SCHOOL QUALITY STANDING COMMITTEES 

DOCUMENTATION CHECKLIST FOR PROGRAMME APPROVALS, REAPPROVALS AND MODIFICATIONS

Please find below a list of documentation that should be made available to attendees at a school quality standing committee when considering programme approvals, programme re-approvals or modifications.

Programme approval 

The following documentation is required for the approval of a new programme.  The Programme Proposer is responsible for ensuring that sufficient copies of all the documentation are provided for the School Quality Standing Committee’s attention in advance of the meeting.

· Programme Specification (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement);

· Module Specifications (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement);

· A validation document to include:

I. The context of the proposed programme: This will include how the proposal meets the objectives of UEL's strategic plan and the School plan; the academic profile of the School and an assessment of the impact of the proposal on that profile; and any relationship of the proposal to programmes run by other Schools within UEL;

II. The rationale for the proposal: This will include evidence of the regional and national demand for the proposal; details of consultation with relevant employers and relevant professional bodies; the relationship of the proposal to similar provision offered elsewhere; if the programme replaces one currently offered by the School, an explanation of why this is and details of consultation with students on the existing programme; the target student group/expected student profile; and expected career destinations for graduates/diplomates;
III. The professional context of the proposal (if relevant): This will include the influence of professional body requirements on the design of the programme. (If necessary, the relevant guidelines of the professional body should be provided as an appendix);

IV. Programme structure diagram;

V. Arrangements for the supervision and assessment of any placement       element;

VI. School based academic and other counselling/student support arrangements;

VII. A statement detailing the programme team's evaluation of their proposal with regard to the Framework for Higher Education Qualifications, relevant QAA Subject Benchmark Statement(s) (where applicable), the Code of Practice, and any professional accreditation requirements (i.e.: how have they been used in the development of the programme);

VIII. A curriculum vitae for each member of staff;

IX. Resources: This should include a statement making it clear what physical resources are available to support the programme (eg library, computer hardware and software, specialist accommodation, other specialist equipment);

X. Evidence of consultation with relevant service providers as outlined in Part 3.4 of Section 5 of the Quality Manual, as follows:
· Financial Services: The Chief Management Accountant can offer advice on the financial viability of the proposal;

· Student services: The Secretary to the Fees Working Group can offer advice on the level of tuition fee that should be set (for non-undergraduate programmes);

· External and Strategic Development Services: Quality Assurance and Enhancement can offer advice on possible external funding sources (eg: HEFCE banding);

· Corporate Marketing: The Head of Marketing can offer advice on the marketing of the proposed programme;

· Information Technology Services: The service can offer advice on IT requirements and will assess the extent to which IT services will be able support the proposed programme;

· Library and Learning Services: The service can offer advice on the ability of the Learning Resource Centre to support the proposed programme;

· Facilities Services: The Head of Estates can offer advice on the availability of standard and specialist accommodation to support the proposed programme.

In addition to the documentation provided by the programme proposer, the School Quality Standing Committee will be provided with a copy of the following information to assist with their deliberations:

· The UEL Quality Criteria;

· The relevant QAA Subject Benchmark Statement(s);

· An extract from Part 1 of the Manual of General Regulations, providing the full description of the award to which the proposed programme will lead;

· The external advisers’ written comments;

· A copy of relevant sections of the QAA Code of Practice (eg: Section 9: Placement Learning);

· A copy of the relevant professional body requirements, where appropriate;

· Any other information relevant to the proposal.

Programme re-approval

The following documentation is required for the re-approval of a new programme.  The Programme Proposer/Administrator is responsible for ensuring that sufficient copies of all the documentation are provided for the School Quality Standing Committee’s attention in advance of the meeting.

· Programme Specification (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement);

· Module Specifications (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement);

· A validation document to include:

i. A reason/rationale for the need to re-approve the programme (ie is it 5 years old; major changes are being made?)

ii. The rationale for the proposal: This will include evidence of the regional and national demand for the proposal; details of consultation with relevant employers and relevant professional bodies; the relationship of the proposal to similar provision;  the target student group/expected student profile; and expected career destinations for graduates/diplomates;

iii. The professional context of the proposal (if relevant): This will include the influence of professional body requirements on the design of the programme. (If necessary, the relevant guidelines of the professional body should be provided as an appendix);

iv. Programme structure diagram;

v. Arrangements for the supervision and assessment of any placement       element;

vi. School based academic and other counselling/student support arrangements;

vii. A statement detailing the programme team's evaluation of their proposal with regard to the Framework for Higher Education Qualifications, relevant QAA Subject Benchmark Statement(s) (where applicable), the Code of Practice, and any professional accreditation requirements (i.e.: how have they been used in the development of the programme);

viii. A curriculum vitae for each member of staff;

ix. Resources: This should include a statement making it clear what physical resources are available to support the programme (eg library, computer hardware and software, specialist accommodation, other specialist equipment);

x. Details of any transitional arrangements for students currently studying on the programme (ie are they moving over to the new programme; running out on the old one etc)   

xi. If any changes are being made, evidence of consultation with the students currently on the programme.

In addition to the documentation provided by the programme proposer, the School Quality Standing Committee will be provided with a copy of the following information to assist with their deliberations:

· The UEL Quality Criteria;

· The relevant QAA Subject Benchmark Statement(s);

· An extract from Part 1 of the Manual of General Regulations, providing the full description of the award to which the proposed programme will lead;

· The external advisers’ written comments;

· A copy of relevant sections of the QAA Code of Practice (eg: Section 9: Placement Learning);

· A copy of the relevant professional body requirements, where appropriate;

· Any other information relevant to the proposal.

Modifications

The Programme or Field Leader, as appropriate, is responsible for providing the following documentation to the School Quality Standing Committee for the consideration of modifications. All documentation should be circulated to members in advance of the meeting.
i. Rationale for modification including details of how the modification affects the structure of the programme, how it affects the stated aims and objectives of the programme, transitional arrangements (if applicable) and, for new modules, examples of evidence of demand etc.;

ii. Evidence of student consultation (usually via the minutes of the Programme Committee);

iii. Where changes to existing modules are being proposed, a copy of the existing module specification(s) and a copy of the amended module specification(s);

iv. Where changes to curriculum content are being proposed, the written comments of an external subject adviser;

v. Where a new module is being proposed, the curriculum vitae of the module leader involved, and the written comments of an external subject adviser;

vi. A revised version of the programme specification;

vii. In some instances, it may be helpful to provide a copy of the existing Student Handbook, particularly to the external adviser, in order to provide a contextual background to the proposed modification.

In addition to the documentation provided by the programme proposer, the School Quality Standing Committee will be provided with a copy of the following information to assist with their deliberations, if relevant:

· The UEL Quality Criteria;

· The relevant QAA Subject Benchmark Statement(s);

· An extract from Part 1 of the Manual of General Regulations, providing the full description of the award to which the proposed programme will lead;

· The external advisers’ written comments;

· A copy of relevant sections of the QAA Code of Practice (eg: Section 9: Placement Learning);

· A copy of the relevant professional body requirements, where appropriate;

· Any other information relevant to the proposal.

