed at least 60 days before the eﬀective date,
st
st
that is, by 31 July or 31 January, respectively.
b. The list of successful candidates for the award of degrees shall be
published by the School of Graduate Studies, subject to
approval by the Academic Board.
c. After the results have been approved by the Academic Board, a
certiﬁcate of the appropriate degree under the seal of the
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University shall be awarded to each successful candidate.
22.0 COLLECTION OF CERTIFICATE
Certiﬁcates for programmes pursued successfully shall be ready
for collection at designated points on the day of graduation. After
the day of graduation, graduates may collect their certiﬁcates from
the Oﬃce of the Director (Directorate of Academic Aﬀairs) upon
payment of the appropriate fees. Certiﬁcates not collected ﬁve or
more years from the date of graduation shall a ract a special
charge on collection.
23.0 CANCELLATION OF DEGREE AWARDED
a degree under
Section 19 and presentation of certiﬁcate under Section 20, the
Academic Board may at any time cancel an award, even with
retrospective eﬀect, if it is revealed that:
i. a candidate had entered the university with false
qualiﬁcations;
ii. a candidate had impersonated someone else;
iii. a candidate had been guilty of an examination malpractice;
iv. there are other reasons that would have led to the withholding
and of conferment of the award in the ﬁrst place.
In any such event, the decision of the Academic Board shall be
published on the University Notice Boards and the University
website and the candidate notiﬁed. Such cancellation and the
reasons for it shall be entered on the candidate's transcript.
a) Notwithstanding previous conferment of

24.0 EXAMINATION OFFENCES
The following shall constitute examination oﬀences:
24.1 Fabrication of data
Claiming to have carried out experiments, observations,
interviews or any sort of research, which actually have not been
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undertaken or claiming to have results which have not been
obtained.
24.2 Plagiarism
Copying another person's work and/or making substantial use of
other people's work and submi ing it as one's own without
proper acknowledgement.
The oﬀence of plagiarism is commi ed if a student, without
acknowledging:
i. Re-words another person's work and presents it as his/her own.
ii. Quotes from someone else's work.
iii. Copies from the work of another person.
iv. Copies from his/her own previous work.
v. Uses another person's ideas.

The penalty for fabrication of data and plagiarism shall be the
cancellation of the result for the course or project
work/dissertation/thesis.
Foot note: Students are to ensure that any material submi ed for
assessment is the original work that they have produced.
Students are permi ed to quote from, or paraphrase the work of
others. However, they must clearly acknowledge the sources in
the body of their text with appropriate citation and also indicate
in the list of references.
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25.0. PENALTIES FOR OTHER EXAMINATION OFFENCES THAT
MAY OCCUR BEFORE, DURING AND AFTER EXAMINATION
No.
1

OFFENCE
Possession of Examination questions.

PENALTY
Dismissal of oﬀender(s) involved.

This involves any knowledge or
possession of examination questions
before the examination.
2

Possession of unauthorised material(s)
related to the examination and likely to be
used during examination e.g. blank
piece(s) of paper, notes, textbooks,
prepared materials or any other printed
material(s), programmable calculators,
mobile phones, iPod and MP3.

Cancellation of the candidate’s particular
paper(s). Candidate(s) may re-write the
paper the following year.

3

Copying from prepared notes or from a
colleague’s script during examination;
stealing or misappropriating the scripts of
other candidates; substituting scripts
during or after the examination;
exchanging question papers.

Cancellation of the candidate’s paper.
Candidate may re-write the paper the
following year.

4

Persistently looking over other candidate’s
shoulders (stretching neck or ‘giraﬃng’)
in order to cheat.

First oﬀence
An oﬃcial written warning issued to the
candidate and ﬁled. Candidate shall be
made to sign a bond to be of good
behaviour.
Second oﬀence
Cancellation of paper. Candidate may rewrite the paper the following year.

5

44

Impersonating another candidate or
allowing oneself to be impersonated.

Candidate shall be dismissed and handed
over to the police for prosecution.
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Assisting or attempting to assist, obtaining
or attempting to obtain assistance from
another candidate or non-candidate who is
compromising.

Cancellation of the candidate’s paper.
Candidate may re-write the paper the
following year.

7

Consulting or trying to consult during the
examination any book, notes or other
unauthorised materials or any other
electronic device (e.g. programmable
calculators, mobile phones, iPod and
MP3).

Cancellation of the candidate’s paper.
Candidate may re-write the paper the
following year.

8

Persistently disturbing other candidate(s)
or distracting their attention.

Candidate(s) shall be expelled from
examination room.

9

a) Verbally ssaulting/threatening any
person(s) during examinations.

a) Cancellation of the candidate’s paper and
rustication for one year.

Non-candidates will be reported to the
appropriate authorities for the appropriate
sanctions.

Non-candidates involved shall be handed
over to the police for prosecution.
b) Physically assaulting any person(s)
during examinations.

b) Candidates shall be dismissed from the
University and handed over to the police
for prosecution. Candidates so dismissed
shall not be eligible for re-admission into
any programme in the University.
Non-candidates involved shall be handed
over to the police for prosecution and shall
not be eligible for admission into any
programme in the University.

10

Bringing into the examination hall or
using anything including chemical
substance with intent to cause temporary
or permanent injury to any authorised
persons and other candidates in the
examination hall.

Candidates shall be dismissed from the
University and handed over to the police for
prosecution. Candidates so dismissed shall
not be eligible for re-admission into any
programme in the University.
Non-candidates involved shall be handed
over to the police for prosecution and shall
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11

Candidate destroying any material
suspected as evidence e.g. blank piece(s)
of paper, notes, textbooks, prepared
material or any other printed material,
programmable calculators, mobile phones,
iPod and MP3.

Cancellation of the candidate’s paper and
rustication for one year.

12

Destroying any examination material
inside or outside examination hall, e.g.
tearing of leaﬂets from answer booklets;
tearing question papers.

Cancellation of the candidate’s paper.
Candidate may re-write the paper the
following year.

13

Writing after the examination has ended
after persistent reminders.

Written warning for the ﬁrst oﬀence. For
the second oﬀence, candidate’s paper shall
be cancelled. Candidate may re-write the
paper the following year.

14

Seeking permission to use the washroom
and cheating in the process.

Candidate shall be stopped from continuing
the examination.
Candidate’s paper shall be cancelled.
Candidate may re-write the paper the
following year.
Candidate shall lose 5 marks from overall
examination (including continuous
assessment) score.

15

Attempting or trying to inﬂuence
examiners to alter or change marks, e.g.
writing statements in answer booklets in
the form of pleas; writing letters to
examiners, supervisors or invigilators.

Cancellation of the candidate’s paper.
Candidate may re-write the paper the
following year.

16

Persons not aﬃliated to the University of
Cape Coast but dishonestly attempting to
provide or providing an unfair advantage
to a candidate.

Oﬀender shall be reported to the appropriate
authorities for sanctions.
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26.0 FORMAT FOR INTRODUCING AND REVISING
PROGRAMMES/COURSES
Colleges/Faculties/Schools and Departments will adopt the
following prescribed formats for introducing and revising
programmes/courses.
26.1 Format for Introducing a New Academic Programme
1.0 Heading of Document.
2.0 Designated Degree/Diploma/Certiﬁcate.
3.0 Programme Rationale.
3.1 Demonstrate the relevance of the programme by linking it to
national development objectives.
3.2 Describe the inadequacies in knowledge and skills in a
particular sector which the new programme is meant to
address.
3.3 Demonstrate how the new programme will assist in
overcoming the challenges in that sector.
3.4 Demonstrate how the new programme aligns with the
mission of the University.
3.5 Provide information with respect to similar programmes run
by other institutions. Indicate the deﬁciencies in existing
programmes that necessitate the mounting of the new
programme.
4.0 Goal(s) and Objectives of the Programme
4.1 Goal(s) of the Programme (what the programme seeks to
achieve for the students at the end).
4.2 Objectives of the Programme (Speciﬁc learning outcomes
stated in measurable and observable terms).
5.0 Date of Commencement (month and year).
6.0 Admission Requirements/Target Groups/Progression
6.1 Admission Requirements.
6.2 Target Groups.
6.3 Progression
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7.0 Programme Structure showing:
i. Code/Title of courses and their credits.
ii. Semester-by-semester layout of courses.
8.0 Course descriptions and course content outlines – for
departmental consideration.
9.0 Resource Implications
9.1 Existing staﬀ situation (name, qualiﬁcation and rank).
9.2 Additional staﬀ required (rank).
9.3 Existing space and equipment.
9.4 Additional space and equipment required.
9.5 Linkages with other institutions/departments, etc.
10.0 Cost Implications - Indicate the cost implications of the
new programme for the ﬁrst four years and how it will be
ﬁnanced.
11.0 Suggested Reading List - To be done according to the UCC
referencing style. The list should include works by
Ghanaian/African authors.
26.2 Format for the Review of Existing Academic Programme.
1.0 Heading of Document.
2.0 Designated Degree/Diploma/Certiﬁcate.
3.0 Rationale for the Review of the Programme.
4.0 Goals and Objectives of the Programme.
4.1 Goals of the Programme (what the programme seeks to
achieve for students at the end.)
1.2 Objectives of the Programme (Speciﬁc learning outcomes
stated in observable and measurable terms)
5.0 Date of Commencement
6.0 Admission Requirements/Target Groups/Progression
i. Admission Requirements
ii. Target Groups
iii. Progression
7.0 Programme Structure showing:
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i. Code/Title of Courses and their Credits
ii. Semester-by-semester layout of Courses
8.0 Course descriptions and course content outlines – for
departmental consideration
9.0 Resource Implications
i. Existing staﬀ situation (name, qualiﬁcation and rank)
ii. Additional staﬀ required (rank)
iii. Existing space and equipment
iv. Additional space and equipment required
v. Linkages with other institutions/departments, etc.
10.0 Cost Implications - Indicate the cost implications of the
revised programme and how the revised programme is to be
ﬁnanced.
11.0 Suggested Reading List - To be done according to the UCC
Referencing Style. The list should include works by
Ghanaian/African authors.
26.3 Format for Introducing a New Course into an Existing
Programme
1.0 Heading of document.
2.0 Rationale (Provide justiﬁcation for the introduction of the
new course).
3.0 Code/Title of course and its credit(s).
4.0 Objectives of the course.
5.0 Date of commencement (month and year).
6.0 Pre-requisites (if any).
7.0 Course descriptions and course content outlines for
Departmental consideration.
8.0 Resource Implications
i. Existing staﬀ situation (name, qualiﬁcation and rank)
ii. Additional staﬀ required (rank)
iii. Existing space and equipment
iv. Additional space and equipment required
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v. Linkages with other institutions/departments, etc.
9.0 Cost Implications - Indicate the cost implications of the
revised programme and how the revised programme is to be
ﬁnanced
10.0 Suggested Reading List - To be done according to the UCC
Referencing Style. The list should include works by
Ghanaian/African authors.
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