Change of Approval Handbook 2018-19
Appendix A - Version 1: 8 October 2018  

Appendix A: Change of Approval Risk Table

The list of types of Changes of Approval below is not exhaustive. Where Proposers are requesting any changes not identified on the list below they must contact validations@northampton.ac.uk for further guidance.   

‘Minor’ changes are categorized as Type A. ‘Significant’ changes are categorized as either Type B (approval at Faculty-level) or Type C (approval at University-level). 
Where changes are referred to as ‘minor’ this indicates that the proposed changes do not affect the overall content or outcome of the module(s) or programme(s). This may depend on the nature of the module(s) and/or programme(s) undergoing the Change of Approval and where this is not clear it is down to the final judgment of the Chair of the Change of Approval Panel (normally the Head of the Quality Unit). Type A changes do not normally require evidence of consultation with students whereas this is normally needed for both Type B and C changes.   

Meeting the requirements of the Competition and Markets Authority (CMA):
Proposers requesting to make significant (i.e. Type B or C) changes to programmes and/or modules must be aware of meeting the requirements of the CMA. Submission documentation must include written evidence that potentially affected students (which includes applicants holding offers of places with the University) have been appropriately communicated to about the proposed changes. If proposals for significant changes for the next academic year (i.e. 2019-20) are submitted after the specified deadlines of 1 December 2018 for Levels 5 and 6 and 1 February 2019 for Levels 4, 7 and 8 (and are not due to Professional/Statutory/Regulatory Body requirements etc) then it will normally be the case that the approval of the majority of affected students (including applicants holding offers of places with the University) across all sites and modes of delivery (such as part-time) may have to be obtained and evidence of this approval presented to the appropriate body for consideration. 
UK Visas and Immigration (UKVI) compliance:

Programme and Module Leaders wishing to make changes are advised to consult the Tier 4 pages of the following web-link in relation to UKVI compliance: https://www.gov.uk/government/organisations/uk-visas-and-immigration 
Collaborative partners:

It is essential that all collaborative partners potentially affected by the proposed changes are consulted prior to the proposals being submitted for consideration. This is carried out by the Proposer ensuring that the COAP1 Form has been provided to the Head of Partnership Programmes (or equivalent) of the relevant Faculty prior to final submission.  
Curriculum documentation: 
All changes to curriculum documentation (Programme Specifications including appendices, Module Specifications and Award Maps) must be processed and provided via the Curriculum Records Team. Any curriculum documentation not provided by the Curriculum Records Team for the Change of Approval will not be considered. 
Once the Curriculum Records Team has produced new definitive versions of the curriculum documentation and these have been approved, these new versions replace any existing curriculum documentation published online in order to ensure version control is maintained.  
It will normally be the case that for Type B and Type C changes, track changed* versions of the curriculum documentation are provided to the relevant Faculty Quality and Standards Committee (FQSC) or Change of Approval Panel. These track-changed versions must be provided by the Curriculum Records Team.  
*If curriculum documentation is being submitted which incorporates consideration of University Modular Framework (UMF) Review elements (i.e. presented on the new Programme and Module Specification templates) then it is not be necessary to use track changes on these particular documents. This only applies to the 2018-19 academic year, normally to Level 7 provision.   

Type A Changes of Approval (Minor changes) 
Type A Changes of Approval do not normally require student consultation unless multiple Type A changes are being proposed for one programme (see Type B changes). 
	Type of Change of Approval: 


	Approval Process: 

	Minor changes to a module description. 

	Sign-off by the Curriculum Records Team Leader (mandy.smith@northampton.ac.uk) or in her absence by sarah.mcgarry@northampton.ac.uk.   

Documentation:

· Email request direct to the Curriculum Records Team via mandy.smith@northampton.ac.uk or sarah.mcgarry@northampton.ac.uk 
· The Curriculum Records Team will store the email in order to keep an audit trail of Type A changes   
The relevant Programme Leaders to be kept informed of all changes to modules affecting their Award Maps by the Curriculum Records Team. 



	Minor changes to a module’s indicative content.

	

	Minor textual changes to the Module Title which do not affect the content in any way and allowing the subject code prefix to be retained. 

	

	Minor textual changes to module-level Learning Outcomes which do not affect the overall outcome of the module. 
NB: This does not refer to changes to Learning Outcomes necessitated by the UMF Review. 

	

	Minor changes to the learning, teaching and assessment activities for a module (but not changes to the mode of delivery).

	

	Removal or addition of a designated existing module from an Award Map. 


	

	Correction of any typographical errors and/or updates to University terminology (e.g. UCEE to be replaced by Changemaker Hub, Rolling Action Plan to be replaced by Annual Review Action Plan).  


	

	Minor textual updating of the programme-level educational aims and/or Learning Outcomes (but not the addition or deletion of the programme-level educational aims or Learning Outcomes). 
NB: This does not refer to changes to Learning Outcomes necessitated by the UMF Review. 

	

	Changes to the reference to the relevant QAA Subject Benchmark Statement on the Programme Specification. 


	

	Removal of pre-requisites/co-requisites/restrictions for a module.  


	

	Minor updating of the learning and teaching methods for a programme (but not changes to the mode of delivery).

	


NB: Multiple Type A changes to a programme may lead to them being considered as Type B or C changes.  
Type B Changes of Approval (Significant changes)
Items indicated with an asterisk * will require consultation with students to be carried out. 
	Type of Change of Approval: 

	Approval Process: 

	Introduction of a completely new module (compulsory or designated) to an Award Map.*

	Consideration and approval by the relevant Faculty Quality and Standards Committee (FQSC). It is the expectation that the Proposer will be expected to attend the relevant FQSC meeting unless otherwise indicated.  
The COAP1 Form will initially be submitted by the Proposer to the relevant FQSC Officer (copied to the Curriculum Records Team) with the relevant curriculum documentation showing proposed amendments with tracked changes. 

Documentation:

· Change of Approval Proposal Form (COAP1) with the approval of the Dean/Deputy Dean (and evidence of Head of Partnership Programmes – or equivalent - commentary where appropriate) 
· Student Communication Form (COAP2) for items indicated with an * 
· Programme Specification(s)#  
· Module Specification(s)#
· Revised Award Map(s)#
· Delivery Map(s)

· Evidence of and outcomes from consultation exercises with students (including applicants holding places with the University) for items indicated with an * 
· Evidence of approval of the proposed changes by the affected students and applicants holding places with the University where the normal Change of Approval deadlines have not been adhered to 

· For major changes to the division allocation for modules only: A mapping exercise is to be provided showing the existing module codes mapped against the proposed module codes (the proposed module codes will be allocated by the Curriculum Records Team) 

· If the proposal incorporates UMF Review then it will still be necessary to complete and submit the UMF Review Approval Form. 
· Any additional documentation requested by the Quality Unit 

#Existing, amended or new – as appropriate. Amended documents will need to identify proposed changes via tracked changes.  

	Introduction of a completely new stand-alone module. 

	

	Introduction of a completely new zero credit-rated module.  


	

	Combining two (or more) modules into one new module.*  


	

	Splitting one module into two (or more) new modules.* 

	

	Changes to the level or credit value of a module (these changes constitute the introduction of a new module).* 

	

	Change to/or addition of a mode of delivery for a module.*
For example: 
· From standard delivery to wholly Distance Learning.   

· Change to the number of weeks over which a module is delivered (short/fat to long/thin delivery or vice versa).  


	

	Addition of pre-requisites/co-requisites/restrictions for a module.  


	

	Major changes to the Learning Outcomes of a module which affect the overall outcome.   
NB: This does not refer to changes to Learning Outcomes necessitated by the UMF Review. 

	

	Removal or addition of an existing compulsory module from/to an Award Map.*  


	

	Re-designation of an existing designated module as a compulsory module.*  


	

	Significant changes to the Module Title which affect the content and may (in some circumstances) change the subject code prefix (which will constitute the introduction of a new module.    


	

	Major changes to the programme-level aims and/or Learning Outcomes (including the addition of new or deletion of programme-level aims or Learning Outcomes). 
NB: This does not refer to changes to Learning Outcomes necessitated by the UMF Review. 

	

	Introduction or removal of a component of Work-Based Learning or Placement Learning to/from a programme (or amendments to the existing arrangements for these). 
NB: It is essential that all such changes are checked with the Head of Placements and Work-Based Learning Office prior to submission. 


	

	Changes to the subject allocation for modules: e.g. From BUS to MKT coding.  

	

	The introduction of an element to a programme that will have an impact on the fees being paid by students (e.g. the introduction of a mandatory fieldwork element).* 


	

	Deletion of a module that is no longer being delivered on any Award Map. Any modules which have been suspended for three academic years will be automatically deleted. 

NB: The Proposer will need to ensure that appropriate arrangements are in place for any students who may need to retake the module being deleted.

	

	Major change to the admissions criteria for the programme. 
NB: This must be in consultation with the Head of Student Admissions. 


	

	Changes to the assessments for a module: e.g. changes to the type of assessment and/or to the weightings.*  

	

	Recoding of a module within the same subject area in order to identify the principal module/dissertation module not previously identified. 


	

	An existing Joint Honours subject moving block. 
NB: Please see Appendix B of the Change of Approval Handbook for additional guidance. 

	

	Major changes to the learning and teaching methods for a module/programme (including to the contact hours and/or the addition of extra taught sessions). 

	


NB: Multiple Type B changes to a programme may lead to them being considered as a Type C change.  

Type C Changes of Approval (Significant changes) 
Items indicated with an asterisk * will require consultation with students to be carried out.

NB: Proposed substantive changes (normally Type C) which exceed more than 40% of the overall credit value of the programme will normally be referred to a separate Major Change of Approval event and will not be considered by the Change of Approval Panel. This will be at the discretion of the Chair of the Change of Approval Panel (normally the Head of the Quality Unit).  
For example: 

· For a Masters programme this will normally equate to 70 credits worth or more of the modules on the Award Map being impacted upon by the proposed Change of Approval in one academic year. 

· For a Single Honours programme this will normally equate to 140 credits worth or more of the modules on the Award Map being impacted upon by the proposed Change of Approval in one academic year. 

· For a Foundation Degree programme this will normally equate to 90 credits worth or more of the modules on the Award Map being impacted upon by the proposed Change of Approval in one academic year. 

· For a Higher National Diploma programme this will normally equate to 90 credits worth or more of the modules on the Award Map being impacted upon by the proposed Change of Approval in one academic year. 

· For a Top-up degree programme this will normally equate to 50 credits worth or more of the modules on the Award Map being impacted upon by the proposed Change of Approval in one academic year. 

· For a Joint Honours programme this will normally equate to 70 credits worth or more of the modules on the Award Map being impacted upon by the proposed Change of Approval in one academic (i.e. if one subject is undergoing the Change of Approval). 
For any other types of programme please contact validations@northampton.ac.uk for further advice. 
	Type of Change of Approval:

	Approval Process: 

	Major changes to the structure of the programme as detailed on the Award Map, for example through multiple Type A or B changes requested on one or more occasions between Periodic Subject Reviews.*

	Consideration by the Change of Approval Panel (or via a separate approval event if deemed necessary). It is the expectation that the Proposer will attend the relevant Change of Approval Panel meeting.
The COAP1 Form will initially be submitted by the Proposer to the relevant FQSC Officer (copied to the Curriculum Records Team) with the relevant curriculum documentation showing proposed amendments with tracked changes. 

Documentation:

· Change of Approval Proposal Form (COAP1) with the approval of the Dean/Deputy Dean (and evidence of Head of Partnership Programmes – or equivalent - commentary where appropriate) 

· Student Communication Form (COAP2) for items indicated with an * 
· Programme Specification(s)#
· Module Specification(s)#
· Revised Award Map(s)#
· Delivery Map(s)

· Evidence of and outcomes from consultation exercises with students (including applicants holding places with the University) for items indicated with an *

· Evidence of approval of the proposed changes by the affected students and applicants holding places with the University where the above deadlines have not been adhered to. 

· Where an Award Title change is under consideration for current students then written evidence of unanimous student approval will be needed  
· If the proposal incorporates UMF Review then it will still be necessary to complete and submit the UMF Review Approval Form (for 2018-19 this will normally be for Level 7 provision only but may also affect other levels for collaborative provision)  
· Any additional documents requested by the Quality Unit 
#Existing, amended or new – as appropriate. Amended documents will need to identify proposed changes via tracked changes.   
Additional requirements for the approval of the addition of a wholly Distance Learning mode of delivery to an existing programme/module: 

· Detailed evidence of peer review (including evidence of the Faculty’s approval process)

· A summary of the minimum technical requirements for students to access the online materials
· A detailed schedule of production for the online materials for all modules on the Award Map 

· The written outcomes from the CAIeRO process 

· A sample of online materials (a minimum of 25% of the materials for all modules operating in the first term/semester of delivery) 
· Programme Teams will be required to demonstrate the online materials to Panel 

	Introduction of a new Top-Up programme using existing Single Honours provision.* 

	

	Introduction of a ‘sandwich’ placement year using existing modules and/or new modules. 


	

	Introduction of wholly Distance Learning mode of delivery for an existing programme.* 

 
	

	Introduction of a new named pathway to an existing programme using new and/or existing modules. NB: This will normally require a separate approval event.* 

	

	Deletion of existing named pathways from existing programmes. 
 
	

	Introduction of named stand-alone Postgraduate Certificates or Postgraduate Diplomas from existing Master’s programmes. 
NB: This will normally require the prior submission of a Development Approval Form (DAF) to the University Management Team (UMT) for approval. 

	

	Amendment to the Award Title (including the change of designation – e.g. from BA to a BSc).*  
NB: This will not require the prior submission of a Development Approval Form (DAF). 

	

	The approval of new Joint Honours combination. 

	

	Amendments to the Award Map which may impact upon the calculation of the final algorithm (i.e. particularly for Two Year Degrees). 

	

	The transferring of the management of a programme from the University to an existing collaborative partner of the University or vice versa.*  


	

	Introduction of a new level to a programme providing that this does not represent change of more than 40% to the overall credit value of the programme (e.g. adding a new Level 4 to a programme which is currently only delivered at Level 5).* 

	

	Introduction of a Major, Joint or Minor Honours programme to an existing Single Honours programme.* 
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