
Part 5

Approval and Validation of Award-Bearing Programmes (non-collaborative)


1
Introduction

1.1 All proposals for new programmes require initial approval by the relevant School and the University Vice-Chancellor’s Group.

1.2 All non-collaborative programmes are approved by the School Quality Standing Committees.  Procedures for the approval of collaborative programmes are outlined in Part 11 of this Manual.  

1.3 All non-collaborative programmes are validated, after School approval, via the Validation & Review Sub-Committee of Quality & Standards Committee, on behalf of the Academic Board.

2 Initial Approval

2.1 Before a new programme is developed, initial approval must be obtained.  This involves approval at School level, signed off by the Leader for Quality Assurance and School Curriculum Development Group, and institutional level (via the Vice Chancellor’s Group).  The aim is to ensure that time is spent productively on developing proposals that are viable, accord with the UEL vision and strategic plans and are likely to succeed at approval and validation.  No proposal may proceed to approval unless it has initial approval.

2.2 School Level Initial Approval

2.2.1 The ‘Programme Proposer’ is required to complete the online Programme Initiation Form (PIF) to confirm the strategic alignment and viability of new programme proposals.

2.2.2 The PIF will be submitted to the School Curriculum Development Group in the first instance. Once approved, the School Quality Standing Committee will consider the PIF from a quality assurance perspective. 
2.2.3 Once approval has been granted by the School the proposal is forwarded to Quality Assurance and Enhancement who will ensure that relevant institutional approvals are obtained.
2.3 Institutional Level Initial Approval

2.3.1 The Vice-Chancellor’s Group considers all proposals for new programmes only after the relevant School has granted initial approval. The Vice-Chancellor's Group may establish sub-groups to consider specific proposals or groups of proposals on its behalf.
2.3.2 A decision to grant initial approval is confirmation that, at an institutional level, it is considered that the proposal accords with the UEL strategic plan and that the proposal may be developed further towards approval and validation.

2.3.3 The Vice-Chancellor’s Group grants unconditional initial approval or rejects the proposal. Rejected proposals may be resubmitted. Initial approval is valid for two years from the date of approval.
2.3.4 Once approved, the proposal is added to the validation and review schedule and reported to University Management Team for monitoring.  The Quality Assurance Officer associated with the School will be available to provide advice and guidance and assist in the development of the proposal.

3 Programme Development

3.1 Once a proposal has received initial approval, the programme proposer establishes a development team to assist with the development of the programme. 
3.2 Programme proposers should ensure for undergraduate programmes, that details of modules available as a major, joint and minor are identified as a subset of the single honours programme.

3.3 Where a programme that has, or requires, recognition by a professional, regulatory or statutory body is the subject of the approval or reapproval, the professional, regulatory or statutory body should be informed of the proposals at the earliest opportunity, depending on the approval requirements of that body. Where appropriate, a representative of that body will be involved in the approval process.
3.4 As part of the development process, the programme proposer should contact staff in the following services at the earliest opportunity in order to discuss the proposal:

	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)

	Strategic Planning
	Advice on external funding (eg: HEFCE funding);

	Corporate Marketing
	Advice on the marketing of the proposed programme

	International Office
	Advice on demand from international students, English language and IELTS requirements

	Information Technology Services
	Advice on IT requirements and to assess the extent to which IT services will be able support the proposed programme

	Library and Learning Services
	Advice on the ability of Library and Learning Services to support the proposed programme, including availability of funding to purchase learning resources

	Facilities Services
	The availability of standard and specialist accommodation to support the proposed programme

	Graduate School
	For proposals for professional doctorate programmes

	UelConnect
	For distance learning versions of programmes 


4 External Advice

4.1 Prior to the School Quality Standing Committee meeting convened to consider the programme for approval, the Programme Proposer nominates appropriate external subject advisers to participate in the approval process.  Two external advisers are required, but this number can be increased, if appropriate, at the discretion of the Chair of the School Quality Standing Committee. Where approval of distance learning programmes is included, at least one of the external advisers should have experience of distance learning provision.
4.2 The suitability of the external advisers will be determined by the Chair of the School Quality Standing Committee subject to the following criteria:

4.2.1 the depth of subject knowledge;

4.2.2 the relevance of subject knowledge;

4.2.3 prior experience of teaching on programmes at the same level or above; for distance learning, experience of distance learning provision;
4.2.4 impartiality (the nominee should not have any formal links with the School offering the programme during the last five years as a former member of staff or the last three years as an external examiner);

4.2.5 professional expertise (for vocational programmes, at least one of the advisers should be a 'practitioner' drawn from a relevant business or professional background).

4.3 It is unlikely that any single nominee will meet all the above requirements.  In making judgments about the suitability of the proposed external subject advisers, the Chair will need to take into account the overall balance of expertise presented by the external advisers.  The Chair may reject a nominee or require the Programme Proposer to nominate additional external subject advisers in order to ensure a balance of expert advice.

4.4 The external adviser should receive a copy of all documentation detailed in section 5 below and be asked to comment on the extent to which the documentation meets the UEL Quality Criteria.

4.5 Normally, comments from external advisers will be sought by correspondence and presented to a full meeting of the School Quality Standing Committee for consideration.  There is no requirement that external advisers attend a committee meeting but, at the discretion of the Chair of the School Quality Standing Committee, external advisers may be invited to attend a meeting in order to contribute to the discussion. Where an external adviser has not attended the meeting, the Programme Proposer will formally notify the external adviser of the outcome of the process. 

5 Documentation

5.1 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. It is recommended that documentation is circulated a minimum of 5 days in advance of the meeting.

5.1.1 Programme Specification (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement); a programme specification is required for each programme, including instances where there are a number of similar routes through the programme. This ensures that learning outcomes are aligned with each programme.
5.1.2 Module Specifications (using the standard UEL template, available at http://www.uel.ac.uk/qa/qualityass-latdevelop.htm and from Quality Assurance and Enhancement).
5.1.3 For distance learning proposals: 

· Learning materials for 2 modules on the programme for undergraduate programmes, or learning materials for 1 module on the programme for postgraduate programmes.
· A detailed schedule for completion of all distance or blended leaning materials for the programme.

· Confirmation from UELconnect of their involvement in the development process.

· Via the external adviser’s report, that assessment design, materials and support meet the quality assurance requirements for distance learning.
5.1.4 A validation document to include:

· 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;

· 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;

· Details of the means by which learning materials for distance learning delivery have been quality assured for content and learning design;

· 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);

· Programme structure diagram;

· Arrangements for the supervision and assessment of any placement element;

· School based academic and other counselling/student support arrangements;

· 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);

· A curriculum vitae for each member of staff;

· 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), and how distance learning students will access the resources;
· The academic and administrative staff support infrastructure for distance learning students;

· In the case of a programme reapproval, confirmation of student consultation to the proposed changes and evidence of such consultation.

5.1.5 Where a programme incorporates modules ‘owned’ by another School, the programme leader will obtain written agreement from the School relating to the use of the modules, and this should be presented to the approval meeting. This will facilitate subsequent notifications of changes made to these modules.
5.2 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:

5.2.1 The UEL Quality Criteria;

5.2.2 The relevant QAA Subject Benchmark Statement(s);

5.2.3 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;

5.2.4 The external advisers’ written comments;

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

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

5.2.7 Any other information relevant to the proposal.

6 Development of programmes that represent a subset of an approved programme 
6.1 This section covers the arrangements that will apply in the context of approving a major, joint or minor element of an approved programme, or where the objective is to approve as a free-standing programme a qualification at the same or a lower level that contains a subset of the modules on an approved programme. 
6.2 All undergraduate programme specifications should include details of the modules to be studied on joint, major and minor routes. Programme specifications will indicate which learning outcomes relate to the major, joint and minor routes. Where a single honours programme was approved without including details of the major, joint and minor, and where the modules for each of these represent a subset of those of the single honours programme, and no changes to modules are proposed, the arrangements detailed in 6.4 and 6.5 below apply.
6.3 In certain circumstances, it will be desirable to approve a programme at the same or a lower level, which represents a subset of the modules on an approved undergraduate or postgraduate programme. Where this is the case, and no changes to modules are proposed, the arrangements detailed in 6.4 and 6.5 below will apply.

6.4 The minimum documentation requirement is a programme specification.

6.5 The written comments of one external adviser must be obtained. The external adviser should confirm that the suggested combination of modules to form the combined honours elements are coherent, consistent with subject benchmarks, and appropriately titled.
7  Programme Approval

7.1 All proposals for new programmes will be considered by a full meeting of the School Quality Standing Committee.  Proposals cannot be considered by correspondence. The deadline for consideration of proposals for commencement in Semester A is 31 May in any year; for Semester B it is 30 November. Schools are encouraged to set schedules for approval business and may agree earlier deadline dates
7.2 In order for new programmes to be approved, the Quality Assurance Officer and member of staff from another School (normally a School Leader for Quality Assurance, but may be a Deputy Quality Leader, Dean/Associate Dean of School, Head of Quality Assurance and Enhancement or School Leader in Learning and Teaching) must be present at the meeting, as specified in the standard terms of reference and constitution of the School Quality Standing Committee. A representative of the Graduate School must be in attendance for the approval of professional doctorate programmes. For distance learning programmes, the Director of UELconnect, or nominee, must receive and review all documentation prior to the SQSC meeting; they also have the right to attend the School Quality Standing Committee meeting that considers the proposal.
7.3 The School Quality Standing Committee will evaluate the proposal against the Quality Criteria and other external reference points, as appropriate, as set out in section 5.2 above.

7.4 In the case of distance learning provision, the approval event will consider additionally:

· the schedule of availability and readiness of any print or online learning materials;

· the system of delivery of the programme;

· support infrastructure, roles and responsibilities of academic and support staff;

· student access to UEL systems, support and guidance services.
7.5 A School Quality Standing Committee may not consider a programme for approval unless the comments of all external advisers are available to the meeting.

7.6 The School Quality Standing Committee can either (a) approve the proposal and forward it to the Validation & Review Sub-Committee for formal validation or; (b) reject the proposal and require that it be revised and re-submitted for further consideration at a future meeting.  The School Quality Standing Committee may not impose conditions of approval. Where minor corrections to documentation (eg to programme or module specifications) are identified by the School Quality Standing Committee, written conformation that actions have been completed must be presented to the Validation & Review Sub-Committee before the programme can be validated. 
7.7 The minutes of the School Quality Standing Committee will record details of the discussion with regard to the proposal and the outcome agreed by the Committee.  They will also indicate clearly the action taken in respect of recommendations of external advisers.  The minutes will be forwarded to the School Board and the Validation & Review Sub-Committee for consideration.

7.8 Once a programme has been approved by the School Quality Standing Committee, it can be delivered, subject to formal validation by the Validation & Review Sub-Committee. The Chair of Validation & Review Sub-Committee will write to each School following the meeting of the sub-Committee to notify them of formal programme validation.

7.9 All programmes are approved for a maximum period of six years, unless a shorter period is determined by the School Quality Standing Committee.  Programmes may be re-approved at any time during this period or via the periodic Academic Review process for a further six years.

8 Validation

8.1 The Validation & Review Sub-Committee will formally validate all programmes, on behalf of the Quality & Standards Committee, for the Academic Board.

8.2 The Validation & Review Sub-Committee will judge whether due process has been followed and all relevant actions have been completed.  It will not ‘second guess’ the academic judgement of the School Quality Standing Committee nor of the external advisers.

8.3 To facilitate its role, the Validation & Review Sub-Committee will receive copies of the minutes of the meeting of the School Quality Standing Committees, a copy of the programme specification and the external advisers’ comments.

8.4 Where Validation & Review Sub-Committee has concerns about the completion of the process by the School Quality Standing Committee, it may seek further information or refer the proposal back to the School Quality Standing Committee for further consideration.
8.5 The Validation & Review Sub-Committee will note issues of institutional significance that emerge from all validation activity and report these to the Quality & Standards Committee.
9. Development timelines

9.1
In order to aid with planning, the following development sequence provides an indication of timelines and target dates required in order to ensure that the requirements of the various stages of the approval process are met. It is suggested that School Standing Quality Committees consider using this map to ensure that ‘planned proposals’ (e.g. those identified in School Strategic plans) are given timely consideration, and also that any ‘essential adhoc’ proposals (new proposals which require a rapid response from Schools in order to capture a niche market) are managed properly through the approval process.
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Manuals, Forms and Guidance notes relevant to Part 5

· Initial approval online PIF
· Module Specification Template 

· Guidance Notes on Programme Specifications (May 2006) 

· Undergraduate Programme Specifications Template (updated August 08) 
· Postgraduate Programme Specifications Template 

· Professional Doctorate Programmes Specifications Template (updated October 2010) 
· Guidance Notes on Distance Learning Programme Specification 

· Distance Learning Programme Specification Undergraduate Template  
· Distance Learning Programme Specification Postgraduate Template
· Procedures for updating programme specification web pages 

· School Validation Document 

· Procedural Checklist for School Approval Business 

· Nomination of an External Adviser for a validation/review event 

· Approval proforma for external advisers 

· Documentation Checklist for Programme Approvals, Reapprovals and Modifications 

· External Advisor's Claim Form 

· Standard Template for Staff CVs 

Early September


Quality Leader (QL) and Quality Assurance & Enhancement Representative to review School Strategic Plans;


QL consults Head of School to identify proposals requiring approval;


QL consults Field Leaders about proposed programme re-approvals, 


QL proposes relevant deadlines – identified below to proposers for new programmes and programme leaders for planned re-approvals inviting them to indicate when initial approval, draft documentation will be available.





First SQSC meeting


 QL/SQSC Officer to propose to the first meeting of the Committee – 





An indicative schedule of proposals for approval and re-approval for the year (identifying the relevant programme proposer/programme leader);


A full schedule of meetings for the year - identifying proposed approval/re-approval meetings;


Schedule to be kept updated through the year.





Initial approval – both School and VCG approval obtained by [( 15 October (Sem B start)/7 April (Sem A start)]





Proposal  approved collaborative/ distance learning proposals


�
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Proposal rejected








Proposal approved (UEL based) proposal 








Programme Leader/Programme Proposer to submit draft documentation – in line with agreed School procedures – (e.g. six weeks before proposed approval date)





Planning meeting/School arrangements for review of draft documentation/send to external advisers [( no later than 30 October/20 April or the meeting of the SQSC before the approval meeting]





QL/SQSC Officer to ensure that required revisions, external advisers comments etc are in place by deadline set by SQSC or at least ahead of meeting





SQSC meeting to approve proposal [no later than 30 November/31 May]





SQSC meeting to approve proposal [(no later than 30 November/31 May]





SQSC Officer to forward Approval Minutes and Programme Leader to forward final copy of Programme Specification to QAE Representative [15 June]





QA Rep on SQSC to feedback any actions etc from VRSC to Schools and follow-up to ensure all comments are acted on.





QAE to arrange publication for the Programme Specification on the UEL Website
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