University of East London

UPDATING OF PROGRAMME SPECIFICATIONS:  PROCEDURES FOR SCHOOLS
 

IT IS IMPERATIVE THAT EACH PROGRAMME SPECIFICATION HELD ON THE UEL WEB SITE IS TREATED AS THE DEFINITIVE VERSION.  NO SPECIFICATIONS HELD BY INDIVIDUALS WITHIN SCHOOLS SHOULD BE USED AND SHOULD CERTAINLY NOT BE FORWARDED TO STUDENTS
PROGRAMME SPECIFICATIONS WILL BE LOADED BY THE WEB TEAM AT THE REQUEST OF SPQE OFFICERS ONLY.
1. Programme Specifications can only be approved by the appropriate School Standing Quality Committee (SQSC) or Approval Panel.  Any changes to programme specifications (either via modifications, reapprovals or even if the programme leader simply decides that the wording in the specification needs amending) can ONLY be made with the approval of the appropriate SQSC or Approval Panel.
 

2. Once approved, an electronic version of the programme specification should be forwarded to the appropriate QA Officer.  If the specification is not for a new programme and merely contains alterations, all changes must be highlighted.  QA will then arrange for either completely new specifications or revisions to be passed to the Web Team at the end of Semester A and at the end of Semester B, after validation by the Validation and Review Sub Committee.
 
	New programmes


	Programme modifications

	Programme approval meeting


Does this replace another programme? If yes see also point 3

Forward confirmed specification to SPQE


VRSC


Web team


	SQSC approves modifications

Forward revised specification to SPQE, highlighting changes


Web team




 

3. If a programme is reapproved but students are still studying on the original programme, both the original and the new programme specification will need to be placed on the web site.  At the reapproval SQSC meeting this needs to be confirmed and minuted and the QA Officer can then arrange for the appropriate action to be taken ie.  
· If no students are continuing on the original programme, the QA Officer will arrange for the original specification to be removed from the web site and for the new specification to be placed on the web site (see 2 above).
· If students do continue on the original programme, the new specification will be placed on the web site and the relevant QA Officer will arrange for the following to be inserted on the front page of the original specification "No Longer Recruiting - Please Refer to (title of most closely related programme to be inserted here – in most circumstance this will be the title of the reapproved programme)."  
 

4.  Action on an annual basis – confirming status of programmes where
current status is No Longer Recruiting:
 

SQSCs are required to check the status of these programmes at the first meeting of each academic year and must minute the status of these programmes.  
· If level 2 or level 3 students still remain on the programme - no action is required.  
· If all students have completed the programme, the QA Officer should be informed and the necessary action will be taken to remove the specification from the web site.
 

