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Editorial guidance for new courses and updating existing courses (online)  

 

A note about the courses in general 
 
 
The online courses need to enhance the user journey, giving them more information than 
your course brochures and in keeping with current prospectus copy. The idea is to provide 
the information through strong images, active videos, inspiring words and very clear calls to 
action - in a format that works well across different devices. 
 
Still stuck? Not sure what to write? Start by asking yourself these questions:  
 
Inspire and create desire 
 

• What is particularly enticing about the course? What makes the course stand out? 
Why study this subject at NTU? (e.g. accreditation, award-winning tutors, facilities, 
excellent student satisfaction) 

• Who is the course ideal for?  
• Do we offer superior facilities/equipment?  
• Is our graduate employment record for this course strong? (As this is so important, 

you can add it to a coloured ‘key fact’ box, rather than repeating it in several different 
sections.)  

• Do you have award-winning tutors? If so, make sure you feature them in your 
‘Related staff’ section. 

• Does the course have excellent student satisfaction? Highlight this somewhere on 
the course page e.g. in your ‘hero’ overview paragraph, in a ‘key fact’ box. 

• Are there any scholarships available for this course? 
• Is there a placement or work experience aspect to the course? 
• Is the course accredited by anyone? (Mention the accrediting body, followed by the 

acronym in brackets, which will make it easier to reference later. You’ll also be able 
to add the logo to the page in a special section) 

• What do graduates go on to do? (example job titles or sectors) 
• Do you have any key selling points for international students? 
• Is the course based on research and informed by professional people? Can you 

qualify this statement with evidence to back it up? 

 
Please note: We have some generic copy to help you complete the ‘Entry Requirements UK 
/ Entry Requirements International, How to Apply UK / How to Apply international, and Fees 
and Funding UK / Fees and Funding International sections (although we appreciate that this 
may not always be relevant e.g. for short courses). You should add more specific details 
about your course, however e.g. what the course costs cover. 
 
General Style Guide rules: 

• Don’t include an excessive number of outbound links in your copy as we would like to 
keep students on the NTU site for as long as possible – and latest research suggests 
that they hold little to no importance for SEO. By all means include some though if 
they are highly relevant and you feel they will be really helpful to readers. 
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• Use no more than 15-20 words per sentence and three sentences per paragraph 
maximum. 

• Use ‘you’ and ‘we’ not ‘students’ and ‘the University’.  
• Use bullet points where appropriate. 
• Ensure subheadings are consistent for your School with a capital letter on the first 

word. 
• Use active sentences. Ensure that the subject performs the action; rather than the 

subject of the sentence having an action done to it by someone or something else. 
For example: 

o Active: Researchers earlier demonstrated that high stress can cause heart 
attacks. 

o Passive: It was earlier demonstrated that heart attacks can be caused by 
high stress. 

 
Below you will find more specific information about completing each section for your 
course in Matrix (the numbers correspond to the numbers on the best practice guide 
for online course content following migration (Undergraduate) – which you’ll also find 
in this pack).  
 

Sections 1 and 2: Course title e.g. BA (Hons) (section 1) Equestrian Psychology and 
Sports Science (section 2) These sections will be populated from Banner, or can be 
manually entered in Matrix for non-Banner courses e.g. short courses. Edit the type of 
qualification (BA (Hons) in this example) through the ‘Qualification’ drop-down menu in the 
metadata section in Matrix in ‘Edit’ mode. Edit the subject (Equestrian Psychology and 
Sports Science in this example) in the ‘Details’ section in Matrix in ‘Edit’ mode. 

Ensure that each word of the course title begins with a capital letter.  

Section 3: Image  You should manually associate a ‘hero image’ to your course. 

Section 4: Fact file  This content will be migrated from Banner. You will not be able to edit 
this content in Matrix. If you notice that any content is incorrect or missing, you need to make 
the changes in Banner.  Banner will become a single source of the truth for all courses. 
Think of this as the online version of the Fact file in the UG prospectus. 

As this fact file content will be pulled in from Banner, it’s imperative that your data in 
the system is correct. General points of style to follow are: 

UCAS code: WN2M (full-time), 6400 (part-time), K289 (with placement) 
Study mode: Full-time  
Starting: September 
Course duration: 3 years full-time 
Location: City site 
Entry requirements: A-levels - BBB or BTEC equivalent. See Entry requirements for 
further details. 
 
UCAS code: K100 (full-time) or 6400 (part-time) or K289 (with placement)  
Put the words ‘full-time’, ‘part-time’ and ‘with placement’ in brackets and lower case letters. Use the 
word placement or placement year, rather than sandwich year. 
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Starting: Make sure months have a capital letter and are separated by a comma if there is more than 
one start date and year. In some cases full dates are used - make sure you’re consistent within your 
School.  
 
Course duration: Use digits to specify the year. Hyphenate full-time and part-time.  
 
Location: Choose from Clifton campus, Brackenhurst campus or City site. 
 
For PG courses: 
 
Study mode: Part-time  
Starting: September 
Course duration: Two years 
Location: Clifton campus 
Entry requirements: 2.2 honours degree in a relevant subject. See Entry 
requirements for further details. 
 
Section 5: Call to action buttons  The ‘Order a prospectus’ button should link automatically 
to the correct page; you’ll be able to enter links in Matrix manually for the ‘Order a course 
brochure’ (see ‘related brochures’) and ‘Apply’ buttons; ‘Book an open day’ – to be 
confirmed! 

Section 6: Hero content  We are calling this the course ‘hero’ content. This is where you 
bring your course to life and do your top line selling of the course. It’s high concept, SEO-
heavy content that draws the reader in, and demands attention. We have produced one 
version of ‘hero’ copy per School so you can see what we are aiming for (see end of ‘Best 
practice after migration’ (UG/PG) document). We hope that you can produce something 
similar for your course.   

Until now, this copy would have been pulled in from your main course introduction and the 
‘overview’ tab in RX. A lot of this content, however, would be better in other sections.  

We’ve come up with guidance to help you write some great hero copy for your course: 

Ideal Structure 

• Three sections/paragraphs of two, four, and two sentences 
• No more than 20 words per sentence 
• Should be 150-180 words 

 

Section 1: Introduction  Try using one of these:  

• An inspiring quote e.g. “The essential joy of horses is that it brings us in contact with 
the rare elements of grace, beauty, spirit, and fire.” – Sharon Ralls Lemon 

• A rhetorical question e.g. Would you like to experience the thrill of getting people to 
perform better at sport?  

• A summary of the reader’s skills and ambitions, that connects them emotionally to 
the course e.g. If you have an enquiring mind, a deep interest in science, and a 
curiosity about how and why things happen, the world of forensics is the ideal place 
for you.  
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Section 2: What’s on offer  Try to include: 
 

• A very broad summary of what and how they’ll learn e.g. On this Nottingham Trent 
University (NTU) course, you’ll learn how … . You’ll develop strong practical skills 
through studying … 

• The course USP, or anything else that makes it stand out e.g. the chance to learn 
from industry experts, placement opportunities, wide range of specialist facilities, 
award-winning staff, chances for hands-on experience etc. 

• Opportunities that are out of the ordinary e.g. chance to study abroad, an exciting 
range of field trips 

 
Section 3: The closer, or bigger picture  Try to include some factual, backed-up reference 
to any of the following: 
 

• Any professional accreditation the course has e.g. On this industry-accredited 
course, you can learn from experts, … 

• Employability and careers options e.g. Follow our former students into exciting 
careers in Forensic Science, law enforcement, academic research and beyond.  

• A floated possibility for their future the reader might not have considered e.g. Our 
former students have developed the invaluable skills needed to springboard them 
into exciting careers in … 

• Student satisfaction e.g. In 2015, 100% of our students said they were satisfied with 
our course – you can’t get any better than that! 

 
Final note: Avoid writing generic text. Keep it course specific, upbeat and enthusiastic. 
Think about the 17-year-old (mainly) audience you are writing for. Future students may only 
read this synopsis, so ensure that it counts. 
 
Example 

BSc (Hons) Animal Biology at Nottingham Trent University (NTU) 

How can we protect animals in hostile environments? What do lizards look for in a mate? 
And what are our pets really thinking? 

On this NTU course, you’ll learn about animal anatomy, behaviour, ecology, nutrition, and 
physiology. Get to grips with the principles of animal management, on a course that’s 
recognised by the Royal Society of Biology. You’ll examine the influence of zoology on 
economic, environmental and agricultural decisions made throughout the world. From the 
functioning of a single cell, to breeding initiatives for endangered species – at NTU, you’ll 
study the science of life. 

NTU’s Animal Biology course is shaped by industry experts, and internationally renowned 
research. With our support, you’ll have the tools, knowledge and confidence to pursue your 
own interests. With excellent facilities, international fieldtrips, and the opportunity to study 
abroad, you can learn beyond the classroom – test your skills in real-world environments, 
develop valuable experience, and make strong professional connections across a range of 
animal industries.  
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Please note: We have written one example of a hero overview for each school. See the end 
of the ‘Best practice guide for online course content following migration (UG or PG)’. 

Section 7: Accredited by  If your course is accredited / sponsored, you can add the logo(s) 
in Matrix, and they will appear here.  

Section 8: Student profiles  Please contact Cen Mustafa for any queries regarding new 
written and video profiles. 

Section 9:  What you’ll study 

This section will be an ‘accordion’ of collapsible ‘year tabs’ to make it clear to students what 
is studied during each year of their course. 

For existing courses, the information is currently either in the ‘courses’ tab in RX or in your 
CADQ course specifications pdf. Copy and paste the relevant information into the ‘first / 
second / third / fourth accordion item content’ boxes in the metadata section in Matrix.  

Start each module title with a capital letter, then add a paragraph of copy per module to 
explain what will be studied. 

In the boxes called ‘first / second / third / fourth accordion item title’, insert Year One, Year 
Two, Year Three / Placement Year [delete as appropriate], Final Year. So this is how you 
will organise your course content (for a typical undergraduate course): 

Year One  

• Module title 
Paragraph of copy to explain content of module.  

Year Two 

Placement Year 

Final Year 

Obviously this model is not appropriate for all courses. For a course that isn’t split into years 
e.g. some postgrad courses, you can just use the first accordion box and call it ‘Course 
modules’ – then list the module information as described above. For a short course, you can 
call the sections ‘Week One’, ‘Week Two’ etc, if appropriate, or you can just have one 
accordion section and call it ‘Course content’. 

Notes 

If you like, you can put your course specifications pdf in the ‘Further information on what 
you’ll study’ section. 

Can students decide to change their course in the second year? If so, make this clear 
(could be put in the ‘Further information on what you’ll study’ section). For the Business joint 
honours courses it would be good to be clear about the applicant being able to change to a 
different course in the second year. This is because the first years for all of these courses 
are practically the same. Students can speak to their subject administrator to arrange this at 
the end of the first year. 
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Think about our international students. Add a link to our International Student Support 
Service (could be added to the ‘Further information’ section). Make internationals feel 
welcome.  
 
Section 10: Students’ work  This section is an area for you to showcase your students’ 
work in. 

Section 11: How you’re taught  This section needs to cover how the students can expect 
to be taught and tested / how they will learn. It could outline different teaching and learning 
methods and experiences, contact hours, how students are assessed and any trips and 
study visits, for instance.  

You can take content from the ‘How you study’, sometimes called ‘Assessment’ section in 
the 2017 UG prospectus. Some Schools have a PDF of content to describe the different 
teaching methods (NBS). If in doubt use the course brochure (if it exists yet). If that doesn’t 
provide any more information, revert back to the CADQ School document.  

Please ensure that your content is in-line with your KIS data. 

Points you may cover in this section (with guidance): 

• How many contact hours will the student have each week? We need this 
information to back up the KIS statistics, which specify the percentage of scheduled 
learning and teaching hours a student can expect at each stage of the course.  If the 
figure seems low, explain why. Is it because we supply detailed module and learning 
material on NOW? Is the course most suited to independent learners? Is it a distance 
learning course? Don’t take for granted that it is obvious why this course is structured 
a certain way. Be positive though, not apologetic or defensive in response to the KIS 
data. Also explain if the practical element to the course is not reflected in the KIS 
contact time percentage. For example, the course may contain a large element of 
laboratory work not shown in the stats.  

• How are students assessed? Break down the ratio of exams and coursework. We 
need this information to back up the KIS data. Some courses assess students mainly 
by coursework. Explain why this works best for the course in question. Will students 
undertake a practical assessment? What will this involve? For example, will students 
be expected to deliver presentations? KIS data sometimes categorises practical work 
as coursework when students have been asked to write it up. You will need to 
explain when this is the case.  

• What employable skills will students gain? Make this explicit. 
• Mention ‘Work placements’ and ‘Fieldwork’ (if the course provides them). 
• We need to sell the expertise of our teaching staff. Are there any career 

highlights? Are they award-winning? Have they any patented ideas? What about their 
research? Is it leading in the field? How do they support their students? Have you a 
student quote about how supportive the staff are? We need this information to 
support the KIS data. You can also add the lecturer’s / course leader’s staff profile to 
the course page. 

• Does the course include work-based learning? You may need to explain how this 
works in practice. Will students be working in classrooms away from the University? 
For example, the work-based learning component for Bsc (Hons) Healthcare 
Science, including the length of the placement, is not reflected in the KIS data so it 
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will need to be explained in the course entry. (The figures only show the total % for 
scheduled work-based learning for the year.)  

 
Section 12: Related staff  Please contact Cen Mustafa if you have any queries. 

Section 13:  Careers and Employability This section can cover info about, for example, 
graduate employment rate, examples of what previous graduates have gone on to do, and 
placements.  
 
The employability coordinators for each school will be best placed to help you with the 
content for this field.  
 
Things to consider when adding to / reviewing content in this section:  
 

• Which companies have graduates gone on to work at in the last five years?  
• How does this course prepare students for employment? 
• What kind of jobs can graduates apply for and what kind of starting salaries can they 

expect? 
• Does this course boast any famous alumni? 
• The KIS data will specify the graduate employment rate for this course. If it is high, 

sell it. Explain how we have achieved it. If it is low and there is a very good reason for 
this, make it clear. For example, a low figure for law courses can be easily explained 
by stating that most graduates go onto further study. Veterinary nursing jobs are not 
categorised as graduate level employment, but clearly this is what people entering 
the course want to do. 

• What support do you offer students to enhance their employment prospects? 
• What transferable skills will students gain? 
• How many students went on placement last year and where did they work? 
• Make clear how these placements can help students start a career in the field. 
• What are the assessment methods for the placement year? Is there a non-credit 

bearing element to this part of the course? If so, make this explicit.  
 

Please note: If you are citing companies students have worked at, or roles they have 
undertaken, make sure they are spelt correctly and Trademarks and Copyright symbols are 
used. 

Section 14: Further information boxes  You can add ‘Further information’ to any of the 
sections, which will appear in a coloured box e.g. Study for additional accreditations during 
your course including Makaton and Forest Schools. Just fill in the appropriate ‘Further 
information’ section in the metadata area in Matrix. 

 
You could also add links to other pages on the site in these boxes e.g. Further information 
on Careers and employability:Trips and study visits, Exchange opportunities, Links with 
industry, Work placements and internship opportunities. 
 

Section 15: Key fact box  You can also add ‘key facts’ to any of the main content sections. 
This would normally mean a statistic. Just fill in the appropriate ‘Key course fact’ section in 
the metadata area in Matrix. 

Keep the statistics to 10 – 20 words maximum. Examples from last year include: 
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• Average salary after six months is £22,000. 
• Choose from two CV-boosting pathways in year two. 
• Go on an international fieldtrip. 
• 96% of students are happy with the course. 
• We’re number one in the country for student satisfaction in teacher training. 

Please add a reference underneath in full (in brackets) e.g. 

92% of our students would recommend studying at NTU. 

(National Student Survey 2015) 

Section 14: Student profiles: Please contact Cen Mustafa for any queries regarding new 
written and video profiles. 

Notes: Ronnie will be doing an audit on video and will provide a list of criteria that all video 
profiles should match.  If your student profile is out of date or inaccurate now, we suggest 
you don’t use it on the new site. 

New rules around quotes – we can’t edit people’s words. 

Section 16: Facilities 

As standard for the June launch, each course will include generic copy (which we have 
ready-written) about the following facilities: 

• The campus (description and possibly a new campus video) 
• The IT facilities 
• The library – copy and image 
• The SU – copy and image 

 
Other facilities relevant to your course will also be added at a later date. 

Notes regarding creation of new content:  

Preferably, this needs to be course specific information. If you do not have any course 
specific information, keep it solely about the School’s / subject area’s facilities. Many of the 
UG course leaflets contain this information. 
 

• Describe the facilities students will be using. These could be labs, workshops, 
technical equipment, software, other resources etc. Are they leading in the field?  

• How will these facilities be available to students?  
• How will the facilities enhance their learning?  
• Are there flexible opening times for the facilities? Are staff available?  
• Are the facilities free to use? 
• Please make it clear if your buildings have received funding recently. Specify the 

amount that has been invested. 
 

Section 17: Facilities photo and video ‘slider’  This will be auto-populated depending on 
the facilities tagged with the course.  
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Sections 18-23:  

Entry requirements – How to apply – Fees and funding 

We have written some separate guidance notes together with a ‘copy bank’ to help you fill 
out these sections. We hope they are useful! 

Section 24: KIS widgets - This section will be populated by Banner. 

Section 25 – 26: This will be manually entered (school / course specific information). 

Sections 27 – 28: These will be automatically populated according to the tags associated 
with the course. 
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