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CD03: PROCESS FOR THE MODIFICATION OF EXISTING PROVISION 
 

1. General approach 
The course approvals process is predicated on a risk
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The table below provides a summary of the major and minor modification categories of approval and the 

final approval gateways. Note that in all cases, proposals begin with scrutiny at department level before 

progressing on to faculty and institutional level where relevant. More detailed guidance on the 

classification of modifications is provided in Appendix 2. 

Categories of Approval 
Final Approval 

Gateway 

Minor 

Modifications 

 Modifications to modules (any type) or programmes which 

have no impact on material information, and do not 

involve a substantial change to content, structure, or 

mode, method or location of delivery (including learning, 

teaching and assessment strategies) 

 Department 
(NB. To be reported to 

faculty committees 

responsible for teaching, 

learning and 

assessment) 
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Modifications to programmes or modules may vary greatly in scope and impact, and the process 
accounts for this by taking a risk-based approach to determining the level of scrutiny and approval 
required for any proposal and are broadly defined as either major or minor. Clearly any accompanying 
guidance cannot provide an exhaustive list of such modifications. Instead the guidance provides 
context and principles on what should be considered for each proposal and indicates where such 
changes may have a wider impact2.  

To ensure that the University meets its contractual obligations to applicants and students, as defined 
by the Competition and Markets Authority (CMA), it is essential that this process, timeline, and the 
principles below, are adhered to in all cases of programme or module modification. If there is any 
doubt about the modification proposed, colleagues are advised to seek further guidance from the 
QAEM or Academic Quality, Standards and Conduct (AQSC) Team. 

3.2. Principles 

When considering any modifications to modules or programmes, all efforts should be made to 
process the proposal as early as possible before the modification is to be implemented. It should be 
noted that, other than in exceptional circumstances, no change will be applied to current applicants or 
students. Where such a change is considered to be unavoidable, the QAEM or the AQSC Team should 
be consulted before any proposal is developed. 

Module modification should be considered within the context of the programme, or programmes, to 
which it contributes. This is particularly true if the module is core to the programme(s). In considering 
the proposal, due care should be taken to assess the impact on programme(s) aims, learning outcomes 
and assessment strategy, ensuring that the revised module maintains an appropriate fit pedagogically 
and in the discipline context within the wider programmes.  

New modules for approval for use within existing programmes should also be considered within the 
context of the programme, or programmes, and be processed as a modification of the programme. 

The cumulative total of modifications made to a programme within its approval period should be 
monitored to determine if the programme has been modified sufficiently to trigger the re-approval 
process. Such modifications may have been made directly to the programme, through modifications to 
modules contributing to that programme, or a combination of both.  

Where major modifications are proposed to an existing programme, it is considered good practice for 
the programme team to consult with professional services to determine if those changes have a 
material impact upon a professional service’s ability to support the delivery of the programme in its 
revised form. The programme team should also consider if there is sufficient capacity and experience 
to deliver the revised programme.  

Where modifications involve more than one department
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3.3. Process 

3.3.1. Scope 

Modification proposals must take account of the impact on ‘material information’ in the public 
domain as defined by CMA, in addition to quality and standards considerations, such as the 
integrity of programmes and modules and organisation and management considerations from the 
point from which a change is to be introduced.  

The CMA defines ‘material information’ as including:  

 course title;  

 



 

5 

modification proposals take account of this need, as well as aligning with the timelines for the 
preparation and publication of marketing and recruitment materials. 

The approval stages and gateways through which modifications pass is dependent on whether they 
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In order to meet its responsibility, the faculty approval gateway may invite the programme team 
to take questions during its deliberations. Where novel or cross-faculty programmes are 
proposed, a Joint Faculty Teaching Committee will be convened to execute the duties of the 
faculty approval gateway. Faculty approval gateways should include student representation in 
its membership. 

Having considered the proposal and reviewed the submission documents, the faculty approval 
gateway may determine one of the following outcomes depending on the proposal’s category of 
approval: 

 to recommend or approve the proposal as presented 

 to recommend or approve the proposal subject to conditions, or 

 to reject the proposal 

Subject to satisfactory completion of any conditions or recommendations, major modifications 
which have been submitted for approval outside the approvals deadlines should then be 
submitted to AQSC for final consideration by the UAD, otherwise the programme team may be 
informed of the decision and LUSI updated as required. For further detail of the approvals 
workflow please refer to Appendix 1. 

3.3.5.3. Institutional approval 

Within the modifications process, the UAD has responsibility for final approval of major 
modifications which fall outside the specified approvals deadlines or which have been referred 
for approval by the Associate Dean and/or QAEM. 

The UAD must be satisfied that due process has been followed, with all prior approvals gateways 
completed, that any risks associated with the provision have been, or will be, appropriately 
managed, and that communications to applicants and students have been carefully considered 
and planned in collaboration with Marketing and Admissions colleagues. 

The proposal will be submitted initially to AQSC by the QAEM, at which point it will be reviewed 
by an Assistant Registrar to verify completeness of documentation and compliance with internal 
and external regulations, and to ensure that any exceptions or exemptions to these (such as 
programme specific rules) have been approved and documented through the appropriate 
channels, or are scheduled to be considered as part of future committee business. 

In arriving at a decision, the UAD may meet with or converse with the programme team (or 
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responsibility for final approval, either the QAEM or AQSC will circulate confirmation of approval 
and initiate appropriate amendments to the course record (LUSI). 

3.3.8. Communication to applicants and students 

These processes and the timeline for approval have been designed to ensure that applicants and 
students are not impacted by course modifications or discontinuations. However, in exceptional 
circumstances it may be necessary to implement a change which does affect these groups, in which 
case a communications plan must be adopted to ensure information has been disseminated and 
the appropriate consent obtained. Such cases should always be discussed with the QAEM and AQSC 
in the first instance. 

3.4. Deadlines for approval 

Minor modifications, whilst having no immediate impact on material information or quality and 
standards, do nevertheless have implications for students and staff across the university and should 
therefore be approved in a timely manner so that interested parties can be informed and prepared in 
advance of the implementation. Minor modifications should therefore be approved a minimum of 6 
months prior to implementation and in time for inclusion in the timetabling process. This includes the 

 

.
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Appendix 1 
 

 



 

10 

Appendix 2 
 

Modification 
affecting: 

Scope of Modification Classification of Modification 
Final Approval 
Gateway 

Aims & Learning 
Outcomes 

Non-material and non-substantial modifications to the aims or learning 
outcomes of any existing: 

 programme, 

 intermediate target or exit award, 

 pathway or route 

 variant (e.g. placement, study abroad), 

 optional module 

Minor Department 

Aims & Learning 
Outcomes 

Material and/or substantial modifications to the aims or learning outcomes of 
any existing: 

 programme 

 intermediate target or exit award 

 pathway or route 

 variant (e.g. placement, study abroad) 

 module (any type) 
submitted within the specified approvals deadlines. 

Major Faculty 

Aims & Learning 
Outcomes 

Material and/or substantial modifications to the aims or learning outcomes of 
any existing: 

 programme, 

 intermediate target or exit award 

 pathway or route 

 variant (e.g. placement, study abroad) 

 module (any type) 
submitted outside the specified approvals deadlines. 

Major (UAD) Institution 

Assessment 

Non-material and non-substantial modifications to assessment:  

 elements 

 timings 

 weightings 

 overall balance or workload 
to an existing module or programme. 

Minor Department 
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Modification 
affecting: 

Scope of Modification Classification of Modification 
Final Approval 
Gateway 
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Modification 
affecting: 

Scope of Modification Classification of Modification 
Final Approval 
Gateway 

o restructuring of credit or module sequence within or across levels of 
study,  

o changes to programme aims or learning outcomes,  
o changes to the learning, teaching and assessment strategy. 

Consideration to be given to the continuing coherence of the programme in its 
present form. May be identified as a result of Programme Re-approval. 

Regulatory, inc. PSRB 
Any proposal (either module or programme) which takes the provision outside 
the University's standard academic regulations, including modifications 
designated by a PSRB. 

Major (UAD) 
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Modification 
affecting: 

Scope of Modification Classification of Modification 
Final Approval 
Gateway 

Resource 
Modifications for which there are resource implications on other Faculties or 
Professional Services. 

Major Institution 

Syllabus 
Non-material, non-substantial modification to module (any type) or 
programme syllabus, not affecting the overall module or programme aims or 
learning outcomes. 

Minor Department 

Syllabus 

Material and/or substantial modification to module (any type) or programme 
syllabus, which affects the overall module or programme aims or learning 
outcomes, submitted within the specified approvals deadlines. 
Consideration to be given to the creation of a new module/programme. 

Major Faculty 

Syllabus 

Material and/or substantial modification to module (any type) or programme 
syllabus, which affects the overall module or programme aims or learning 
outcomes, submitted outside the specified approvals deadlines. 
Consideration to be given to the creation of a new module/programme. 

Major (UAD) Institution 

Timetabling Offering additional start dates for a programme. Major Faculty 

Timetabling Any modifications to the published timetable once teaching has begun. Major (UAD) Institution 

Title and/or Award Any modification to the title of a module (any type). Major Faculty 

Title and/or Award Any modifications to the award (e.g. BSc to BA or MSc to MA, etc). Major (UAD) Institution 

Title and/or Award 
Any modification to the title of a programme of study (including any variant or 
exit award). 

Major (UAD) Institution 
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Appendix 4 
 
 


