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Introduction

Learning and Teaching Committee is asked to approve recommendations from Curriculum Sub-Committee to revise sections 3.1 to 3.4 of the Academic Quality Procedures Handbook.

The revisions have been necessary to reflect the restructure of the University, most notably the replacement of Faculty AD(T)s with School AD(T)s.  In this regard LTC is asked to note and approve the following role of the AD(T):

1. Strategic Approval:  proposals should firstly be signed off by the AD(T), acting on behalf of the School, and finally by the Dean of School.
2. Operational Approval: proposals should be signed off by the Dean of School (or Head of Department for Federated Schools), and finally by the AD(T) acting on behalf of CSC.
Unnecessary repetition has also been removed from this section and it has been re-organised so there is a more coherent flow to the process.  Due to significant changes to the presentation of this section it is presented afresh in Appendix 1, rather than with tracked changes.   For completeness the original sections of the AQPH are presented in Appendix 2.
LTC is also asked to note that the distinction between a major and minor operational change can sometimes be ambiguous, so work is being undertaken to build up case history to provide AD(T)s with clearer examples.

APPENDIX 1
Section 3 - Programmes of Study

1. 
Approval for New or Revised Programmes and Modules 

There is a two-stage process for approving new and revised programmes and modules: strategic and operational.
1.1 Strategic Approval

(i) 
Unless stated below, all strategic developments require the production of an outline proposal (template 3.1 from the Template Shop ) which should be signed off by the School AD(T) and the Dean of School, and then submitted to Operations Committee for approval. This should be accompanied by a financial assessment form which is obtained from the Finance Office. 

(ii)   The following developments are categorised as strategic:

· all proposals for new programmes. i.e. new titles in the University's portfolio of programmes, even if they merely involve the reconfiguration of existing modules.

· substantial revisions to an existing programme. This includes: 

· a change of programme title or degree award (requires the completion of template 3.8 from the Template Shop ).

· the introduction of new modules constituting one third or more of a part of a programme 

· amendments to one third or more of the modules in a part of a programme 

· the adoption of a longer/shorter variant of the programme

· changes to the mode of delivery, such as a switch from conventional to distance learning methods across a whole programme 

· the relocation of teaching e.g. to a site off-campus.

· proposals with resource or academic implications of a strategic nature, including proposals for new, or substantially amended, modules 

· proposals to terminate or suspend a programme (requires the completion of templates 3.7, 3.9 respectively from the Template Shop ).

(iii) 
Only once approval in principle has been given by Operations Committee are Schools expected to proceed to Operational Approval (see below) and develop detailed programme regulations and specifications, module specifications and evidence of consultations. 
1.2
Operational Approval
(i) Operational approval is required for all new and revised programmes and modules.  There are two categories: major and minor. Where there is doubt about whether the proposal / change is major or minor, the AD(T) should ask the Chair of CSC to adjudicate.
(ii) Operational proposals will be considered up to one year following strategic approval.  Outside that time limit the procedure for strategic approval will need to be repeated.

(iii) Requirements to consult students/seek students' approval for programme/module changes can be found as item 1.3 at:

http://www.lboro.ac.uk/admin/ar/lps/programme_admin/index.htm 
(iv) Templates for the submission of documentation are available at: http://www.lboro.ac.uk/admin/ar/lps/programme_admin/index.htm 
(v) Full documentation in respect of all proposed changes should be lodged with the Secretary to the CSC at the outset, to be replaced by amended versions as and when changes are made during the course of the approval process.
1.2.1 
Major proposals / changes

(i) Major proposals / changes require approval by Curriculum Sub-Committee (CSC), using template 3.1 from the Template Shop.  The proposal / change should be signed off within the School by the Dean or Head of Department. The School AD(T) should then scrutinise the proposal / change on behalf of CSC before formal submission to CSC for approval via the Secretary. Copies of all major proposals will be circulated to all AD(T)s, who are invited to forward any observations to CSC.

(ii) Major proposals / changes include:

· all new or revised programmes and modules that have received strategic approval by Operations Committee (see 1.1.ii above)

· any proposals to create new modules or to change programme regulations/ specifications and module specifications in respect of existing programmes which have implications which warrant institution-wide consideration.  For example, changes to:

· progression rules 

· degree qualification rules

· the qualification levels of modules within programmes amounting to more than one third of a part of a programme
· the availability of optional modules amounting to more than one third of a part of a programme
· the delivery of module and/or programme ILOs amounting to more than one third of a part of a programme
1.2.2
Minor proposals / changes

(i) Minor proposals / changes are subject to the approval of the School AD(T) on behalf of CSC, using template 2.4 from the Template Shop for programmes and template 2.3 from the Template shop for modules.  

(ii) 
Minor proposals / changes include:

· the creation of new modules or amendments to existing modules amounting to less than a third of a part of an existing programme

· alterations to existing programme regulations and programme specifications which will not result in the major changes highlighted above.
1.3 Immediate Effect Changes

(i) 
A proposal to make a change to a module or to a programme with immediate effect must be submitted for approval by the Chair of CSC using template 3.5 from the Template Shop. The AD(T) should decide whether immediate effect changes are of such a nature as to require the consent of all the students currently registered on the module(s) or programme subject to change and, if so, ensure that such consent has been obtained before submitting the proposal (for guidance see item 1.3 at:

http://www.lboro.ac.uk/admin/ar/lps/programme_admin/index.htm )

(ii) Only in the most exceptional circumstances can optional modules be withdrawn once the module database has been frozen at the start of the academic year, normally week 5 of Semester 1. Exceptional circumstances would include the unexpected absence of a key member of staff, but exclude non-viability of student numbers or sabbatical leave of key staff.
1.4 Reporting Procedures

(i) 
Once approved, major proposals / changes are reported from CSC to LTC, and thence to Senate. When a major proposal / change results in the creation of a new programme, discontinuation or suspension of a programme, or change of programme title or award, the approval of Council is required.
(ii)
Minor changes are recorded by the Secretary to CSC.

(iii) 
Schools are responsible for ensuring that approved specifications for all modules are entered into the central LUSI database and published via the University's web site. The positive intervention of each School is required to carry forward any module specification from one year to the next. There is an annual procedure for updating module specifications and programme regulations/specifications for the next academic session. The relevant pro-forma and guidance notes for the annual update are available as downloadable templates from the Template Shop (items 2.3 and 2.4) and are included in Appendix 4.

(iv) 
Schools are responsible for informing provider and user Schools of all relevant curriculum changes once approved.
1.5
Publicising New Programmes

(i) The approval of a new programme by Learning and Teaching Committee is required before a UCAS code can be requested and a new programme can be publicised. No offers can be made to prospective students on undergraduate programmes without UCAS codes.

APPENDIX 2

.1 Approval for New or Revised Programmes and Modules 

Strategic Proposals

(i) Strategic proposals, formulated in consultation with the relevant AD(T), receive early high-level consideration in outline form by the Faculty Directorate and by Operations Committee. Only once approval in principle has been given are departments expected to proceed to develop detailed programme regulations and specifications, module specifications etc. AD(T)s can raise policy issues arising from proposals with LTC or with the Academic Registry as appropriate.

(ii) All proposals for new programmes - i.e. new titles in the University's portfolio of programmes - are automatically designated strategic, even if they merely involve the reconfiguration of existing modules. A proposal to discontinue or suspend a programme is also designated strategic, as is a change of programme title or degree award.

(iii) Substantial revisions to an existing programme are also deemed strategic. Such revisions include amendments in the course of a single session to one third or more of the modules, introduction of new modules constituting one third or more of the programme, adoption of a longer/shorter variant of the programme, a switch from conventional to distance learning methods across a whole programme and the relocation of teaching e.g. to a site off-campus.

(iv) New programme developments require the production of an outline proposal using the appropriate downloadable template included in Appendix 3, which is available from the Template Shop (item 3.1). Also required is a financial assessment form which is obtained from the Finance Office. Only after strategic programme proposals have been through the "strategic loop" in outline form are they normally translated into detailed (operational) form - typically by the addition of draft programme regulations, programme specifications and draft module specifications, and evidence of consultations. 

For distance learning provision proposers are directed to the QAA Code of Practice on Collaborative Provision and Flexible and Distributed Learning (including e-learning).

(v) A proposal to discontinue or suspend a programme requires the completion of the appropriate downloadable template included in Appendix 3, which is available from the Template Shop (item 3.7 and 3.9).

(vi) A proposal to change the title of a programme where no other major programme changes are proposed requires the completion of the appropriate downloadable template included in Appendix 3, which is available from the Template Shop (item 3.8). 

(vii) Other proposals with resource or academic implications of a strategic nature can be designated as strategic by the AD(T) concerned. By way of example, the AD(T) would be expected to refer for strategic consideration proposals for new, or substantially amended, modules with significant academic or other resource implications. If the AD(T) determines that a module proposal is strategic then she/he would add a covering note pointing up the issue(s) for consideration. This might require the AD(T) to ask the department concerned to provide additional information.

Operational Proposals

(viii) Major proposals include the creation of programme regulations/specifications and module specifications for new programmes after they have been through the strategic loop and additionally any proposals to create new modules or to change programme regulations/ specifications and module specifications in respect of existing programmes where, in the opinion of either the AD(T) or the HOD concerned, the proposals have implications which warrant institution-wide consideration. Examples of issues which an AD(T) might deem to be "major" for this purpose include changes to programme regulations/specifications which would result in significant changes in structure, content (including freedom of modular choice), progression and degree qualification rules. Only in exceptional circumstances will major changes be allowed to come into immediate effect.

(ix) All other changes are normally designated minor and would thus include:

· the creation of new modules or amendments to existing modules amounting to less than a third of an existing programme

· alterations to existing programme regulations and programme specifications other than those covered by paragraph (vii).

(x) Major proposals receive their principal scrutiny by the Curriculum Sub-Committee (CSC). Summaries of all major proposals are circulated to all members of the relevant Faculty Board(s) who are invited to forward any observations to their representatives on CSC, after studying the full proposal if they so wish. In exceptional circumstances, a Faculty Board could request that proposals be discussed before a full Board prior to their consideration by Learning and Teaching Committee (LTC) . In the case of joint honours programmes involving two Faculties, both would be involved in the procedures, though there would be one named lead department.

(xi) Minor changes are subject to the approval of the AD(T) and then the Chair of CSC as necessary.

Immediate Effect Changes

(xii) A proposal to make a change to a module or to a programme with immediate effect must be submitted for approval using the appropriate form, available as a downloadable template from the Template Shop (item 3.5) (Appendix 3). The AD(T) decides whether immediate effect changes are of such a nature as to require the consent of all the students currently registered on the module(s) or programme subject to change and, if so, ensures that such consent has been obtained before approving the change.

Reporting Procedures

(xiii) Departments are notified as soon as any minor changes are approved, and these are recorded by the Secretary to CSC. Major changes are reported to LTC, and thence to the relevant Department, and to Senate, whose endorsement is sought for "strategic" changes (the creation of new programmes or substantial amendment of existing ones or the discontinuation or suspension of a programme). The creation of a new programme, discontinuation or suspension of a programme, or change of programme title or award then requires the approval of Council.

(xiv) Full documentation in respect of all proposed changes is lodged with the Secretary to the CSC at the outset, to be replaced by amended versions as and when changes are made during the course of the approvals process.

(xv) Departments are responsible for ensuring that approved specifications for all modules are entered into the central LUSI database and published via the University's web site. The positive intervention of each department is required to carry forward any module specification from one year to the next. There is an annual procedure for updating module specifications and programme regulations/specifications for the next academic session. The relevant pro-forma and guidance notes for the annual update are available as downloadable templates from the Template Shop (items 2.3 and 2.4) and are included in Appendix 4.

(xvi) Departments are responsible for informing provider and user departments of all relevant curriculum changes once approved.

Publicising New Programmes

(xvii) The approval of a new programme by Learning and Teaching Committee is required before a UCAS code can be requested and a new programme can be publicised. No offers can be made to prospective students on undergraduate programmes without UCAS codes.

.2 Optional Module Availability

Only in the most exceptional circumstances can optional modules be withdrawn once the module database has been frozen at the start of the academic year, normally week 5 of Semester 1. Exceptional circumstances would include the unexpected absence of a key member of staff, but exclude non-viability of student numbers or sabbatical leave of key staff.

.3 Termination of a Programme

The procedure for the termination of a programme is as follows: Directorate agreement; ratification by Operations Committee; endorsement via CSC and LTC, and in parallel through the Faculty Board, to Senate and thence to Council, as a starred item. The appropriate form is available as a downloadable template from the Template Shop (item 3.7) and included in Appendix 3.

.4 Consultation with Students on Programme Changes

Requirements to consult students/seek students' approval for programme/module changes can be found as item 1.3 at:

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