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Reboot editorial guidance pack - contents 
 
 
We have produced the following documents to help you and your courses through the 
migration process in time for our new website going live: 
 

1. (pages 2 – 28) Best practice guide for online course content following 
migration x3 (Undergraduate, Postgraduate & short courses) – These comprise 
a visual template showing what a new course page will look like after migration from 
RX (together with numbered sections), and corresponding notes for each section. At 
the end of two of these documents (UG & PG), there are also some example ‘hero 
overviews’ – one per school – to help you write your course hero overview.  

 
2. (pages 29 – 37) Editorial guidance for new courses and updating existing 

courses (online) – This is similar to document number 1 above, but with more of an 
emphasis on creation of new content. It contains many practical tips and ideas on 
‘what to write’ for each section, and includes style guide rules. These notes will also 
be useful when ‘tidying up’ courses migrated from RX, or when updating them to 
reflect the new tone. 
 

3. (pages 38 – 52) Two ‘copy banks’ for Entry Requirements (UK) / Entry 
Requirements (International); How to Apply (UK) / How to Apply (International); 
Fees and funding (UK) / Fees and funding (International) sections (one for 
undergraduate courses, one for postgraduate/professional courses) – These 
are brand new sections so we thought we’d give you an extra helping hand as you 
complete them. We’ve provided some generic information that you can just copy / 
paste for your course.  

 
4. (pages 53 – 55) ‘Tone of voice’ document – We are implementing a new 

‘approachable, warm, relaxed and friendly’ tone which we hope you’ll enjoy 
implementing when writing / reviewing your online course content. This document 
describes the new tone in more detail.  

 
 
We hope you find the documents useful!  
 
We’ve tried to keep things as simple and clear as possible, but there may still be some 
instructions / notes that seem a bit confusing. In such cases, please contact Cen Mustafa 
(Editor) who will try to clarify for you. We’re here to help!  
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1a 

Best practice guide for online course content following migration (Undergraduate) 

The section numbers on the visual template attached (1-28) correspond to those 
referred to in the accompanying notes. Please note however that the copy in each 
section of this visual template DOES NOT currently reflect what should eventually be 
there – it is just to help explain what each section is for.   

Please also refer to the course content copy bank for more ideas and guidance on 
sections 18-23. 

Refer to the document ‘Editorial guidance for new courses and updating existing 
courses (online)’ for specific editorial guidance on creation of/updating new content 
for courses. 

 

First, a few general points: 

• 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. 

 

• 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. 

 

• You can also add ‘key facts’ to any of the main content sections. This would normally 
mean a statistic e.g. We’re number one in the country for student satisfaction in 
teacher training. Just fill in the appropriate ‘Key course fact’ section in the metadata 
area in Matrix. 

 

• Note that if some fields in Matrix are empty after your content has been migrated 
over from RX, the section will not show up. Just insert some content in Matrix and it 
will (as if by magic) appear.  

 

 

 

 

 

 

 

 

2 
 



 

 

 

 

 

 

 

3 
 



4 
 

 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. 

Section 3: ‘Hero’ course image 

Section 4: This content will be populated 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. 

Section 5: These are the call to action buttons i.e. 
Book an open day, Order a prospectus, Order 
a course brochure, Apply. Check that they lead 
to the right place for your course (if they don’t, 
most can be edited in Matrix).  

Section 6:  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. We 
have produced one version of ‘hero’ copy per 
School so you can see what we are aiming for 
(see end of document). We hope that you can 
produce something similar for your course.   

In the meantime, this copy will be migrated from 
your main course introduction and the ‘overview’ 
tab in RX. Check that your copy makes sense and 
that it all does belong in this section (you may 
wish to delete some of it or move it to another 
section). Also add a title to the section e.g. 
Decorative Arts at Nottingham Trent University 
(NTU) – select the title and choose <H3> from the 
formatting bar. 

Section 7: Accredited by If your course is 
accredited / sponsored the logos will show here  –  
check if they are correct. 

Section 8: Student profiles This content will be 
migrated from RX – we’ll associate it to your 
course at a later date.  
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 Section 9: What you’ll study 

[Note: You will see that this section currently 
contains all of your content from the ‘courses’ tab 
in RX – as in the example opposite. Delete all this 
for now (some of it will be moved into other fields 
later, but you can copy / paste from elsewhere).] 

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 most 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’. 

If you like, you can put your course specifications 
pdf in the ‘Further information on what you’ll 
study’ section. 
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Section 10: Students’ work This section will be 
an area for you to showcase your students’ work 
in. If you have content already this will need to be 
added manually as it won’t get migrated. 

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, 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). In many cases you may need to 
cut and paste content from the ‘Course’ tab in RX 
as the information you need is mixed in with this. 
If in doubt use the course brochure. 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. 

Section 12: Staff related to this course This 
content will be migrated from RX – we will 
associate this to your course at a later date.  

Section 13: Careers and Employability This 
content will be migrated from two separate 
sections from RX – the ‘Placement’ and ‘Careers’ 
content. You may need to edit it to make sure it 
still makes sense and doesn’t repeat information 
e.g. the employability rate. 

Section 14: ‘Further information box’ See 
‘general points’ at the beginning of this document 
for an explanation of what these boxes are and 
how they work. 

Section 15: Key fact box See ‘general points’ at 
the beginning of this document for an explanation 
of what these boxes are and how they work.  

You can add a key statistic or statistics that best 
sell(s) your course or School under any of the 
sections e.g. Careers and employability. Add the 
reference underneath in full in brackets. You can 
use the statistic on your course entry in the new 
prospectus, for instance. 
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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 

 
This is all that we’ll be providing for Phase 1. 
We’ll be sending out a template so that you 
can add more specific facilities for your 
courses at a later date.  

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

Sections 18 to 23: Entry requirements, 
How to apply, Fees and funding The entire 
content from the ‘Applying’ tab in RX will be 
migrated to the ‘How to apply UK’ field in 
Matrix. It will therefore need editing and 
splitting out between the ‘Entry 
Requirements UK’ / ‘Entry Requirements 
International’, ‘How to Apply UK’ / ’How to 
Apply International’ and ‘Fees and funding 
UK’ / ’Fees and funding international’ tabs in 
MATRIX.  

We have written some guidance notes 
together with a ‘copy bank’ to help you fill out 
these sections. We hope they are useful! 
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Section 24: 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. 

 

 



 
Examples of hero content (section 6) 

 

BA (Hons) Animation – School of Art and Design 

“Animation can explain whatever the mind can conceive.” 

With exhibitions, collaborative projects, and great links to industry, Animation at Nottingham Trent 
University (NTU) brings theory to life.  You’ll build confidence, skills, and professional experience, as 
you study the key principles of animation.  Explore an art form that inspires, educates and entertains 
people around the world – we’ll encourage your imagination, giving you the technical skills and 
opportunities to bring your own ideas to life. 

You’ll learn from experts, using industry-standard software like TV Paint Animation, Dragonframe, 
and CGI.  Develop your key skills, from storyboarding to drawing, and directing to editing, and then 
put them to good use – you’ll have the chance to enter competitions, work with a wide range of 
people, and even study abroad. 

Animation at NTU will prepare you for a career in industry.  You’ll create a thesis short animation 
and professional show reel, based on your own tastes and interests – share your work at our famous 
Degree Show, as well as international film festivals, and build professional relationships that could 
last a lifetime. 

 

BA (Hons) Economics – Nottingham Business School 

Improve your knowledge of global markets and economic theory, and sharpen your decision making 
skills – an Economics degree at NTU is your gateway to a career in financial services, and a wide 
range of other opportunities. 

Economics is everywhere – with Nottingham Business School, you’ll explore the financial issues that 
affect our everyday lives.  You’ll study the key concepts of modern economics, learning how these 
principles are applied by individuals, businesses, and governments.  You’ll work with professionals 
and industry experts, and test your knowledge in a range of real-world business environments – 
bring your teaching to life by completing an internship, running community projects, and even 
managing your own portfolio of shares. 

Nottingham Business School is a UK leader in financial and business education – an Economics 
degree from NTU gives you the foundations and opportunities to pursue a wide range of exciting 
careers. 

 

BA (Hons) Politics – School of Social Sciences 

“Those who stand for nothing fall for anything.” 

Explore the key issues in national and international politics, at Nottingham Trent University (NTU).  
The political landscape is constantly changing, and our course reflects that – supported by industry 
experts, you’ll study politics as a human activity, and a living science.  At NTU you’ll examine 
important international trends, and debate current affairs issues – in the age of globalisation, learn 
how even the smallest political decisions can change the world. 
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NTU’s Politics course is one of the best taught and most satisfying in UK higher education - we 
encourage you to undertake your own research, and develop your own specialisms.  The course is 
developed in real time by our own research, which keeps you at the cutting-edge of political theory – 
media across the world turn to us for comment and insight, and this same expertise will shape your 
learning. 

Become a force for change.  Whether it’s fieldtrips to the European Parliament, work placements, 
studying abroad, or the NTU Politics Society – you’ll have plenty of opportunities to meet new 
people, build professional experience, and take your learning beyond the classroom. 

 

BSc (Hons) Zoo Biology – School of Animal, Rural and Environmental Sciences 

Are you passionate about animal welfare, and the protection of exotic species?  Do you want to 
make your mark as a conservationist, animal biologist, or ecologist?  From Nottingham to New 
Zealand, our graduates have become vets, animal trainers, and even tropical fish consultants! 

On this versatile Nottingham Trent University (NTU) course, you’ll study a wide range of captive and 
non-captive wildlife.  You’ll explore the key principles of animal biology, and apply them to the 
breeding, welfare, and conservation of exotic species.  From welfare charities to wildlife parks, 
animal care is a billion-pound industry – with NTU, your career opportunities are exciting, and 
they’re global.   

This course is recognised by the Royal Society of Biology.  It’s developed by industry experts and 
world-class research, giving you the tools and the 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. 

 

BA (Hons) English – School of Arts and Humanities 

“If you read the books that everyone else is reading, you can only think what everyone else is 
thinking.” 

At Nottingham Trent University (NTU), you’re not just a student of literature – you’re a student of 
language, history, and culture.  Our English degree spans over 600 years of texts, drawn from both 
the mainstream and the margins – literature that has informed debates on race, religion, gender,  

You’ll learn from critics, writers, and industry-leading research.  Our course combines the rigour and 
range of a traditional English degree with cutting-edge literary study – supported by a team of 
people who are passionate about English, you’ll be encouraged and inspired to think differently. 

Live and learn in a place that’s inspired generations of writers, from Byron, to D H Lawrence, to Alan 
Sillitoe.  You’ll analyse, criticise, and interpret, on your own terms – we’ll nourish the reader in you, 
hone the writer, and develop the academic. 
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BSc (Hons) Architectural Technology – School of Art, Design, and the Built Environment 

From concept to completion, and design to delivery--architectural technologists bring dreams, 
visions, and ideas to life. 

On our exciting course, you’ll learn to develop practical, cost-effective, and environmentally-friendly 
building solutions.  Enhance your flair for design with the skills, experience, and technical knowhow 
to handle major construction projects.  At Nottingham Trent University (NTU), you’ll develop the 
business and management skills to work productively with clients across the industry. 

You’ll challenge your assumptions, sharpen your skills, and learn how buildings of all types and sizes 
work.  What’s more, we’re the only Architectural Technology course in the UK accredited by: 

• The Chartered Institute of Architectural Technologists (CIAT) 
• The Chartered Institute of Buildings (CIB) 
• The Royal Institution of Chartered Surveyors (RICs). 

At NTU, you’ll be part of a friendly, fun, and creative learning culture.  You’ll engage with real clients 
on live design projects, and work collaboratively with other students across Europe.  This course is 
your gateway to a career in Architectural Technology – today, our Architectural Technology 
graduates are working across the world, as designers, landscapers, planners, and surveyors. 

 

LLM (General) – Nottingham Law School 

Delivered by our internationally recognised Law School, the LLM (General) is an excellent option if 
you’re: 

• looking to develop research, practical, and analytical skills at a higher academic level 
• a barrister, solicitor, or legal professional, interested in particular aspects of legal practice 
• requiring CPD that’s accredited by the Solicitors Regulation Authority 
• looking for learning that can be delivered in-house, domestically, or internationally 
• requiring the flexibility of full time, part time, or Distance Learning. 

Versatility is key—with this program, you needn’t restrict yourself to a single branch of legal 
practice.  Build your own course with us, choosing from pathways that include: 

• Corporate and Insolvency Law 
• Health Law and Ethics 
• Human Rights and Justice 
• Intellectual Property law 
• International Trade and Commercial Law 
• Oil, Gas, and Mining Law 
• Sports Law 

Our small, focussed seminar groups will provide you with an unrivalled standard of support – you’ll 
be taught by experienced legal practitioners, and the acclaimed researchers whose work continues 
to drive our courses forwards. 
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Professional Doctorate in Education – School of Education / Graduate School 

Make your mark on the education sector, by shaping the practice and theories of tomorrow.  Our 
Professional Doctorate has consistently delivered world class research, to enhance knowledge, 
methodology, and critical thinking in the field of education – at Nottingham Trent University (NTU), 
we’re committed to supporting research that improves lives, and society. 

This programme looks at the interdependence of theory and method across the sector, from a social 
perspective – taught modules lead up to your dissertation, when you will introduce and illuminate 
an exciting new area of academic enquiry. 

You’ll explore the relationship between policy, practice, and professional knowledge – on this 
course, you’ll develop your own arguments and critical standpoints, growing as a professional and a 
person.  NTU’s Professional Doctorate in Education explores the nexus of understanding the world, 
and changing it.  Engage with new ideas, and perspectives – put yourself at the forefront of 
knowledge and critical thinking in the education sector, and make a meaningful difference. 

 

Bsc (Hons) Forensic Science – School of Science and Technology 

Do you have an enquiring mind, a deep interest in science, and a curiosity about how and why things 
happen? If so, the world of forensics is the ideal place for you.  

On this Nottingham Trent University (NTU) course, you’ll learn how to use scientific expertise to 
weigh up evidence in criminal investigations. You’ll develop strong practical skills through studying 
subjects such as Crime Scene Investigation, DNA Profiling, Microscopy, and Forensic Toxicology. Get 
to grips with every aspect of forensics, from the crime scene to the courts.  Our practical, hands-on 
approach to teaching means that you’ll have access to our wide range of specialist facilities. One 
day, you could be working in our state-of-the-art Crime Scene Training Facility, examining evidence 
at the scene of a burglary or drug search – the next, you could be analysing spent bullets in one of 
our laboratories.  

On this industry-accredited course, you can learn from forensic experts, get a paid work placement 
and even spend a year in Canada. Follow our former students into exciting careers in Forensic 
Science, law enforcement, academic research and beyond.  
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1b 

Best practice guide for online course content following migration (Postgraduate) 

The section numbers on the visual template attached (1-25) correspond to those 
referred to in the accompanying notes. Please note however that the copy in each 
section of this visual template DOES NOT currently reflect what should eventually be 
there – it is just to help explain what each section is for.   

Please also refer to the course content copy bank for more ideas and guidance on 
sections 15-20. 

Also refer to the document ‘Editorial guidance for new courses and updating existing 
courses (online)’ for specific editorial guidance on creation of / updating new content 
for courses. 

 

First, a few general points: 

 

• 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. 
 

• 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. 

 

• You can also add ‘key facts’ to any of the main content sections. This would normally 
mean a statistic e.g. We’re number one in the country for student satisfaction in 
teacher training. Just fill in the appropriate ‘Key course fact’ section in the metadata 
area in Matrix. 

 

• Note that if some fields in Matrix are empty after your content has been migrated 
over from RX, the section will not show up. Just insert some content in Matrix and it 
will (as if by magic) appear.  
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Sections 1 and 2: Course title e.g. MSc 
(section 1) Food Industry Management 
(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 (MSc in this example) through 
the ‘Qualification’ drop-down menu in the 
metadata section in Matrix in ‘Edit’ mode. Edit the 
subject (Food Industry Management in this 
example) in the ‘Details’ section in Matrix in ‘Edit’ 
mode. 

Section 3: ‘Hero’ course image 

Section 4: This content will be populated 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 PG prospectus. 

Section 5: These are the call to action buttons i.e. 
Book an open day, Order a prospectus, Order 
a course brochure, Apply. Check that they lead 
to the right place for your course (if they don’t, 
most can be edited in Matrix).  

Section 6:  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. We 
have produced one version of ‘hero’ copy per 
School so you can see what we are aiming for 
(see end of document). We hope that you can 
produce something similar for your course.   

In the meantime, this copy will be migrated from 
your main course introduction and the ‘overview’ 
tab in RX. Check that your copy makes sense and 
that it all does belong in this section (you may 
wish to delete some of it or move it to another 
section). Also add a title to the section e.g. 
Decorative Arts at Nottingham Trent University 
(NTU) – select the title and choose <H3> from the 
formatting bar. 

Section 7 : Accredited by If your course is 
accredited / sponsored the logos will show here  –  
check if they are correct. 

Section 8: Student profiles This content will be 
migrated from RX – we’ll associate it to your 
course at a later date.  
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 Section 9: What you’ll study 

[Note: You will see that this section currently contains 
all of your content from the ‘courses’ tab in RX – as in 
the example opposite. Delete all this for now (some of it 
will be moved into other fields later, but you can copy / 
paste from elsewhere).] 

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 most 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 many 
postgrad courses. If more appropriate, 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’. 

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

Section 10: Students’ work This section will be an 
area for you to showcase your students’ work in. If you 
have content already this will need to be added 
manually as it won’t get migrated. 
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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, how students are assessed and 
any trips and study visits, for instance.  

Some Schools have a PDF of content to describe 
the different teaching methods (NBS). In many 
cases you may need to cut and paste content 
from the ‘Course’ tab in RX as the info you need 
is mixed in with this. If in doubt use the course 
brochure. 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. 

Section 12: Staff related to this course This 
content will be migrated from RX – we’ll associate 
it to your course at a later date.  

Section 13: Careers and Employability This 
content will be migrated from two separate 
sections from RX – the ‘Placement’ and ‘Careers’ 
content. You may need to edit it to make sure it 
still makes sense and doesn’t repeat information 
e.g. the employability rate. 

Section 14: 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 

 
This is all that we’ll be providing for Phase 1. 
We’ll be sending out a template so that you can 
add more specific facilities for your courses at a 
later date.  
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Sections 15 to 20: Entry requirements, How to 
apply, Fees and funding The entire content 
from the ‘Applying’ tab in RX will be migrated to 
the ‘How to apply UK’ field in Matrix. It will 
therefore need editing and splitting out between 
the ‘Entry Requirements UK’ / ‘Entry 
Requirements International’, ‘How to Apply UK’ / 
’How to Apply International’ and ‘Fees and 
funding UK’ / ’Fees and funding international’ 
tabs in MATRIX.  

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

Section 21: See ‘general points’ at the beginning 
of this document for an explanation of what these 
boxes are and how they work.  

You can add a key statistic or statistics that best 
sell(s) your course or School under any of the 
sections e.g. Careers and employability. Add the 
reference underneath in full in brackets. You can 
use the statistic on your course entry in the new 
prospectus, for instance. 
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Sections 22 – 23: This will be manually entered 
(school / course specific information) 

Sections 24 – 25: These will be automatically 
populated according to the tags associated with 
the course. 

 

 



Examples of hero content (section 6) 

BA (Hons) Animation – School of Art and Design 

“Animation can explain whatever the mind can conceive.” 

With exhibitions, collaborative projects, and great links to industry, Animation at Nottingham Trent 
University (NTU) brings theory to life.  You’ll build confidence, skills, and professional experience, as 
you study the key principles of animation.  Explore an art form that inspires, educates and entertains 
people around the world—we’ll encourage your imagination, giving you the technical skills and 
opportunities to bring your own ideas to life. 

You’ll learn from experts, using industry-standard software like TV Paint Animation, Dragonframe, 
and CGI.  Develop your key skills, from storyboarding to drawing, and directing to editing, and then 
put them to good use—you’ll have the chance to enter competitions, work with a wide range of 
people, and even study abroad. 

Animation at NTU will prepare you for a career in industry.  You’ll create a thesis short animation 
and professional show reel, based on your own tastes and interests – share your work at our famous 
Degree Show, as well as international film festivals, and build professional relationships that could 
last a lifetime. 

 

BA (Hons) Economics – Nottingham Business School 

Improve your knowledge of global markets and economic theory, and sharpen your decision making 
skills – an Economics degree at NTU is your gateway to a career in financial services, and a wide 
range of other opportunities. 

Economics is everywhere - with Nottingham Business School, you’ll explore the financial issues that 
affect our everyday lives.  You’ll study the key concepts of modern economics, learning how these 
principles are applied by individuals, businesses, and governments.  You’ll work with professionals 
and industry experts, and test your knowledge in a range of real-world business environments – 
bring your teaching to life by completing an internship, running community projects, and even 
managing your own portfolio of shares. 

Nottingham Business School is a UK leader in financial and business education – an Economics 
degree from NTU gives you the foundations and opportunities to pursue a wide range of exciting 
careers. 

 

BA (Hons) Politics – School of Social Sciences 

“Those who stand for nothing fall for anything.” 

Explore the key issues in national and international politics, at Nottingham Trent University (NTU).  
The political landscape is constantly changing, and our course reflects that – supported by industry 
experts, you’ll study politics as a human activity, and a living science.  At NTU you’ll examine 
important international trends, and debate current affairs issues – in the age of globalisation, learn 
how even the smallest political decisions can change the world. 

NTU’s Politics course is one of the best taught and most satisfying in UK higher education - we 
encourage you to undertake your own research, and develop your own specialisms.  The course is 
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developed in real time by our own research, which keeps you at the cutting-edge of political theory – 
media across the world turn to us for comment and insight, and this same expertise will shape your 
learning. 

Become a force for change.  Whether it’s fieldtrips to the European Parliament, work placements, 
studying abroad, or the NTU Politics Society – you’ll have plenty of opportunities to meet new 
people, build professional experience, and take your learning beyond the classroom. 

 

BSc (Hons) Zoo Biology – School of Animal, Rural and Environmental Sciences 

Are you passionate about animal welfare, and the protection of exotic species?  Do you want to 
make your mark as a conservationist, animal biologist, or ecologist?  From Nottingham to New 
Zealand, our graduates have become vets, animal trainers, and even tropical fish consultants! 

On this versatile Nottingham Trent University (NTU) course, you’ll study a wide range of captive and 
non-captive wildlife.  You’ll explore the key principles of animal biology, and apply them to the 
breeding, welfare, and conservation of exotic species.  From welfare charities to wildlife parks, 
animal care is a billion-pound industry – with NTU, your career opportunities are exciting, and 
they’re global.   

This course is recognised by the Royal Society of Biology.  It’s developed by industry experts and 
world-class research, giving you the tools and the 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. 

 

BA (Hons) English – School of Arts and Humanities 

“If you read the books that everyone else is reading, you can only think what everyone else is 
thinking.” 

At Nottingham Trent University (NTU), you’re not just a student of literature – you’re a student of 
language, history, and culture.  Our English degree spans over 600 years of texts, drawn from both 
the mainstream and the margins – literature that has informed debates on race, religion, gender,  

You’ll learn from critics, writers, and industry-leading research.  Our course combines the rigour and 
range of a traditional English degree with cutting-edge literary study – supported by a team of 
people who are passionate about English, you’ll be encouraged and inspired to think differently. 

Live and learn in a place that’s inspired generations of writers, from Byron, to D H Lawrence, to Alan 
Sillitoe.  You’ll analyse, criticise, and interpret, on your own terms - we’ll nourish the reader in you, 
hone the writer, and develop the academic. 
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BSc (Hons) Architectural Technology – School of Art, Design, and the Built Environment 

From concept to completion, and design to delivery--architectural technologists bring dreams, 
visions, and ideas to life. 

On our exciting course, you’ll learn to develop practical, cost-effective, and environmentally-friendly 
building solutions.  Enhance your flair for design with the skills, experience, and technical knowhow 
to handle major construction projects.  At Nottingham Trent University (NTU), you’ll develop the 
business and management skills to work productively with clients across the industry. 

You’ll challenge your assumptions, sharpen your skills, and learn how buildings of all types and sizes 
work.  What’s more, we’re the only Architectural Technology course in the UK accredited by: 

• The Chartered Institute of Architectural Technologists (CIAT) 
• The Chartered Institute of Buildings (CIB) 
• The Royal Institution of Chartered Surveyors (RICs). 

At NTU, you’ll be part of a friendly, fun, and creative learning culture.  You’ll engage with real clients 
on live design projects, and work collaboratively with other students across Europe.  This course is 
your gateway to a career in Architectural Technology – today, our Architectural Technology 
graduates are working across the world, as designers, landscapers, planners, and surveyors. 

 

LLM (General) – Nottingham Law School 

Delivered by our internationally recognised Law School, the LLM (General) is an excellent option if 
you’re: 

• looking to develop research, practical, and analytical skills at a higher academic level 
• a barrister, solicitor, or legal professional, interested in particular aspects of legal practice 
• requiring CPD that’s accredited by the Solicitors Regulation Authority 
• looking for learning that can be delivered in-house, domestically, or internationally 
• requiring the flexibility of full time, part time, or Distance Learning. 

Versatility is key—with this program, you needn’t restrict yourself to a single branch of legal 
practice.  Build your own course with us, choosing from pathways that include: 

• Corporate and Insolvency Law 
• Health Law and Ethics 
• Human Rights and Justice 
• Intellectual Property law 
• International Trade and Commercial Law 
• Oil, Gas, and Mining Law 
• Sports Law 

Our small, focussed seminar groups will provide you with an unrivalled standard of support – you’ll 
be taught by experienced legal practitioners, and the acclaimed researchers whose work continues 
to drive our courses forwards. 
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Professional Doctorate in Education – School of Education / Graduate School 

Make your mark on the education sector, by shaping the practice and theories of tomorrow.  Our 
Professional Doctorate has consistently delivered world class research, to enhance knowledge, 
methodology, and critical thinking in the field of education – at Nottingham Trent University (NTU), 
we’re committed to supporting research that improves lives, and society. 

This programme looks at the interdependence of theory and method across the sector, from a social 
perspective—taught modules lead up to your dissertation, when you will introduce and illuminate an 
exciting new area of academic enquiry. 

You’ll explore the relationship between policy, practice, and professional knowledge – on this 
course, you’ll develop your own arguments and critical standpoints, growing as a professional and a 
person.  NTU’s Professional Doctorate in Education explores the nexus of understanding the world, 
and changing it.  Engage with new ideas, and perspectives – put yourself at the forefront of 
knowledge and critical thinking in the education sector, and make a meaningful difference. 

 

Bsc (Hons) Forensic Science – School of Science and Technology 

Do you have an enquiring mind, a deep interest in science, and a curiosity about how and why things 
happen? If so, the world of forensics is the ideal place for you.  

On this Nottingham Trent University (NTU) course, you’ll learn how to use scientific expertise to 
weigh up evidence in criminal investigations. You’ll develop strong practical skills through studying 
subjects such as Crime Scene Investigation, DNA Profiling, Microscopy, and Forensic Toxicology. Get 
to grips with every aspect of forensics, from the crime scene to the courts.  Our practical, hands-on 
approach to teaching means that you’ll have access to our wide range of specialist facilities. One 
day, you could be working in our state-of-the-art Crime Scene Training Facility, examining evidence 
at the scene of a burglary or drug search – the next, you could be analysing spent bullets in one of 
our laboratories.  

On this industry-accredited course, you can learn from forensic experts, get a paid work placement 
and even spend a year in Canada. Follow our former students into exciting careers in Forensic 
Science, law enforcement, academic research and beyond.  
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1c 

Best practice guide for online course content following migration (short courses) 

The section numbers on the visual template attached (1-22) correspond to those 
referred to in the accompanying notes. Please note however that the copy in each 
section of this visual template DOES NOT currently reflect what should eventually be 
there – it is just to help explain what each section is for.   

Please also refer to the course content copy bank for more ideas and guidance on 
section 18. 

Also refer to the document ‘Editorial guidance for new courses and updating existing 
courses (online)’ for specific editorial guidance on creation of / updating new content 
for courses. 

 

First, a few general points: 

• 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. 

 

• 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. 

 

• You can also add ‘key facts’ to any of the main content sections. This would normally 
mean a statistic e.g. We’re number one in the country for student satisfaction in 
teacher training. Just fill in the appropriate ‘Key course fact’ section in the metadata 
area in Matrix. 

 

• Note that if some fields in Matrix are empty after your content has been migrated 
over from RX, the section will not show up. Just insert some content in Matrix and it 
will (as if by magic) appear.  

 

 

 

 

 

 

 

 

23 
 



 

 

 

 

 

24 
 



25 
 

 Sections 1 and 2: Course title e.g. Short Course 
Programme (section 1) Animation (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 (Short Course Programme in this 
example) through the ‘Qualification’ drop-down 
menu in the metadata section in Matrix in ‘Edit’ 
mode. Edit the subject (Animation in this example) in 
the ‘Details’ section in Matrix in ‘Edit’ mode. 

Section 3: ‘Hero’ course image 

Section 4: This content will be populated 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. 

Section 5: These are the call to action buttons i.e. 
Book an open day, Order a prospectus, Order a 
course brochure, Apply. Any that aren’t applicable 
for your course won’t appear. Check that they lead 
to the right place for your course (if they don’t, most 
can be edited in Matrix).  

Section 6:  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. We have 
produced one version of ‘hero’ copy per School so 
you can see what we are aiming for (see end of 
equivalent UG document to this). We hope that you 
can produce something similar for your course.   

In the meantime, this copy will be migrated from 
your main course introduction and the ‘overview’ tab 
in RX. Check that your copy makes sense and that it 
all does belong in this section (you may wish to 
delete some of it or move it to another section). Also 
add a title to the section e.g. Decorative Arts at 
Nottingham Trent University (NTU) – select the 
title and choose <H3> from the formatting bar. 

Section 7: Accredited by If your course is 
accredited / sponsored the logos will show here  –  
check if they are correct. 

Section 8: Student profiles This content will be 
migrated from RX – we’ll associate it to your courses 
at a later date. 
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 Section 9: What you’ll study 

[Note: You will see that this section currently contains 
all of your content from the ‘courses’ tab in RX – as in 
the example opposite. Delete all this for now (some of it 
will be moved into other fields later, but you can copy / 
paste from elsewhere). ] 

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 most 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. 

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’. 

Section 10: ‘Further information box’ See ‘general 
points’ at the beginning of this document for an 
explanation of what these boxes are and how they 
work. 

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, 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). In many 
cases you may need to cut and paste content from the 
‘Course’ tab in RX as the information you need is mixed 
in with this. If in doubt use the course brochure. 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. 

Section 12: ‘Further information box’ See ‘general 
points’ at the beginning of this document for an 
explanation of what these boxes are and how they 
work. 
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Section 13: Staff related to this course This 
content will be migrated from RX – we’ll associate 
it to your courses at a later date. 

Section 14: Careers and Employability This 
content will be pulled in from two separate 
sections from RX – the ‘Placement’ and ‘Careers’ 
content. You may need to edit it to make sure it 
still makes sense and doesn’t repeat information 
e.g. the employability rate. 

Section 15: ‘Further information box’ See 
‘general points’ at the beginning of this document 
for an explanation of what these boxes are and 
how they work. 

Section 16: Key fact box See ‘general points’ at 
the beginning of this document for an explanation 
of what these boxes are and how they work.  

You can add a key statistic or statistics that best 
sell(s) your course or School under any of the 
sections e.g. Careers and employability. Add the 
reference underneath in full in brackets. You can 
use the statistic on your course entry in the new 
prospectus, for instance. 

Section 17: 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 

 
This is all that we’ll be providing for Phase 1. 
We’ll be sending out a template so that you can 
add more specific facilities for your courses at a 
later date.  
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Section 18: How to apply The entire content 
from the ‘Applying’ tab in RX will be migrated to 
the ‘How to apply UK’ field in Matrix. It will 
therefore need editing and splitting out between 
the ‘Entry Requirements UK’ / ‘Entry 
Requirements International’, ‘How to Apply UK’ / 
’How to Apply International’ and ‘Fees and 
funding UK’ / ’Fees and funding international’ 
tabs in MATRIX.  

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

Sections 19 – 20: This will be manually entered 
(school/course specific information) 

Sections 21 – 22: These will be automatically 
populated according to the tags associated with 
the course. 
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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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3a 
 
Course content guidelines – copy bank (undergraduate courses) 
 
 
Here you will find a bank of generic copy that you can use instead of / in addition to specific 
information relevant to your own course(s). Note that there may be sections that aren’t 
relevant to your particular course e.g. if the course is a short course. 
 
Please also refer to the Best Practice Course Content notes for more guidance and ideas.  
 
General style guide rules for ‘Entry requirements’: 
 

• Put lower case letters at the start of each bullet point apart from when an acronym or 
digits are used.  

• Always make explicit when the digits are UCAS Tariff points. 
• Capitalise the word Tariff.  
• Put a semicolon at the end of each bullet point. 
• Make explicit which entry requirements are alternatives by putting ‘or’ after the first 

bullet point / option. If there are many bullet points listing alternative entry 
requirements, put an ‘or’ after the semicolon for each apart from the final optional 
requirement. 

• Always put ‘and’ or ‘or’ at the end of the penultimate bullet point. 
• Always put a full stop at the end of the last bullet. 
• Write the subjects required in alphabetical order. 
• Hyphenate A-level and put the ‘l’ in lower case. 

 
 
Entry requirements (UK) 
 
What are we looking for? 
 
Insert entry requirements specific to your course (examples below).  
 
Example – simple entry requirements 
 

• A-levels – BBB; or 
• BTEC Extended Diploma – DDM; or 
• 120 UCAS Tariff points from three A-levels or equivalent qualifications; and 
• GCSEs – English and Maths grade C. 

 
We also consider equivalent qualifications and combinations. Please see our website or 
UCAS Course Search for more details. 
 
Other requirements: 
Digital portfolio submission. 

Example – specific subject required 

• A-levels – BBB, including Biology; or 
• BTEC Extended Diploma – DDM, including relevant Biology modules; or 
• 120 UCAS Tariff points from three A-levels or equivalent qualifications, including an 

A-level grade B equivalent in Biology; and 
• GCSEs – English and Maths grade C. 

38 
 



 
This line can be added in if there is a specific subject/grade required: 
Applicants without A-levels will have their qualifications assessed for subject compatibility. 
 
We also consider equivalent qualifications and combinations. Please see our website or 
UCAS Course Search for more details. 
 
Example – specific subject and grades required 

• A-levels – BBC, including Biology grade C and excluding General Studies; or 
• BTEC Extended Diploma – DMM, including relevant Biology modules; or  
• 112 UCAS Tariff points from three A-levels or equivalent qualifications, including an 

A-level grade C equivalent in Biology and excluding General Studies; and 
• GCSEs – English, Maths and Science grade C. 

 
This line can be added in if there is a specific subject/grade required: 
Applicants without A-levels will have their qualifications assessed for subject 
compatibility. 
 
We also consider equivalent qualifications and combinations. Please see our website or 
UCAS Course Search for more details. 
 
Other requirements: 
Work experience in the animal sector is desirable. 
 
Example – specific grade required 
 

• A-levels – BBB, including Chemistry (A-level Chemistry grade C will be accepted 
providing the overall Tariff points are met); or 

• BTEC Extended Diploma – DDM including relevant Chemistry modules; or 
• 120 UCAS Tariff points from three A-levels or equivalent qualifications, including an 

A-level grade C equivalent in Chemistry; and 
• GCSEs – English and Maths grade C. 
 

This line is added in if there is a specific subject/grade required: 
Applicants without A-levels will have their qualifications assessed for subject 
compatibility. 
 
We also consider equivalent qualifications and combinations. Please see our website or 
UCAS Course Search for more details. 
 
Example – lots of ‘other requirements’ 
 

• A-levels – BBB; or 
• BTEC Extended Diploma – DDM; or 
• 120 UCAS Tariff points from three A-levels or equivalent 

qualifications; and 
• GCSEs – English and Maths grade C. 

 
We also consider equivalent qualifications and combinations. Please see our website or 
UCAS Course Search for more details. 
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Other requirements: 
You will need to submit a personal statement demonstrating: 

• an understanding of the role of a social worker and current social work issues; 
• familiarity with the Professional Capability Framework's entry level requirements; 
• your motivation to do the course; and 
• the length of time spent gaining relevant social care experience and the type of social 

care experience you have in your application – either paid or voluntary which 
specifically demonstrates your suitability to practise Social Work. 

 
You will also need to : 

• undertake an interview with a lecturer and practitioner or service user, a written test 
and a group exercise; 

• complete an enhanced level Disclosure and Barring Service check; 
• provide a satisfactory health declaration; 
• declare any personal involvement with Children's and / or 
• Adult Services by completing a Character Conduct form; and 
• confirm the ability to use a range of IT facilities including email, internet and word 

processing. 
 
 
[Also, does the course require a certain module from a specific qualification? If so, make this 
clear. For example, science courses require the BTEC National Diploma. Some top-up 
courses require specific modules from BTEC / SQA HNDs.  You could also list the subjects 
that we do and do not accept from certain qualifications. For example, Psychology and 
PGCE courses do not accept GCSE equivalences. Qualification information will help the 
applicant to decide which course to apply for.] 
 
 
The UCAS Tariff  
 
The UCAS Tariff has changed for 2017 entry. In the new tariff, the numbers awarded to 
qualifications are very different. So, whereas previously a B at A-level was worth 100 points, 
in the new tariff it is now 40 points. Sound confusing? Don’t worry. We’ve created this 
calculator [ADD LINK TO NEW NTU CALCULATOR] to help you work it out. 
 
Getting in touch 
 
If you need any more help or information, please email our Admissions Team or call on +44 
(0)115 848 4200. 
 
Entry requirements (International) 
 
What are we looking for? 
 
Insert entry requirements specific to your course (examples above as in UK section).  
 
Also, does the course require a certain module from a specific qualification? If so, make this 
clear. For example, science courses require the BTEC National Diploma. Some top-up 
courses require specific modules from BTEC / SQA HND’s.  You could also list the subjects 
that we do and do not accept from certain qualifications. For example, Psychology and 
PGCE courses do not accept GCSE equivalences. Qualification information will help the 
applicant to decide which course to apply for.] 
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The UCAS Tariff  
 
The UCAS Tariff has changed for 2017 entry. In the new tariff, the numbers awarded to 
qualifications are very different. So, whereas previously a B at A-level was worth 100 points, 
in the new tariff it is now 40 points. Sound confusing? Don’t worry. We have created this 
calculator [ADD LINK TO NEW NTU CALCULATOR] to help you work it out. 

If you hold international qualifications, take a look at the alternative qualifications we accept 
for this course.  

Are you an international student whose qualifications don’t meet the entry requirements? 
You can prepare for the course at Nottingham Trent International College (NTIC). The 
college is on our City site and NTIC students can use all of the University’s facilities.  

English language requirements 

If English isn’t your first language, you need to show us that your language skills are strong 
enough for intensive academic study. You’ll find our language requirements and list of 
accepted English language tests here. Your British Council office can tell you where you can 
take an International English Language Testing System (IELTS) test locally.   

Next steps 

Please also take a look at our International students page and our application guide for 
international students which are full of advice and information about applying to the 
University.  

If you need any more help or information, please email our Admissions Team or call on +44 
(0)115 848 4200. Alternatively, you can get in touch with our staff at the International 
Development Office, who are always happy to help. Or speak to one of our official NTU 
representatives in your country. 
 

How to apply (UK) 

[Add any course specific info. about the application process e.g.: 

• Is there an interview for this course? If so, what is the criteria? 
• What does the interview process involve? 
• Are there any other selection criteria students should know about? E.g. do students 

need to submit work? 
• Art and Design students may need guidance on how to create a strong portfolio. 

http://www.ntu.ac.uk/art/courses/application_portfolio_advice/index.html] 

Ready to join us? Then apply as soon as you can. Just click the Apply button at the top of 
the page and follow the instructions for applying. Make sure you check the entry 
requirements above carefully before you do.   
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Writing your application and personal statement 

Be honest, thorough and persuasive in your application. Remember, we can only make a 
decision based on what you tell us. So include all of your qualifications and grades, including 
resits or predicted grades. 

Your personal statement is a really important part of your application. It’s your chance to 
convince us why we should offer you a place! You’ve got 4,000 characters to impress us. 
Make sure you use them to show how your skills and qualities are relevant to the course(s) 
you’re applying for. For more hints and tips, take a look at our page on how to write a good 
personal statement. 

[Is there any information that admissions tutors will specifically be looking for in the personal 
statement? For example, evidence of work experience in chosen field? If so, make this 
clear.] 

Keeping up to date  

After you’ve applied, we’ll be sending you important emails throughout the application 
process - so check your emails regularly, including your junk mail folder. 

You can get more information and advice about applying to NTU on our Your Application 
page. Good luck with your application! 

[You could include the following copy if your course is a short course:] 

You can book a place on this course via the NTU online store. Just click the Apply button at 
the top of the page.  

Getting in touch 
 
If you need any more help or information, please email our Admissions Team or call on +44 
(0)115 848 4200. 

[Add this at the bottom of this section:] 

Please read our notes on the University's commitment to delivering the educational 
services advertised. 

How to apply (International) 

[Add any course specific info. about the application process e.g.: 

• Is there an interview for this course? If so, what is the criteria? 
• What does the interview process involve? 
• Are there any other selection criteria students should know about? E.g. do students 

need to submit work? 
• Art and Design students may need guidance on how to create a strong portfolio. 

http://www.ntu.ac.uk/art/courses/application_portfolio_advice/index.html] 
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Ready to join us? Then apply as soon as you can! Just click the Apply button at the top of 
the page and follow the instructions for applying. Make sure you check the international entry 
requirements above carefully before you do.   

Writing your application and personal statement 

Be honest, thorough and persuasive in your application. Remember, we can only make a 
decision based on what you tell us. So include all of your qualifications and grades, including 
resits or predicted grades. 

Your personal statement is a really important part of your application. It’s your chance to 
convince us why we should offer you a place! You’ve got 4,000 characters to impress us. 
Make sure you use them to show how your skills and qualities are relevant to the course(s) 
you’re applying for. For more hints and tips, take a look at our page on how to write a good 
personal statement. 

[Is there any information that admissions tutors will specifically be looking for in the personal 
statement? For example, evidence of work experience in chosen field? If so, make this 
clear.] 

Keeping up to date  

After you’ve applied, we’ll be sending you important emails throughout the application 
process - so check your emails regularly, including your junk mail folder. 

You can get more information and advice about applying to NTU on our Your Application 
page.  

Please also take a look at our International students page and our application guide for 
international students which are full of advice and information about applying to the 
University.  

If you need any more help or information, please email our Admissions Team or call on +44 
(0)115 848 4200. Alternatively, you can get in touch with our staff at the International 
Development Office, who are always happy to help. Or speak to one of our official NTU 
representatives in your country. 

Good luck with your application! 

[You could include the following copy if your course is a short course:] 

You can book a place on this course via the NTU online store. Just click the Apply button at 
the top of the page.  

[Add this at the bottom of this section:] 

Please read our notes on the University's commitment to delivering the educational 
services advertised. 
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Optional: Include a link to the academic calendar. International students often ask the 
course start date and duration. Link to this page, where appropriate: 
http://www.ntu.ac.uk/future_students/courses/term_dates/index.html.  
 

Fees and funding (UK) 

[Add any course specific info. about fees and funding.] 

Preparing for the financial side of student life is important, but there’s no need to feel anxious 
and confused about it. We hope that our fees and funding pages will answer all your 
questions. 

Getting in touch  

For more advice and guidance, you can contact our Student Financial Support Service. 

Tel: +44 (0)115 848 2494 

[Note: What do the course fees cover? This is really important. Let students know if field 
trips / exhibitions etc. will be included in their fees. Equally, make clear in a positive way if 
there are additional costs. What are the additional costs and how will the learning 
experiences associated with these costs benefit students? We need to manage students’ 
expectations. Be explicit and upbeat.]   

Fees and funding (International) 

[Add any course specific info. about the fees and funding.] 

Preparing for the financial side of student life is important, but there’s no need to feel anxious 
and confused about it. We hope that our fees and funding pages will answer all your 
questions. 

You can also take a look at our International students page for information about fees, 
scholarships for international students, visas and much more.  

Getting in touch  

For more advice and guidance, you can contact our Student Financial Support Service. 

Tel: +44 (0)115 848 2494 

[You could add this to the ‘key facts about fees and funding’ section if you like:]  

Nottingham is ranked as one of the top 20 most cost effective cities in which to study in the 
UK Natwest Student Living Index 2014 

[Note: What do the course fees cover? This is really important. Let students know if field 
trips/exhibitions etc. will be included in their fees. Equally, make clear in a positive way if 
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there are additional costs. What are the additional costs and how will the learning 
experiences associated with these costs benefit students? We need to manage students’ 
expectations. Be explicit and upbeat.]  
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3b 
 
Course content guidelines – copy bank (postgraduate/professional courses) 
 
 
Here you will find a bank of generic copy that you can use instead of / in addition to specific 
information relevant to your own course(s). Note that there may be sections that aren’t 
relevant to your particular course. 
 
Please also refer to the Best Practice Course Content notes for more guidance and ideas.  
 
Entry requirements (UK) 
 
What are we looking for? 
 
Insert entry requirements specific to your course (as in Postgraduate prospectus factfiles) 
e.g.  
 

• 2.2 honours degree in a related subject; and 
• GCSE English and Maths grade C. 

Other requirements:  
 
• Interview; and 
• Academic and vocational reference. 

A creative portfolio is also needed for entry to this course.  
 
Applicants with non-standard entry requirements and / or relevant experience will be 
considered on an individual basis. 
 
Or:  
 
We specify these minimum entry requirements, but we will assess you individually on your 
ability to benefit from the course. We sometimes offer places on the basis of non-standard 
entry qualifications, and industrial or professional experience. 
 
[Include the copy below if your course is a Research degree.] 
 
As you’re applying for a Research degree (MPhil, PhD and Professional Doctorates), you will 
need to submit a statement about the subject you wish to research. Please see our 
Graduate School pages for more information about this.   
 
Getting in touch 
If you need any more help or information, please email our Admissions Team or call on +44 
(0)115 848 4200. 
 
Entry requirements (International) 
 
What are we looking for? 
 
Insert entry requirements specific to your course (as in Postgraduate prospectus factfiles) 
e.g.  
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• 2.2 honours degree in a related subject; and 
• Hold, or have held, a post that includes management or leadership responsibilities. 

Other requirements:  
 
• IELTS 6.5 (with a minimum of 5.5 in each skill); and 
• Interview; and 
• Academic and vocational reference. 

A creative portfolio is also needed for entry to this course.  
 
Applicants with non-standard entry requirements and / or relevant experience will be 
considered on an individual basis. 
 
Or:  
 
We specify these minimum entry requirements, but we will assess you individually on your 
ability to benefit from the course. We sometimes offer places on the basis of non-standard 
entry qualifications, and industrial or professional experience. 

If you hold international qualifications, take a look at the alternative qualifications we accept 
for this course.  

We specify these minimum entry requirements, but we will assess you individually on your 
ability to benefit from the course. We sometimes offer places on the basis of non-standard 
entry qualifications, and industrial or professional experience. 
 
[Include the copy below if your course is a Research degree.] 
 
As you’re applying for a Research degree (MPhil, PhD and Professional Doctorates), you will 
need to submit a statement about the subject you wish to research. Please see our 
Graduate School pages for more information about this.   

English language requirements 

If English isn’t your first language, you need to show us that your language skills are strong 
enough for intensive academic study. You’ll find our language requirements and list of 
accepted English language tests here. Your British Council office can tell you where you can 
take an International English Language Testing System (IELTS) test locally. Applicants who 
have taken a higher degree at a UK university don’t usually have to meet this requirement. 

[Include the copy below if your course is a master’s course] 

Pre-master’s courses 

Are you an international student whose qualifications don’t meet the entry requirements? 
You can do a pre-master’s course at Nottingham Trent International College (NTIC). The 
college is on our City site and NTIC students can use all of the University’s facilities.  
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Next steps 

Please also take a look at our International students page and our application guide for 
international students which are full of advice and information about applying to the 
University.  

If you need any more help or information, please email our Admissions Team or call on +44 
(0)115 848 4200. Alternatively, you can get in touch with our staff at the International 
Development Office, who are always happy to help. Or speak to one of our official NTU 
representatives in your country. 
 

How to apply (UK) 

[Add any course specific info. about the application process e.g.: 

• Is there an interview for this course? If so, what is the criteria? 
• What does the interview process involve? 
• Are there any other selection criteria students should know about? E.g. do students 

need to submit work? 

Ready to join us? Then apply as soon as you can. Just click the Apply button at the top of 
the Ready to join us? You can apply for this course throughout the year [include if this is true 
for your course]. Most of our postgraduate and professional courses are popular and fill up 
quickly though, so apply as soon as you can.  

[Include text below about the actual application process. If your course is a short course, 
primary, secondary or School Direct postgrad teacher-training course or postgrad law 
course, see alternative text at end of this section.] 

Just click the Apply button at the top of the page and follow the instructions for applying. 
Make sure you check the entry requirements above carefully before you do.  

[Include the copy below if your course is a Research degree.] 

As you’re applying for a Research degree, you may also like to have a look around our 
Research pages. This may help you to spot academic staff, research areas or projects that 
interest you. 

Writing your application  

Be honest, thorough and persuasive in your application. Remember, we can only make a 
decision based on what you tell us. Make sure you include as much information as possible, 
including uploading evidence of results already achieved, as well as a personal statement.  

Keeping up to date  

After you’ve applied, we’ll be sending you important emails throughout the application 
process - so check your emails regularly, including your junk mail folder. 
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You can get more information and advice about applying to NTU in our postgraduates’ 
guide. Here you’ll find advice about how to write a good personal statement and much more.   

Getting in touch 

If you need more help or support, you can call our Admissions Team on +44 (0)115 848 
4200. 

Good luck with your application! 

[You could include the following copy if your course is a short course:] 

You can book a place on this course via the NTU online store. Just click the Apply 
online/Apply direct [delete as applicable] button at the top of the page.  

[For primary, secondary and School Direct postgrad teacher-training courses:] 

Applications to this course are made through UCAS Teacher Training (UTT). To apply, click 
the Apply online button at the top of the page. 

[For full-time Legal Practice Course (LPC) and full-time diploma in Law (GDL):] 

Applications to this course are made directly to the Central Applications Board. To apply, 
click the Apply online button at the top of the page. 

[For Bar Professional Training Course (BPTC):] 

Applications to this course are made online through a centralised system operated by BPTC 
providers. To apply, click the Apply online button at the top of the page. 

[Add this at the bottom of this section:] 

Please read our notes on the University's commitment to delivering the educational 
services advertised. 

How to apply (International) 

[Add any course specific info. about the application process e.g.: 

• Is there an interview for this course? If so, what is the criteria? 
• What does the interview process involve? 
• Are there any other selection criteria students should know about? E.g. do students 

need to submit work? 

Ready to join us? Then apply as soon as you can. Just click the Apply button at the top of 
the Ready to join us? You can apply for this course throughout the year [include if this is true 
for your course]. Most of our postgraduate and professional courses are popular and fill up 
quickly though, so apply as soon as you can.  
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[Include text below about the actual application process. If your course is a short course, 
primary, secondary or School Direct postgrad teacher-training course or postgrad law 
course, see alternative text at end of this section.] 

Just click the Apply button at the top of the page and follow the instructions for applying. 
Make sure you check the entry requirements above carefully before you do.   

[Include the copy below if your course is a Research degree.] 

As you’re applying for a Research degree, you may also like to have a look around our  
Research pages. This may help you to spot academic staff, research areas or projects that 
interest you. 

Writing your application  

Be honest, thorough and persuasive in your application. Remember, we can only make a 
decision based on what you tell us. Make sure you include as much information as possible, 
including uploading evidence of results already achieved, as well as a personal statement.  

Keeping up to date  

After you’ve applied, we’ll be sending you important emails throughout the application 
process - so check your emails regularly, including your junk mail folder. 

You can get more information and advice about applying to NTU in our postgraduates’ 
guide. Here you’ll find advice about how to write a good personal statement and much more.   

Next steps 

Please also take a look at our International students page and our application guide for 
international students which are full of advice and information about applying to the 
University.  

If you need more help or support, you can call our Admissions Team on +44 (0)115 848 
4200. Alternatively, you can get in touch with our staff at the International Development 
Office, who are always happy to help. Or speak to one of our official NTU representatives in 
your country. 

Good luck with your application! 

[You could include the following copy if your course is a short course:] 

You can book a place on this course via the NTU online store. Just click the Apply 
online/Apply direct [delete as applicable] button at the top of the page.  

[For primary, secondary and School Direct postgrad teacher-training courses:] 
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Applications to this course are made through UCAS Teacher Training (UTT). To apply, click 
the Apply online button at the top of the page. 

[For full-time Legal Practice Course (LPC) and full-time diploma in Law (GDL):] 

Applications to this course are made directly to the Central Applications Board. To apply, 
click the Apply online button at the top of the page. 

[For Bar Professional Training Course (BPTC):] 

Applications to this course are made online through a centralised system operated by BPTC 
providers. To apply, click the Apply online button at the top of the page. 

[Add this at the bottom of this section:] 

Please read our notes on the University's commitment to delivering the educational 
services advertised. 
 
Optional: Include a link to the academic calendar. International students often ask the 
course start date and duration. Link to this page, where appropriate: 
http://www.ntu.ac.uk/future_students/courses/term_dates/index.html.  
 

Fees and funding (UK) 

[Add any course specific info. about fees and funding.] 

Preparing for the financial side of student life is important, but there’s no need to feel anxious 
and confused about it. We hope that our fees and funding pages will answer all your 
questions. 

You might be able to get a scholarship to help fund your studies. We award scholarships to 
those students who can demonstrate excellent achievement, passion and dedication to their 
studies. 

Please take a look at our postgraduates’ guide funding page for information about sourcing 
grants, bursaries and scholarships, and much more. 

[Include copy below if your course is a Research degree.] 

Research degrees 

You can find information about fees and funding for Research students here. 

Getting in touch  

For more advice and guidance, you can contact our Student Financial Support Service. 

Tel: +44 (0)115 848 2494 
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Fees and funding (International) 

[Add any course specific info. about the fees and funding.] 

Preparing for the financial side of student life is important, but there’s no need to feel anxious 
and confused about it. We hope that our fees and funding pages will answer all your 
questions. 

You might be able to get a scholarship to help fund your studies. We award scholarships to 
those international students who can demonstrate excellent achievement, passion and 
dedication to their studies. 

Please take a look at our International students page for information about fees, 
scholarships for international students, visas and much more.  

Getting in touch  

For more advice and guidance, you can contact our Student Financial Support Service. 

Tel: +44 (0)115 848 2494 

[You could add this to the ‘key facts about fees and funding’ section if you like:]  

Nottingham is ranked as one of the top 20 most cost effective cities in which to study in the 
UK Natwest Student Living Index 2014 
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4 

What is the Reboot Tone of Voice? 

 

Bold and brave – We are a great University, we have a lot to shout about. Let’s tell / show 
the world how good we are. 

Clear and informative – Everything they read / watch / engage with, on every page, should 
leave them knowing exactly what they need to do next. 

Helping them on their journey – By giving them the content they want, in the way they 
want, when they want it. 

Warm and friendly – it uses words that engage with people’s emotions. We understand 
what they are going through and we talk to them directly using ‘you’ and ‘us’. We want to 
leave them with a feeling. That feeling helps to build our brand. We are here to help. 

 

Proposed Tonal Values 

Differentiating our tone of voice doesn't mean using a different voice for each one of our 
audiences. Rather, it means highlighting particular aspects of the NTU personality - the voice 
for our principles. 

Our main customer groups – and the distinct tonal values that we’d look to employ, when 
engaging with them – can be characterised thus: 

 

Students and Alumni 

Familiar, Straightforward, Friendly, Empathetic 

We’re confident and we’re experts in what we do, but we’re not overbearing.  We use 
contractions (“we’ll, you’ll”) and personal pronouns in order to convey our sense of 
community, our conversational tone, and our commitment to acknowledging the student as 
an individual. 

Our tone should be encouraging, rather than bossy, easing our students’ nerves and 
empowering them towards self-sufficiency. 

e.g. instead of: “Students must complete their enrolment and log in to NOW before they are 
allowed to view their timetable.” 

try 

“Looking for your timetable?  Once you’ve completed your enrolment, just log in to NOW.” 
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Parents 

Supportive, Smart, Educating 

We want to satisfy the parents’ expectations of academic rigour, whilst assuring them that 
we’re sincere, and that the students are being supported.  Parents will mainly be using the 
NTU website for guidance purposes – our writing in these areas therefore needs to be smart, 
but not stodgy. 

We should approach this instructional content with an attitude and a tone that addresses 
questions before they’ve been asked; that educates and empowers, without confusing, 
patronizing, or dumbing down.  The tone is slightly more formal, with fewer contractions, and 
more use of the third person, but we avoid jargon wherever possible.  We’re active, and not 
passive, demonstrating our expertise and confidence. 

 

Employers and Businesses 

Innovative, Dynamic, Confident, Creative 

Our tone in the employability-related and research elements of the website should reflect 
confidence, a sense of imagination, and our willingness to do things differently.  Content 
focuses upon specific examples, achievements, and factual information - we use case 
studies, reports, and knowledge-based articles. 

Our tone is confident, persuasive, and easy to buy into – everything that we say is 
defensible.  We use dynamic, imaginative headlines and opening sentences, to show that 
we’re genuinely different, and open to new ideas. 

We play by proper grammatical conventions and rules when working with our other 
audiences – this is where we can break them, showing our willingness to do things 
differently.  We can create idiosyncratic aspects to our tone, that express bold new business 
principles e.g. ‘Eat Fresh’, ‘Be More Dog’, ‘Impossible is Nothing.’ 

 

Schools and Colleges 

Possibilities, Excitement, Pre-emptive, Lively, Inquisitive 

A real focus on plain English, for a predominantly younger audience – a lot of this 
information is going to be flagged up and circulated throughout schools.  Key questions are 
identified and addressed, as accessibly as possible.   

Content is intuitively signposted, and delivered in small, punchy chunks.  The tone is 
exciting, and enticing – full of promise for the next step in young students’ academic 
journeys.  We don’t have the reliance on stats that we do for businesses – our video 
testimonies and interactive guides speak for themselves. 

Action-orientated content all points towards Open Day bookings (individual and group), the 
prospectus, and the virtual tour, all of which are clearly and colourfully identified.  There’s 
also easy access to portals for the Student Union, and the university’s many social functions.  
It’s engaging, conversational, and fun. 

 

 

54 
 



University Staff 

Celebratory, Proud, Technical, Accomplished 

Our writing should be as inclusive of our staff as it is of our students.  Staff throughout the 
university are ‘you’ – there’s specific reference to individual teams, too.  The tone is perhaps 
more emotive than it might be for parents, schools and businesses, without being pompous, 
or self-important. 

We’re helpful, without being overbearing.  We continually ensure that our colleagues 
understand that their good work will be recognised, and celebrated. 

Our instructional and support materials can accommodate a little more in the way of 
technical jargon.   

 

Local Community 

Warm, Colloquial, Collaborative, Stimulating, Inclusive 

We’re rooted, and proud of where we are – our tone reflects the symbiotic relationship 
between the university and the city.  There’s judicious use of colloquialisms (whilst being 
careful not to patronise), and NTU is identified as ‘we’, rather than ‘the university’.   

Success stories and video testimonies from our many voluntary schemes – including AICP, 
and NTU in the Community – reflect a commitment to local needs, and our responsive 
nature: we encourage feedback, and a broader social engagement beyond academia, and a 
good deal of action-orientated content. 

Our writing is straightforward, and honest.  More than any other audience, we write as we 
speak. 
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