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Subject - Annual Update of Module Specifications and Programme Regulations/ Specifications for 2005/06.

Please note that sections which are new or significantly different from those in last year’s memo are sidelined. 

1.
The annual updating of Module Specifications and Programme Regulations/ Specifications will again run concurrently in 2005, in recognition of the interdependence between them. 

All Module Specifications, Programme Regulations and Programme Specifications are required to be in place by the start of the 2005/06 academic session.  The process is essentially the same as last year’s, but developments in the Student Information System may mean changes to the process in the future.
2.
Modular Structure of Undergraduate Programmes


At its meeting on 27 November 2002, Senate agreed  proposals for the relaxation of current guidelines on the modular structure of undergraduate programmes, which would be implemented from 2003/2004. Revised guidelines for the modular structure of undergraduate programmes incorporating these changes are attached as Annex A. Where Departments wish to make changes to programmes as a result of the revised guidelines, these will be handled through the Annual Update process, which would require appropriately revised Module Specifications, Programme Regulations and Programme Specifications according to the revised guidelines. All year-long modules will be required to conform with paragraph 3 of the guidelines.


Programme Specifications for all programmes with few formal written examinations in semester 1 will be required to conform with paragraph 5 of the guidelines.


Please bear in mind that where changes to your modules are likely to have implications for other Departments consultation with those Departments should be undertaken at an early stage to ensure that the Department can incorporate those changes during their updating process.

3.
Deadlines:  AD(T)s should receive requests for changes by the following dates (unless agreed otherwise with the AD(T)):


Module Specifications


27 May 2005

Undergraduate Programme Regulations


27 May 2005

   & Programme Specifications






Postgraduate Programme Regulations 


27 May 2005


   & Programme Specifications






The cloning of ‘04’ Module Specifications to ‘05’ versions on the CIS database will take place on 18 March 2005.

4.
Undergraduate and Postgraduate Prospectuses on the Web:  The Undergraduate and Postgraduate Prospectuses are available on the website at: http://www.lboro.ac.uk/prospectus/ug and http://www.lboro.ac.uk/prospectus/pg.
These Prospectuses should be kept up to date with programme developments as these are approved.  If any changes to Module Specifications or Programme Regulations/ Specifications approved during the annual updating process (or at any other time) have implications for the text within the Prospectuses on the web, please contact Marie Kennedy (email: M.Kennedy) for the PG Prospectus or Wendy Ferguson (email: W.J.Ferguson) for the UG Prospectus, who will arrange for the relevant text to be revised.

5.
ANNUAL UPDATE OF MODULE SPECIFICATIONS
5.1
Departments are reminded that although the University's approval procedure serves to monitor and assist in maintaining the quality of Module Specifications, departments have the ultimate responsibility for the quality of their Module Specifications and should satisfy themselves of this.

5.2
As in previous years, AD(T)s have been given delegated authority to act on behalf of Curriculum Sub-Committee in approving Module Specifications for the next academic year.  New Module Specifications and any problematic cases will be referred to the Chair of Curriculum Sub-Committee (CSC). Notes to Departments produced by the AD(T)s covering general points on amending Module Specifications and on Module Specification field descriptions are attached as Annex B. Also included in Annex B is a table showing the approval requirements for changes to Module Specifications. 

5.3
Where approval is required a covering form has to be completed.  In some cases it is also necessary to consult other departments, which requires the completion of another form.  Both forms are available for downloading from the Template Shop web page at

http://www.lboro.ac.uk/admin/ar/templates/index.htm

As secretary to Curriculum Sub-Committee I shall be responsible for some of the processes and am referred to as SCSC in this note.  

5.4
Module Specifications are stored on the CIS System and include a field to show if the specification has provisional status or not - this is the provisional flag. Specifications may be printed directly from CIS by those who have access permission. Once a specification has been approved the provisional flag is removed by SCSC; only then is the specification available to a much wider community through our web pages and the specification is regarded as published. The web pages reflect the Module Specification in real time. However, the web pages are presently set up on the assumption that the reader is interested in the current specifications - those that begin with an 04 prefix - so it will not be obvious when a provisional flag is removed from an 05 specification. To access an 05 specification it is necessary to use the search engine at the bottom of the web page. Specifications from previous years may be accessed in the same way. At some point after June 2005 the 05 versions will be made available by default.

5.5 Compliance with SENDA

In 2003 the signature of the Internal Examiner was required against each module to confirm that text-based handout materials were/would be in a convertible format for 2003/04 and to identify modules which  might present difficulties with SENDA compliance and indicating briefly the areas of concern as follows:

A
This module uses methods which might present difficulties but I am confident that any such difficulties can be overcome.

B
This module uses methods which might present difficulties but I am uncertain as to whether they can be overcome.

The default position for modules not highlighted was: This module does not use methods which are likely to present difficulties.

This procedure is to be repeated this year for any new modules, for those modules for which a signature has not yet been provided, such as some suspended modules, and for those modules for which any changes will alter their previous status in regard to SENDA compliance.

In such cases the Internal Examiner’s signature against a module will be required before the provisional flag can be removed from the module specification so that it becomes available for viewing on the web.

Guidelines on Supporting Students with Disabilities are attached as Annex C.  The University’s Assessment Policy for Students who have a Disability can be found at:

http://www.lboro.ac.uk/admin/ar/policy/assess_pol_dis.html
5.6
Placement Modules

Placement modules are required to have completed fields rather than be regarded as ‘dummy’ modules for administrative purposes.  If not completed in a previous year, these should be submitted to the AD(T) as for new modules. An example of a completed Module Specification for the Placement Year is attached as Annex D.

5.7
Project/Dissertation Modules

Final-year UG and PGT research project modules should include a statement in the MTLA field of the minimum level of contact that students are entitled to expect of their project/dissertation supervisor.  All such modules will require the approval of the AD(T) in 2005.
5.8
The Approval Process
Modules will fall into one of five groups:

- new modules

- those requiring approval for modification 

- those with no changes or minor changes not requiring approval

- those not required in 2005/06 or later which can be deleted 

- those suspended for 2005/06 but likely to be required in a subsequent year

These groups are now considered in turn.

5.8.1
New Modules
(a) Supply the SCSC with the following: Proposed Module Code, Title, Module Weight, Semester, Examination Weighting and ALSO HESA Code, Cost Centre, Access Group and the agreed percentage split for resource purposes between departments involved in teaching the module. 

(b)
SCSC will create basic Module Specification on CIS.

(c)
Complete the specification on CIS. 

(d)
Consult Computing Services, Pilkington Library and/or Media Services if the module will increase the demands on the support service. Consult Professional Development, or the Faculty of Engineering DL Co-ordinator for Engineering departments, if the module involves new or innovative delivery methods.

(e)
Print the CIS specification, complete the approval form and send both to the AD(T) with any consultation forms and with a signed declaration of SENDA compliance (see paragraph 5.5).

(f)
AD(T) will initiate discussions if necessary.

(g)
Further modify the specification on CIS in the light of these discussions.

(h)
The AD(T) will recommend the proposal to Chair of CSC.

(i)
The AD(T) will forward the forms to SCSC who will seek approval from Chair of CSC.

(j)
SCSC will confirm completion to the department, by which time the specification will have been published.

5.8.2
Modules which require modification


Note:  If a number of modules are to be dealt with then the AD(T) would prefer to deal with them as a batch.  If this is possible then a single proposal form will suffice for the batch.

Procedure:

(a)
Consultation is required if:

· the proposal includes an alteration to the modular weight and/or to the semester taught where (a) the module is a core component of another department's programme and/or (b) the module has an availability code of 1. 

· it is proposed to increase an availability code from 1.

· a module is to involve new or innovative delivery methods (including distance learning) - consultation with Professional Development, or the Faculty of Engineering DL Co-ordinator for Engineering departments, is required for monitoring and quality assurance purposes.

· the proposal will increase the demand on support services - consultation with Computing Services/Pilkington Library/Media Services as appropriate is required.

Where consultation is required follow steps (b) and (c), otherwise go to step (d).

(b)
Obtain comments from departments affected by the proposal.  These departments are (a) those with the module listed as a core module in their programmes and (b) those departments whose students have taken the module this academic year, making use of the availability code being 1.  The consultation form should be used.

(c)
Where it is intended that a module involves new or innovative delivery methods, including distance learning, the comments of Professional Development, or the Faculty of Engineering DL Co-ordinator for Engineering departments, should be obtained using the consultation form.

(d)
The AD(T) will need to see the Module Specification which must be marked to indicate the nature of the modifications.

Print the 04 edition specification from CIS. Mark the changes on the copy in 
handwriting.  Amend the 05 edition on CIS in line with these changes†.  The AD(T) will require the annotated 04 edition specification and the revised 05 CIS version.

(e)
Complete the approval form and send it to the AD(T).  Include consultation forms and a signed declaration of SENDA compliance (see paragraph 5.5) if these are required.  Include the specification produced at step (d) so that the AD(T) can see what is proposed.

(f)
The AD(T) will initiate discussions if necessary.

(g)
Further modify the 05 edition specification on CIS in the light of these discussions.

(h)
The AD(T) will approve the proposal using delegated authority.

(i)
The AD(T) will forward the forms to SCSC who will seek further approval from Chair of CSC if necessary.

(j)
SCSC will confirm completion to the department, by which time the specification will have been published.

†  Ask SCSC to carry out necessary changes in the protected fields for which access

    
permission is limited.

5.8.3
Modules which do not require fresh approval


Caution:  This procedure leads to publication of 2005/2006 Module Specifications. 


Note: Modules in this category may be dealt with piecemeal or in batches.

Modules in this category include:-

(
modules with either no changes at all or changes which correct typographical errors only

(
modules with changes confined to any or all of Internal Examiner, External Examiner, Keywords, Indicative Reading, pre-requisite modules

(
modules for which the Availability Code is to be decreased

· modules with a minor change in title

· modules for which change to content is minor (<1/3)

(
modules which have been given approval since October 2004 via an AD(T) or by CSC

Procedure:

(a)
Correct typographical errors and request SCSC to make any allowable changes to protected fields.

(b)
Send a list of module codes to SCSC.

(c)
SCSC will remove the provisional flags from modules having a signed declaration of SENDA compliance (see paragraph 5.5).

(d)
SCSC will reply to you, confirming completion, by which time the specifications will have been published.

5.8.4
Modules which are not going to be required again


Caution:  This procedure will lead to the deletion of the module.  Do not follow this procedure if the module is being suspended for a year and is likely to be taught again the following year, or if there are any students registered on the module.


Note:  If a number of modules are to be dealt with under the section of this procedure which requires AD(T) action, then the AD(T) would prefer to deal with them as a batch.  If this is possible then a single proposal form will suffice for the batch.

Procedure:

(a)
Is the module a core component of any programme?  Does the module have an availability code of 1?  Will the proposal significantly decrease the range of optional choice in any programme?  If yes to any of these questions then proceed to step (e).

(b)
Otherwise, no consultation or approval is necessary:  send a list of module codes, with the instruction to delete, to SCSC.

(c)
SCSC will delete the modules - codes and specifications.

(d)
SCSC will reply to the request to confirm deletion has been carried out. Procedure ends here.

(e)
Full approval is necessary and consultation with other departments may be necessary.  Ensure that item 4 of the proposal form is fully completed - offer justification for the proposal.

(f)
Consultation is necessary if any other department is affected by the proposal.  These departments would be (a) those with the module listed as a core module in their programmes and (b) those departments whose students have taken the module this academic year, making use of the availability code being 1. The consultation form must be used: send a copy to every department affected.

(g)
Complete the approval form and send it to the AD(T) together with any consultation forms.  A copy of the Module Specification does NOT need to be attached.

(h)
The AD(T) will initiate discussions if necessary.  Otherwise the AD(T) will approve 
the proposal using delegated authority.  Steps (c) and (d) will then be followed.

5.8.5
Modules which are not going to be taught in 2005/2006

Note:  This procedure is used to suspend the teaching of a module for one year.  The important outcome is that the module code is reserved for the module in future years.


Note:  If a number of modules are to be dealt with under the section of this procedure which requires AD(T) action then the AD(T) would prefer to deal with them as a batch.  If this is possible then a single proposal form will suffice for the batch.

Procedure:

(a)
Is the module a core component of any programme?  Does the module have an availability code of 1?  Will the proposal significantly decrease the range of optional choice in any programme?  If yes to any of these questions then proceed to step (c), if no, proceed to step (b). 

(b)
Departments should inform SCSC of modules to be suspended. Procedure ends here.  

(c)
Approval is necessary and consultation with other departments may be necessary.  Ensure that item 4 of the proposal form is fully completed, and offer justification for the proposal.

(d)
Consultation is necessary if any other department is affected by the proposal.  These Departments would be (a) those with the module listed as a core module in their programmes and (b) those departments whose students have taken the module this academic year, making use of the availability code being 1.  The consultation form should be used:  send a copy to every department affected.  

(e)
Complete the approval form and send it to the AD(T) together with a copy of any consultation forms.  A copy of the Module Specification does NOT need to be attached.

(f)
The AD(T) will initiate discussions if necessary.  Otherwise the AD(T) will approve the proposal using delegated authority.

5.9
List of 05 Module Specifications


A complete list of 05 Module Specifications existing on CIS for your department will be made available to you during the summer. Please indicate on this list the state of each module using one of the headings below and adding any proposed new modules, and return this to the SCSC:-

OK 
- No change/change not requiring approval or approved in 2004/05 by AD(T)/CSC

  (NB may require signature of Internal Examiner in regard to SENDA compliance)

D 
- Delete without needing approval

S 
- Suspend without needing approval  

C 
- Change submitted to AD(T) for approval (NB may require signature of Internal Examiner in regard to SENDA compliance)

DA 
- Deletion submitted to AD(T) for approval

SA 
- Suspension submitted to AD(T) for approval

N 
- New Module submitted to AD(T) for approval  (NB requires signature of Internal Examiner in regard to SENDA compliance)

AD
- Incomplete Module Specification for administrative purposes - to be retained

R 
- Reassessment module for 2005/06 (please give module number to which reassessment relates, if applicable)

If you do not wish an approved module running in 2005/06 to be published on the web please indicate this on the list.

6.
ANNUAL UPDATE OF PROGRAMME REGULATIONS AND PROGRAMME SPECIFICATIONS

6.1
Major changes to Programme Regulations and Specifications for 2005/06 have been considered by CSC at its meetings during the 2004/05 academic session. This note describes the arrangements for handling minor changes to Programme Regulations and Specifications for 2005/06, changes in relation to paragraph 2 of this memo, any further major changes which may exceptionally arise prior to the Programme Regulations and Specifications being published, and the provision of Programme Specifications for all programmes. 

Major Changes

Major changes for this purpose would be those resulting in significant changes in structure, content (including freedom of modular choice), progression and degree qualification rules.

As there are no scheduled meetings of CSC after 5 May until October, proposals for major changes for 2005/06 will need to receive CSC consideration by post.

Minor Changes

All other changes would normally be designated minor and would include the creation of new modules or amendments to existing modules amounting to less than a third of an existing programme. 

Proposals will be considered by the AD(T) and if necessary the Chair of CSC.

6.2
Submission of Proposals 

(i)
The required change to Programme Regulations/ Specifications should be described on the standard form which may be downloaded from:

http://www.lboro.ac.uk/admin/ar/templates/index.htm

When sent to the AD(T) revised Programme Regulations/Specifications should be accompanied by the old 2004/05 Programme Regulations/Specifications highlighted to indicate the changes, excepting where Programme Specifications only are changing (see paragraph 6.3 below).  

Please note that the form sets out the requirements to consult in advance with all departments affected by your proposals, requiring a signature from each department consulted ie. 

· Academic departments if there are any implications for their teaching duties or for their own programmes.

· Computing Services, Pilkington Library and/or Media Services if there are any implications for their resources.

· Careers Service if there is likely to be any effect upon student employability.

(ii)
A list of expected Programme Regulations/ Specifications for your Department will be sent to you during the summer. Please indicate on this list the state of these Programme Regulations/ Specifications using one of the headings below, and return this to the SCSC, together with electronic versions of approved Programme Regulations and Specifications:-

OK 
- No change from 2004/05/ Approved by AD(T) or CSC for 2005/06

C 
- Changes submitted to AD(T) for approval

S 
- Not running in 2005/06

D
- Programme discontinued.  No students remaining.

DS
- Intake discontinued. Students remaining in 2005/06.

Programme Regulations should be provided for discontinued programmes whilst there are students remaining on course.

6.3
Programme Specifications

All programmes require Programme Specifications. The template for Programme Specifications can be found in the Template shop at:

http://www.lboro.ac.uk/admin/ar/templates/index.htm
NOTE: Generic fields in this template have been updated and your existing Programme Specifications should be checked against these.

See Annex E attached for guidance notes for the preparation of Programme Specifications. 

If Programme Specifications require amendment to conform with the revised guidelines for the modular structure of undergraduate programmes (see Annex A and paragraph 2 of this memo) OR if they require amendment to include the aims and intended learning outcomes of a placement period, but there are no amendments to Programme Regulations, please indicate this in section 3 of the form. The Programme Regulations do not need to be submitted.

Programme Specifications have been required to be publicly available since December 2004.  HEFCE expect them to be available for stakeholders on the University’s webpages, linked to the new HERO site regarding Teaching Quality Information.  As an interim measure, Programme Specifications have been made available as word documents on the Academic Registry webpages.  The University’s TQI Working Group will be looking at how best to present Programme Specifications in the future.  It is likely that these would be shorter, more suitable for prospective students and linked to generic information such as learning support services.

6.4
Programme Regulations

(i)
From October 2004 the Loughborough Postgraduate Certificate/Diploma (LPC/LPD) have been replaced by the Postgraduate Certificate/Diploma (PGCert/PGDip).  Please could you make sure that Postgraduate Programme Regulations and Specifications are amended accordingly.

(ii)
Where there is distance learning provision on a programme this should be identified in Programme Regulations as follows:

· Include ‘(Distance Learning)’ at the end of the programme title if the programme is fully distance learning (NB There should be separate sets of Programme Regulations where a programme is available as either DL or non-DL)

· Identify any fully DL modules listed in Regulations/Specifications with an asterisk (i.e. AAA100*)

· Identify any partial DL modules listed in Regulations/Specifications with a superscript cross (i.e AAA101†)

· Include the following decoder at the end:
* by Distance Learning
† partially by Distance Learning (>50%)

Guidelines on full/partial DL provision are available on the intranet at:

https://internal.lboro.ac.uk/admin/registry/uniwide
(Distance Learning flow chart)

(iii)
Please refer to the Code of Practice on Undergraduate Reassessment 

(included in Appendix 9 of the Academic Quality Procedures Handbook at http://www.lboro.ac.uk/admin/ar/exams/cop/ugreass.htm) which might be relevant to your undergraduate Programme Regulations. You may wish to include or remove a clause extending the SAP to finalists and you may wish to introduce a clause requiring candidates to achieve a minimum credit threshold (up to 60 credits) for any part of a programme to qualify for reassessment in SAP.

(iv)
With regard to para 16 of GRMPA at: http://www.lboro.ac.uk/admin/ar/calendar/regulations/grmpa/index.htm#arrangements
you may wish to include a clause in your postgraduate Programme Regulations extending the SAP to postgraduates.
6.5
Publication of Programme Regulations and Programme Specifications

Programme Regulations and Specifications will be published by departments in Programme Handbooks. In addition, a limited number of A5 booklets of Programme Regulations for 2005/2006 for each Faculty will be produced centrally. Programme Regulations will be made available on the Academic Registry Intranet site, and Programme Specifications on the Academic Registry Internet site.

Once your Programme Regulations and Specifications have been approved for 2005/06, please could you forward these to SCSC as an e-mail attachment for inclusion in the booklet and on the web site.
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