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Approval Processes for Taught Programmes and Modules

1.
Principles and Authority for Programme Approvals

1.1
The processes detailed in this handbook were approved initially by QIAS July 2002 and its successor the University Learning and Teaching Committee (ULT) September 2002. Subsequent updating was approved by ULT December 2004.

1.2
Collaborative ventures and distance delivery approvals operate under separate procedures (detailed at http://northumbria.ac.uk/sd/central/ar/lts/cv/). Approval authority for collaborative programmes rests with ULT.

1.3
Validation and approval processes are key elements of Northumbria’s Quality Framework (available from http://northumbria.ac.uk/sd/central/ar/lts/qf/). 


Validation is the act of academic approval by the University to confirm and verify an award in terms of the appropriate standard for the level of award and the content as reflected in the award title. This approval is in the context of Northumbria’s academic frameworks and the relevant national reference points (see 1.8 and 1.9 below).

Approval is the agreement of the University that a programme leading to that award may be delivered in a particular location by a particular mode of delivery.
In practice, the processes of validation and approval will be closely interlinked.

1.4
The University’s Schools have authority for validating and approving new programmes and for approving changes to existing ones, within the agreed processes and via the School Learning and Teaching Committee (SLT). This accords with the first principle of the University’s Quality Framework that ‘Accountability for quality and responsibility for standards lie at the delivery point’ in this case, the School. Under defined circumstances (2.2 below), the term ‘programme’ may incorporate a programme framework of related awards. For cross-University programmes for which a lead School cannot sensibly be determined, ULT may take the place of the SLT in these processes.

1.5
The approval processes also accord with a risk management approach. New programmes are considered higher risk than proven ones and so proposals for these are to be considered by the University Learning and Teaching Committee Sub-Committee for Programme Approvals Scrutiny (LTPAS) and by the University Executive (in relation to resource issues) before being given the go-ahead for development and approval by the SLT.  A new programme is defined as one that involves the introduction of a new programme title (except as specified in 2.1 below).

1.6
The form of SLT approval is also determined by level of risk. A Validation and Approval Panel event (organised by the SLT) is required for proposed new programmes (except under conditions specified in 2.5 below) and for major changes (defined in 3.3 below) to programmes. Other programme revisions (defined in 3.4 below) are approved by SLTs, either directly or via a sub-committee (which may be specially constituted or standing for this purpose). Administrative changes that are permitted without SLT approval are defined in 3.9 below.

1.7
External scrutiny is required for all programme approvals and revisions. For completely new programmes and major changes to programmes, this will be through the inclusion of a suitably qualified independent external member on the Validation and Approval Panel. For other forms of programme revision, the form of external scrutiny required will be determined by LTPAS or SLT.

1.8 In exercising their authority to approve new and revised programmes, SLTs are required to ensure the alignment of those programmes to the University’s academic frameworks. These are defined in the Modular Framework for Northumbria Awards, The Framework for Professional Doctorates, the Framework for APL, APEL and AWBL (all available from http://northumbria.ac.uk/sd/central/ar/lts/approval/framework/), and the standard assessment regulations, the Assessment Regulations for Northumbria Awards (from http://northumbria.ac.uk/sd/central/ar/lts/assess/). Variation from academic or assessment frameworks, for example to comply with Professional, Statutory or Regulatory Body (PSRB) requirements, must be approved by ULT via a variation order.  Principles for the approval of Variation Orders are provided in Appendix 3.


1.9 Northumbria’s modular framework and assessment regulations have been aligned with relevant external reference points including the QAA Code of Practice and Framework for Higher Education Qualifications (FHEQ). Schools are required to take these and additional reference points such as QAA Subject Benchmarks into account in developing and approving new and revised programmes.


1.10 Authority to approve new modules and revisions to existing modules also resides with the School Learning and Teaching Committee, which may establish a sub-committee for this purpose. New modules may also be approved by a Programme Validation and Approval Panel (4.1.4 below). Definitions of when new module and module revision processes are to be applied are provided in 6.2 and 6.3 below. Administrative changes that are permitted without SLT approval are defined in 6.4 below.


1.11 Validation and approval of programmes and modules under these procedures is for an indefinite period. The validation and approval process operates on the principle that programme teams take responsibility for ensuring that programmes are revised or re-validated as and when required and does not impose a fixed timetable (except for collaborative ventures programmes where approval or validation is for a fixed period). Currency of programme learning outcomes and programme specifications is checked as part of the periodic review process but programmes are not re-approved there (Internal Review Handbook, available from http://northumbria.ac.uk/sd/central/ar/lts/review ). Programme Specifications and Module Descriptors are understood as living documents, to be kept current by programme teams.

1.12
Programmes delivered partly or entirely by distance learning methods are covered by these procedures but are subject to additional requirements as set out in Section 5 below. (Specific guidelines on approval of distance learning programmes can also be accessed from http://northumbria.ac.uk/sd/central/ar/lts/approval .) Note that distance learning programmes that involve the use of an external support service will fall under the procedures for collaborative ventures, as will all distance delivery programmes.

1.13
Authority for the removal of Programmes rests with School Management Groups, normally as part of the Academic Development Plan (ADP) process. SLTs are responsible for ensuring that suitable arrangements are made for continuing students on a withdrawn programme. The decision to withdraw a programme requires ratification by LTPAS (Section 8 below). The LTPAS Secretary will ensure that relevant University Services are informed. Authority for withdrawal of a Module rests with the SLT. The Chair of the SLT has responsibility for ensuring that consultation takes place with any other School on whose programmes the module is offered. The School Registrar is responsible for ensuring that systems are updated immediately and informing relevant University Services.

1.14
In approving revisions to or withdrawing Programmes, SLTs should ensure that students affected by the changes are properly consulted in line with the Guidelines on Student Consultation on Programme and Regulatory Changes (available from http://northumbria.ac.uk/sd/central/ar/lts/approval/).

1.15
The approval of NVQ and other Centres will also be considered by the SLT, following the relevant procedures. The outcome of such approval events will be reported to LTPAS.

1.16
The University’s information systems will be kept up to date at all times. Responsibilities are set out in the Data Management Responsibilities paper (available from http://northumbria.ac.uk/sd/central/ar/spa/adminguide/).

2.
Validation and Approval of New Programmes (see Appendix 1 Diagram 1)
2.1
The New Programme processes apply whenever a new programme with a new title is proposed. A new title proposed for marketing reasons, replacing an existing title, is not defined as a new programme and will be considered under the Programme Revisions Approval process, with the additional requirement that the new title be ratified by LTPAS (via Form RTC). Revisions to programmes, including major revisions, are dealt with under the processes in Section 3 below.

2.2
The New Programme processes also cover the approval of new programme frameworks. A programme framework is a cluster of closely related programmes with a common generic title and a number of named pathways (see Modular Framework for Northumbria Awards for a fuller definition). The addition of new named pathways to an already approved programme framework is also covered by the new programme process, but with the possibility of fast-track approval as specified in 2.5 below. Similarly, new Joint Subject Programmes can be considered for fast-track approval where for each ‘half’ a joint subject programme specification has already been validated (see ‘Programme Specifications: Guidelines for Joint subjects’ from: http://northumbria.ac.uk/sd/central/ar/lts/approval/progspecs/).  The Work-Based Learning Framework has been approved by ULT as a particular type of programme framework (http:Northumbria.ac.uk/sd/central/ar/lts/approval/framework/).
2.3
Initial plans for new programmes will normally have been put forward by the School as part of the ADP process, and agreed in principle by the University Executive. Detailed proposals for the new programmes are then to be developed using the New Programme Proposal and Financial Costing (PA) Form. This is completed in the School and must be signed off by the Director of Library and Learning Services and the Dean/School Management Group and approved by the SLT. PA proposals for Professional Doctorate programmes are submitted to the Graduate School for initial scrutiny by the Professional Doctorate Standing Group. For other programmes, the PA is submitted to Quality Support (QS) in Academic Registry. Diagram(s) of the provisional programme structure for each mode of study should be submitted with Form PA. Where a new programme needs to be publicised and the School is not in a position to complete the full PA, Part A can be completed and submitted to the Secretary of the Sub-committee for Programme Approvals Scrutiny (LTPAS) for agreement to publicise the programme.  Part B is submitted at a later stage for LTPAS agreement to validate the programme. 

2.4
QS will submit PAs for programmes to the University Executive for detailed scrutiny of resource issues and to the LTPAS for scrutiny of academic issues. (PAs for Professional Doctorate proposals will already have been approved by the Professional Doctorate Standing Group.) Agreement from the University Executive and LTPAS is required for the proposal to be given the go-ahead to be developed for validation and approval. The PA will also be stored in the LTPAS public folder on the University’s Outlook system, making it available to members of other School Management Groups who can make representations to LTPAS should it be considered that the proposal leads to duplication or overlap of provision.
2.5
LTPAS will determine the form of validation and approval required. The normal process is via a Validation and Approval Panel Event (see 4.1 below). However, the School is able to request (on the PA form) a fast-track form of approval. This will normally apply only under the following circumstances:


2.5.1
The new programme is an additional pathway to an existing programme framework (see 2.2 above)

2.5.2
The new programme is the addition of a new title to an existing cluster of related awards in established academic areas. An example would be the addition of a joint honours programme where both ‘halves’ are already validated

Where LTPAS recommends fast-track approval, this will normally be by an SLT sub-committee process, defined in 4.2 below.  In such cases, LTPAS will define the required form of external scrutiny of the proposal.

2.6
The LTPAS secretary will inform the School of the decision of the University Executive and of LTPAS. Where the proposal has been given the go-ahead, the School Registrar is responsible for setting up the appropriate validation and approval process (4.1 or 4.2 below). The SLT secretary and LTPAS secretary ensure that the Programme Reference File is set up.
2.7
Where professional, statutory or review body (PSRB) approval for the programme is required, it is recommended that, where possible, the events should be held simultaneously. Documentation and panel membership may be varied to facilitate this (see 4.1 or 4.2 below). Outcomes of PSRB accreditations and reviews are to be notified to ULT (see http://northumbria.ac.uk/sd/central/ar/lts/review/external/).

2.8
Documentation required for the approval is detailed in 4.1 or 4.2 below. The key document required for validation is the Programme Specification. This is to be prepared using the appropriate template following Programme Specification guidelines (http://northumbria.ac.uk/sd/central/ar/lts/approval/progspecs/). Following validation, the Programme Specification will be published on the University’s Programme Specification site.

2.9
The outcomes of the approval are recorded on a set template (the VR1 – see Section 4 below). SLT is responsible for ensuring that all conditions of approval are fully met. Before the start of the new programme, SLT must provide confirmation of this by updating the VR1 form on the public folder (sections 4.1.7 and 4.2.5 below).
3.
Programme Revisions Approval Process (See Appendix 1 Diagram 2)

3.1
Administrative revisions to programmes that can be made without SLT approval are defined in 3.9 below. All other revisions to existing programmes must be approved by SLT following the processes defined in either 3.3 or 3.4 below.

· For any change that results in a change to the existing title, the new title must be ratified by LTPAS using Form RTC

· It is essential that students are informed of revisions to programmes that will affect them.  Guidelines on Student Consultation on Programme and Regulatory Change are available from http://northumbria.ac.uk/sd/central/ar/lts/approval/
3.2
Proposals for revisions to a programme are made using the Programme Revisions (PR) form. This is completed in the School and must be signed off by the Dean/School Management Group (SMG) to agree to any resource implications of the revision. (Where resource implications are significant, the costing template must be completed and attached to Form PR.)  The PR is submitted to the SLT, which must decide on the appropriate approval mechanism for the revised programme. In making this decision, the SLT must decide whether the proposed change is a major change (3.3 below).

3.3
Major Changes

The approval mechanism for a major change to a programme is a Validation and Approval Panel Event (4.1 below). This will be required when the SLT deems that the proposed revision to the programme:

· Represents a significant change to the direction of the programme, demonstrated, for example, by:

· substantial changes to the programme learning outcomes or to the nature of the core of the programme

· the inclusion of a new pathway or a significant number of new modules which represent a genuine academic departure for that programme

· Or, when added to previous changes made to the Programme (which will be recorded on the Programme Specification change log), represents a significant drift in the nature or content of the programme, making it desirable that it receives detailed scrutiny

· Or involves changed delivery arrangements, or learning and teaching strategy, that are a significant innovation in that subject area

An approval panel event may also be required for PSRB accreditation purposes.

3.4
Changes other than Major Changes
The approval mechanism for a programme revision other than a major one is consideration by the SLT (normally by sub-committee set up for this purpose, but, directly where appropriate) (see 4.2 below). Examples of revisions not counting as major changes are:

· Changes to programme learning outcomes, core modules and option module list arising from normal subject development, updating and reorganisation of material and not representing a major change of academic direction

· Addition of a mode of delivery (not falling under collaborative ventures procedures), except where this is a major innovation in that subject area

· Replacement of a programme title for marketing reasons where other major changes to the programme are not involved

3.5
Where the SLT agrees that the revisions are not major changes, it must decide on the appropriate form of external scrutiny required. The minimum will be evidence of support for the proposed changes by the external examiner(s) involved but the SLT may also require a report from an independent subject specialist.

3.6
The School Registrar is responsible for setting up the appropriate approval mechanism (see 4.1 or 4.2 below). 

3.7
Documentation required is detailed below (4.1 or 4.2). The key document is the Programme Specification. For revisions other than major changes, a revised Programme Specification will be prepared and the changes recorded on the Change Log. For major changes, a new Programme Specification will be prepared (the Change Log from the previous Programme Specification will be available to the approval panel but will not carry forward into the new version). Following approval, the revised or new version of the Programme Specification will be published on the University’s Programme Specification site.

3.8
The outcomes of the approval are recorded on a set template (the VR1 or VR2 – see Section 4 below). It is the responsibility of SLT to ensure that all conditions of approval are fully met before commencement of the revised programme. SLT must supply LTPAS with an annual report on its Programme revisions activity, confirming that conditions are met.

3.9 Administrative changes to a programme that do not require SLT approval are:

· Change of module delivery pattern

· Replacement of options being offered in the academic year. This should normally be from the list of modules approved for the programme but small numbers (a maximum of 20 credits per level) of other approved modules in related or complementary areas may be included

· Administrative and editorial corrections to typographical errors, numerical records and codes

Such changes are to be recorded as administrative changes on the Programme Specification Change Log (where they impact on the Programme Specification). The School Registrar is responsible for ensuring that relevant information systems are updated immediately.

3.10
The School Registrar is responsible for ensuring that records are maintained so that accurate and up to date information is available.

4.
Programme Approval Mechanisms

4.1
Validation and Approval Panel Event
4.1.1
This applies to new programmes, except at recommendation of LTPAS (2.5 above) and to major revisions to existing programmes, at recommendation of SLT (3.3 above).

4.1.2
Where LTPAS or SLT determines that a panel event is required for validation and approval, this will be organised by the School Registrar. There are particular requirements for the composition of validation and approval panels for professional doctorate programmes (see 4.1.3 below).  For other programmes, the composition of the panel will be (see also Appendix 2 below):

· A subject expert external to the University. The external member will not be a current or past (within the last three years) external examiner for the University in that subject area. External panel members must be approved by the SLT Chair who should consider their seniority and experience in their own institution as well as their independence from the proposers and neutrality. Where PSRB approval is required, additional external members representing the PSRB may be added to the panel

· A Chair who is a member of academic staff external to the School and drawn from the ULT register of approved panel chairs
.  
· Two to four internal panel members, drawn from the approving School (but not the proposing team) or other Schools or University Services. At least one internal member should have previous approval panel experience and at least one should be a member of the SLT.  Where the programme has distinctive features such as use of placements, accreditation of work-based learning, etc, care should be taken to ensure that some panel members have relevant experience. In particular, panels for programmes involving any significant use of Distance Learning must include an expert in that field

· Secretary to the panel, drawn from the School administrative staff and nominated by the School Registrar

4.1.3
For professional doctorate programmes, the validation and approval Panel will comprise two members of the Professional Doctorate Approval Panel1, one as Chair.  The Panel Chair must be independent of the proposing School and drawn from a designated list1.  The Panel should also include an external adviser and an SLT nominee from the home School, or another School or University Service, who is experienced in the application of the Assessment Regulations for Northumbria Awards (ARNA). 
4.1.4
The Panel will scrutinise the following documentation prepared by the Proposers:

· New or new version Programme Specification (with Change Log from previous version where relevant – see 3.7 above)

· Form PA which includes resource information for new programmes or Form PR for major revisions to programmes  (Note that the costing spreadsheet is confidential to Northumbria University and must not be circulated outside.)
· Diagram of Programme structure for each mode of study

· Brief contextual statement for the new programme or framework

· Any new Variation Orders and supporting evidence  (Principles for Variation Orders are provided in Appendix 3)
· Any new module descriptors. New modules may be approved by the Panel and do not need to be separately approved by the SLT. The Panel will not normally scrutinise module descriptors for existing modules but it is recommended that a set is available at the event if there are any queries about the relevance of modules to the proposed programme

· For programmes involving use of Distance Learning, evidence of appropriate scrutiny of a significant sample of the learning materials, provided on Form DL

· Minutes of discussion at LTPAS and/or SLT

4.1.5
The Panel conducts the approval event in accordance with the Guidance Notes for Approval Panels, which are available as Appendix 2 below.

4.1.6
The Secretary to the Panel will prepare a report of the Panel Event to a defined template (the VR1). This template includes a check on alignment of the programme with University Frameworks (the Modular Framework for Northumbria Awards, Assessment Regulations for Northumbria Awards, Framework for Professional Doctorate, Framework for APL, APEL, AWBL, as appropriate) and external reference points (including the FHEQ and relevant subject benchmarks). The VR1 also indicates panel agreement to any proposed variation orders; such variation orders are then to be forwarded to ULT for approval. The SLT Secretary ensures that the approved VR1 is posted to the public folder
.
4.1.7 The Secretary to the Panel is responsible for monitoring the receipt of responses to the conditions of approval. Once the panel Chair is satisfied that all the conditions have been met, this should be confirmed in writing to the Chair and Secretary of the SLT. For new programmes, the SLT Secretary ensures that the VR1 is updated on the public folder1 providing confirmation to LTPAS that conditions of approval have been met.
4.2
Approval by SLT Sub-Committee (or, where appropriate, directly by SLT)
4.2.1 This applies to new programmes at the recommendation of LTPAS (only under conditions defined in 2.5 above) and to programme revisions where these are not defined as major changes by the SLT (see 3.4 above).


4.2.2 The Sub-Committee (or SLT) meeting for this purpose must include at least one member who is external to the School. Where the programme involves any significant use of Distance Learning, a member of staff (other than from the programme team) with suitable expertise in that field must be present as a member. (They may be co-opted for this purpose.)


4.2.3
The Sub-Committee (or SLT) will scrutinise the following documentation prepared by the Proposers:

· New or revised Programme Specification (and change log, where appropriate)
· Form PA which includes resource information for applicable new programmes (2.5 above) or Form PR for programme revisions

· Diagram of Programme structure for each mode of study, showing changes for a revised programme

· Brief contextual statement

· Any new Variation Orders and supporting evidence (Principles for Variation Orders are provided in Appendix 3)

· Any new module descriptors, which may be approved at that time. Module descriptors for existing modules will not be scrutinised, but it is recommended that a set is available in case there are any queries about the relevance of modules to the proposed programme

· Evidence of external scrutiny of the proposal, as specified by LTPAS (2.5.3) or SLT (3.5)

· For programmes involving use of Distance Learning, evidence of appropriate scrutiny of a significant sample of the learning materials (on Form DL)

· Minutes of discussion at LTPAS and/or SLT

4.2.4
The Secretary to the Sub-committee (or SLT) prepares a report of the approval to a defined template (the VR2 except for new programmes where a VR1 must be used). This template includes a check on alignment of the programme with University Frameworks (the Modular Framework for Northumbria Awards, Assessment Regulations for Northumbria Awards) and external reference points (including the FHEQ and relevant subject benchmarks). It also indicates SLT agreement to any proposed variation orders; such variation orders are then to be forwarded to ULT for approval. For new programmes, the SLT Secretary ensures that the approved VR1 is posted to the public folder1.
4.2.5 The Secretary to the Sub-committee or SLT is responsible for monitoring the receipt of responses to the conditions of approval. For new programmes, a report of the conditions and confirmation that these have been met should be forwarded by the SLT to LTPAS. For new programmes, the SLT Secretary should ensure that the VR1 is updated on the public folder1 providing confirmation to LTPAS that conditions of approval have been met.
5.
Distance Learning Programmes

5.1
Except where Distance Learning programmes fall under collaborative ventures procedures (for example, through involvement of an external support service), they are considered under the above programme approval and revision processes.

5.2
Additional requirements for Distance Learning programmes are:

· Scrutiny of a significant sample of the learning materials by a suitable expert. ‘Significant sample’ here is intended to include a check that the material has been developed holistically and suitably in advance of delivery, to preclude unsuitable ‘week by week’ production, for example. Evidence of this scrutiny is required by the SLT Approval Panel or Sub-Committee (4.1.4 or 4.2.3 above) and should be supplied on the form DL

· Inclusion of a member of staff with expertise in Distance Learning on the SLT Approval Panel or Sub-Committee (4.1.2 or 4.2.2 above). This is to ensure that issues such as delivery arrangements and student support can be adequately covered in the approval

5.3
The requirement of scrutiny of a significant sample of the learning material also applies to the approval of a module to be primarily delivered by Distance Learning (6.2 or 6.3 above), for example as part of a blended learning programme. Form DL should again be used.

5.4
Specific guidelines for the approval of distance learning programmes are available from http://northumbria.ac.uk/sd/central/ar/lts/approval/ .
6.
New Module and Module Revision Approval Process

6.1
The SLT is responsible for approving new modules and revisions to existing ones. It may establish a Sub-Committee for this purpose. Administrative changes that do not require SLT approval are defined in 6.4 below.

6.2
New Module Process

A new module is required when:

· A new subject area needs to be introduced and no existing module is available (proposers are required to make checks to avoid duplication, including in other Schools)

· Major revisions to an existing module are proposed, going beyond what can be accommodated by the module change process. Examples are:

· Change to 50% or more of the module content 

· Significant change to the module aims and learning outcomes

· Change to credit size of the module

· Change to level of the module (which will require new learning outcomes)

Documentation that must be submitted to SLT for a new module is:

· Form MA (Module Approval)

· Module Descriptor

· Where the module is delivered primarily by distance learning, evidence of scrutiny of a significant sample of the learning material (Form DL)

Where approval is by Sub-committee, regular reports on new module approvals will be made to the SLT. Following approval of the new module, information systems will be updated immediately by School administrative staff.

6.3
Revised Module Process

Applies when changes beyond administrative changes (6.4 below) are required but less than would require a new module (6.2 above). Examples are:

· Changes to module title

· Amendment to assessment type or method

· Minor revisions to module aims and learning outcomes

· Changes to module learning and teaching strategy

· Changes to module content (less than 50%)

· Changed mode of delivery

Documentation that must be submitted to SLT for a revised module is:

· Form MA (Module Approval)

· Revised Module Descriptor, showing changes

· Where the change to the module is a move to mode of delivery primarily by Distance Learning, evidence of scrutiny of a significant sample of the learning material (Form DL)

Following approval of the new module, information systems will be updated immediately by School administrative staff.

6.4
Administrative Changes to Modules

The following changes are defined as administrative and do not require approval by SLT:

· Updating of reading list

· Minor text changes

· Changed module tutor

· Changed semester of delivery

The module descriptor should be updated to show the administrative changes. Information systems will be updated immediately by School administrative staff.

7.
Approvals Documentation and Forms
7.1
All documentation required for the taught programmes approval process, including forms, templates and guidelines, as well as detail of regulations and frameworks, is kept on the Academic Registry web site http://northumbria.ac.uk/sd/central/ar/lts/approval/

As this documentation is regularly updated, this website must be taken as the definitive source of approvals documentation; local copies must not be maintained. 

7.2
Forms for use in the Approvals Processes. Unless specified, available from: http://northumbria.ac.uk/sd/central/ar/lts/approval/forms/
New Programmes and Programme Revisions 

· Form PA: New Programme Proposal and Financial Costing. Used for all new Programmes (see Section 2 above)

· Form PR: Programme Revision Proposal. Used for all programme modifications including major changes (See Section 3 above) but excepting administrative ones (3.9 above)

· Programme Specifications Templates and Guidelines. (Available from http://northumbria.ac.uk/sd/central/ar/lts/approval/progspecs/)

· Form VO Approval of Variation Order. Used for ULT approval of a request for variation from University frameworks
· Form RTC Ratification of changes of title for existing taught programmes/awards. Used for LTPAS approval of a change of title approved by the SLT through the Programme Revisions process
(Form PW Ratification of programme withdrawal is also available from this web page (see section 8 below).)
Distance Learning Programmes and Modules

· Form DL: Report on Scrutiny of Distance Learning Materials

Programme Approval Reports

· Form VR1: Report from a Validation and Approval Panel Event. This is used:

· for all Validation and Approval Panel Events (whether of a new programme or a major revision to a programme)

· for all new programme approvals (including those by an SLT or SLT Sub-Committee, as permitted under 2.5 above)

· Form VR2: Report of SLT or SLT Sub-Committee approval of a programme revision

Module Approvals and Revisions

· Form MA: New and Revised Module Approval
· Form MD: Module Descriptor
Programme Files (to set up new programmes on the University’s information systems)

· PF02 New Programme File Specification 
Available from: http://northumbria.ac.uk/sd/central/ar/lts/approval/admin/

(Note that Form PF03 has been withdrawn – the SLT Secretary should notify the SITS team 
directly where system changes need to be made centrally for programme revisions.)
8.
Procedures for Withdrawal of Programmes and Modules

8.1 Withdrawal of Programmes

The School Management Group may decide to withdraw a programme as part of the School’s ADP process or at other stages of the academic year.  Exceptionally, the Vice-Chancellor or the Deputy Vice-Chancellor (Learning and Teaching), acting with the advice of the Senior Management Team or the University Learning and Teaching Committee may instruct a Dean of School that a programme should be withdrawn and the School ADP altered accordingly.

When a programme is withdrawn, SLTs are responsible for ensuring that suitable arrangements have been made for any continuing students on the programme. This will include alternative arrangements for students who normally have the right to repeat a level of study of an Honours degree programme ab initio (in accordance with ARNA section 5).  Form PW Ratification of Programme Withdrawal should be completed providing brief details of the programme to be withdrawn, the reasons for withdrawal and any implications and should be forwarded to the Secretary of the Sub-Committee for Programme Approvals Scrutiny (LTPAS) for ratification.  The Dean of School, SLT Chair, School Registrar and SLT Secretary will be notified of the outcome and the School will update the systems accordingly. The LTPAS Secretary will also notify the Admissions Officer and the SITS Team of programmes to be withdrawn.

8.2
Withdrawal of Modules
The procedure for withdrawal of a module will be as follows:

· Discussion by the Programme/Subject Team will result in a request to the Chair of the School Learning and Teaching Committee to withdraw the module.  The request should be accompanied by the reasons for withdrawal and any implications of the withdrawal and must have a list of all programmes utilising the module attached.

· The Chair of the SLT will approve the withdrawal after consultation with other Schools for whom the module is provided and inform the School Registrar who will ensure that systems are updated accordingly.

APPENDIX 1

Northumbria University:  NEW PROGRAMME AND PROGRAMME REVISION APPROVAL PROCESSES (AWARDS NOT FALLING UNDER COLLABORATIVE VENTURES PROCEDURES)

Diagram 1 -  New Programmes

	Stage One – 

Initial Approval of proposals by Learning and Teaching Committee Sub-Committee for Programme Approvals Scrutiny (LTPAS)
	Stage Two – 

Preparation and approval within the School
	Stage Three – 

Monitoring



	Formulation of the proposal at School level; School Learning and Teaching Committee (SLT) approval; University Executive approval of resource issues; LTPAS approval of academic aspects (NB Professional Doctorate programmes also require approval by School Research Committee and the Professional Doctorate Standing Group.)
	School prepares full proposal for validation by School Learning and Teaching Committee (SLT) 


	

	Proposal (PA form) with costings signed off by Dean/SMG/SLT and structural diagram for each mode



Academic Registry forwards for scrutiny


	University Executive scrutiny of resource issues

AND

LTPAS scrutiny of academic issues and recommendation of approval mechanism [Normally SLT Approval panel; but may be SLT sub-committee where SLT requests fast-track approval for addition to programme framework, for example]


	Programme Specification and other documentation prepared by Programme Leader in liaison with SLT, Academic Registry, University Services 
	SLT Approval Event, panel chaired by member of ULT register of panel chairs and includes external member. (NB there are particular requirements for Panel membership for Professional Doctorate programmes.) 
                 OR

Approval by SLT sub-committee (where LTPAS has recommended this as approval mechanism), subject to LTPAS requirements on external scrutiny
	SLT monitors conditions of approval, with LTPAS overview


Diagram 2  -   Revisions to Programmes

	Stage One – 

Initial Approval of proposals by School Learning and Teaching Committee
	Stage Two – 

Preparation and approval within the School
	Stage Three – 

Monitoring

	Formulation of the proposal for revision at School level; School Learning and Teaching Committee (SLT) approval and decision on approval mechanism and external scrutiny; approval of resource issues by Dean
	Preparation of full proposal for approval by School Learning and Teaching Committee (SLT)
	

	Proposal (PR Form) completed; resource implications identified and signed off by Dean.  (The Costing template should also be completed where resource implications are significant.)

	SLT scrutiny of proposal and decision on approval mechanism and any external scrutiny required. Normally by SLT Sub-Committee, but where SLT determines, on the basis of set criteria, that proposed changes (current or accumulated) represent a major change to the programme, a Panel Approval event may be required


	Revised Programme Specification and other documentation prepared by Programme Leader in liaison with SLT
	Approval by SLT sub-committee (or SLT); evidence of suitable external scrutiny is required


                 OR

SLT Approval Event, panel chaired by member of ULT register of panel chairs and includes external member.


	SLT monitors conditions of approval


APPENDIX 2

Guidance Notes for Validation and Approval Panels

1.  The Panel

1.1
The Panel is established by the School Learning and Teaching Committee (SLT) or its Chair to approve a new programme or major revisions to existing programmes. The School Registrar is responsible for organising the panel event.

1.2
The size and membership of the Panel will be determined by the SLT Chair in accordance with 4.1.2 of the University’s Approval Processes for Taught Programmes and Modules.  

1.3
The Panel Chair will be drawn from the ULT register of approved Chairs.  (There is also a register of approved Chairs of Northumbria Professional Doctorate Approval Panels.)  The ULT Secretary will hold the registers which will be available on the ULT Outlook public folder
.

Role of the Chair of the Panel. The Chair:

· Is responsible for ensuring that the approval panel event is conducted in accordance with the University’s Programme Approvals Handbook
· Will be involved in discussions to determine the size and membership of the Panel

· Will be consulted by the Secretary regarding the programme for the event

· Having reviewed the documentation provided, will discuss with the Secretary the outline agenda for the event and any further documentation required

· Will chair a private meeting of the Panel to draw up the final agenda and nominate Panel members to lead the questioning on each topic

· Will ensure that the time is managed in all panel meetings so that proper consideration is given to all issues

· Will facilitate the panel discussion with the proposers, ensuring that it is conducted in a constructive and supportive manner

· Will ensure that any new variation orders and supporting evidence are scrutinised

· Will clarify to the panel the options open in respect of approval or non-approval  

· Will ensure that a consensus is reached among the panel members on recommendations and conditions

· Will provide feedback to the proposers, systematically enumerating any conditions and recommendations 

· Will ensure that deadlines for compliance with the Panel's requirements and responsibilities for approving responses are specified

· Will comment on the draft VR1 when produced

· Will confirm to the Secretary that the response to conditions is satisfactory and that approval for the programme may be given

1.4
Internal Members. Two to four members from within the University, either from the proposing School or other Schools or University Services. The internal members will normally include:

· at least one with previous approval panel experience

· at least one member of the proposing SLT

· some members with experience relevant to the proposal, for example, experience of a similarly structured programme or of similar curricular issues (e.g. placements)

· Members from other Schools or Services should be included where relevant expertise does not exist at School level or where the proposal has University-wide implications

· Panels for proposals involving any significant use of distance learning must include a member with expertise in that field

In addition to the Chair, internal membership of the validation and approval panel for professional doctorate programmes, will include a member of the Professional Doctorate Approval Panel1 and an SLT nominee from the home School, or another School or University Service, who is experienced in the application of the Assessment Regulations for Northumbria Awards (ARNA). 

1.5
External Member(s). The panel must include at least one subject expert independent of the University:

· Criteria for the external member are included in 4.1.2 of the Programme Approvals Handbook.  External members must be of suitable standing and independent of the proposing team. They should not be current or past (within the last three years) external examiners for the University in that subject area
· Additional external members may be added as required, for example to represent a PSRB

· The External member is approved by the SLT (or its Chair)

Process for External Members:

· Suitable candidates are normally nominated by the Proposers and, with the agreement of the Chair of SLT, are contacted to determine their availability. If a PSRB is involved they are notified and names of approved externals are requested

· The School Registrar is responsible for ensuring that Externals are thanked for agreeing to participate, sent details of fees and expenses, and that accommodation and parking arrangements are made

· The School Registrar is responsible for ensuring that External Panel member(s) are sent: 

· Approval Documentation

· Location maps

· Claim form 

· Confirmation and details of any accommodation or parking reservations

· Note that certain PSRBs will pay the costs of Externals that they supply to accredit their own awards

1.6
The Secretary. The Secretary will be a member of School administrative staff appointed by the School Registrar. Responsibilities of the Secretary are detailed throughout this document and include the need to ensure that issues referred to the Approval Panel by LTPAS and/or the SLT in relation to the proposal are considered.
2
Documentation

2.1
Documentation is sent to Panel members normally two weeks in advance of the approval by the Panel Secretary.

2.2
Each member of the Panel receives the following documents:

· New or new version Programme Specification. Where this is a new version, the Change Log from the previous version should also be available (see 3.7 of the Approval Processes for Taught Programmes and Modules)
· Form PA which includes resource information for new programmes or Form PR for major revisions to programmes.  (The costing spreadsheet, however, is confidential to Northumbria University and must not be circulated outside.)
· Diagram of programme structure for each mode of study

· Any new module descriptors. (NB The Panel will not normally scrutinise module descriptors for existing modules but may request them if they consider there may be duplication etc.)

·  For programmes involving use of Distance Learning, evidence of appropriate scrutiny of a significant sample of the learning materials (Form DL)

· Minutes of discussion at LTPAS and/or SLT

3
Process

3.1
The Panel Secretary normally seeks comments from the Panel members in advance of the approval regarding the main issues they wish to raise.  Comments received are forwarded to the Chair and the proposers for information.

3.2
The Secretary is responsible for drawing up the programme in consultation with the Panel Chair and Programme Leader.  Any queries regarding the organisational aspects of the validation should be addressed to the Secretary.

3.3
The duration of each validation and approval event may vary according to the nature of the programme, but should normally take no longer than a half day.  The programme normally starts with a private meeting of the Panel to identify the key issues to be discussed with the programme team.  This is followed by a meeting with the proposers. Responsibilities of the Chair for the conduct of these meetings are defined in 1.3 above.

3.4
The Panel should focus on the following issues:

· How the proposal aligns with the University Mission, University Strategies (including Learning and Teaching Strategy), the School Academic Development Plan and School LT Strategy

· Alignment of the programme with the University’s academic frameworks and assessment regulations; justification of any proposed variation orders (which must be approved by ULT)

· Alignment of the programme with external reference points, including 

· Award levels with the Framework for Higher Education Qualifications 

· Programme content and skills with relevant subject benchmark statements and the requirements of any PSRBs

· Assessment of demand for the programme

· Rationale, aims and objectives

· Coherence of the academic contents of the programme based on both approved and new modules, including development of skills defined in the Programme Specification  and appropriateness of learning outcomes for any lower level awards in particular
· whether there is sufficient subject content to merit a named lower level award

· where different combinations of modules may lead to a particular lower level award 
· Suitability of the teaching and learning strategy and relation to it of the assessment strategy

· Scheduling and quantity of student workload

· Placements (if appropriate), including alignment with University Guidelines http://northumbria.ac.uk/sd/central/ar/lts/l_and_t_enhancement/enhgrps/fll/ Work-based Learning

· The role of the project or dissertation, where included, or discussion of how alignment with FHEQ level descriptors is demonstrated, where not

· Provision for guidance and support of students (eg induction, study skills, numeracy, literacy, IT, support for any distance learning elements) and how PDP will be delivered
· Programme management

· The outcome of consultation with other Schools, contributing teaching Schools (including external to the institution) and accrediting bodies

· The resource implications for teaching and academic services and the outcome of any relevant consultation with Service Directors

· The adequacy of the documentation provided by programme team

3.5
When the discussion with the proposers has been concluded, the Panel has a final private meeting to formulate its recommendations.  The Panel may recommend approval or non-approval of the programme.  If approval is recommended it may be conditional. The normal expectation is that approval will be indefinite (for non-collaborative programmes).  The conclusions are fed back to the staff at the end of the Panel Event, with any deadlines for compliance with the Panel’s requirements.

4.
Outcome

4.1
The Panel Secretary prepares a brief report (Form VR1) for the SLT, a draft of which is circulated in advance to the Panel members and proposers for comment.  When confirmed, the report is signed off by the relevant SLT. The approved VR1 is posted on the University public folder
. 

5.
Satisfying conditions of approval

5.1
The Secretary to the Panel is responsible for monitoring the receipt of responses to the conditions of approval.  S/he will circulate the responses as agreed at the approval event and will liaise with the Chair of the Approval Panel accordingly.  Once the Chair of the Panel is satisfied that all conditions have been met this should be confirmed in writing to the Chair and Secretary of the SLT, the Proposers and the Secretary of LTPAS. The SLT Secretary ensures that the VR1 is updated on the public folder
 providing confirmation to LTPAS that conditions of approval have been met.

5.2
A new or revised programme cannot commence before the Panel Chair has signified satisfaction that all the conditions have been met.

APPENDIX 3

Principles for Approval of Variation Orders 

Principles for approval of variation orders were approved by University Learning and Teaching Committee (ULT) on 5 June 2006 for inclusion as Appendix 1 of the Programme Approvals Handbook.  Following a review by ULT’s Regulations and Frameworks Sub-Committee, revisions were approved by ULT on 12 November 2009.

· Variations from the Assessment Regulations for Northumbria Awards (ARNA) or the Modular Framework for Northumbria Awards (MFNA) require the approval of University Learning and Teaching Committee (ULT) via Form VO Variation Order.  The same process applies when, in exceptional circumstances, a School requests approval of a variation from other University requirements, for example those laid down in the Examiners’ Handbook.
· The supporting rationale will normally relate to professional body requirements.  Variation may also be requested for other reasons, including standardisation of delivery, or pedagogical reasons.

· For new Northumbria programmes, the Sub-Committee for Programme Approvals Scrutiny (LTPAS) should be alerted to any requests for variation on Form PA.  Where it is proposed that an existing variation order be extended to cover new provision, LTPAS may request assurance that the existing variation order is still required.

· For new collaborative programmes, Form CVP should clarify whether any existing approved variations apply to the collaborative delivery and/or whether any new variation is being sought

· Validation and Approval Panels are asked to consider the evidence to support the request for variation.  The signature of the Validation and Approval Panel Chair on Form VO confirms to ULT that the request is endorsed by the Panel and that the supporting evidence has been scrutinised.  The proposed variation, however, remains subject to ULT approval.

· Form VO and supporting evidence should be submitted to the Secretary of ULT.  In its consideration of requests, ULT requires assurance that every effort has been made by the Proposers to comply with University frameworks and regulations.

· In order that standards of Northumbria awards are assured, ULT will operate on the underlying principle that variations from ARNA should tighten rather than ease ARNA requirements.

· Where PSRB requirements remove compensation opportunities permitted under ARNA, ULT will consider requests for additional referral attempts at the progression or award stages.  However, such additional referral attempts will not affect the level average on which progression or classification is determined.

· Variation orders will normally be approved for a period of five years and re-approved for a further five years on the basis of confirmation from the SLT that the information is up-to-date and that the variation continues to be required.

· Form VO and supporting evidence should be submitted to the Secretary of ULT.  In its consideration of requests, ULT requires assurance that every effort has been made by the Proposers to comply with University frameworks and regulations.

· In order that standards of Northumbria awards are assured, ULT will operate on the underlying principle that variations from ARNA should tighten rather than ease ARNA requirements.

· Where PSRB requirements remove compensation opportunities permitted under ARNA, ULT will consider requests for additional referral attempts at the progression or award stages.  However, such additional referral attempts will not affect the level average on which progression or classification is determined.

· Variation orders will normally be approved for a period of five years and re-approved for a further five years on the basis of confirmation from the SLT that the information is up-to-date and that the variation continues to be required.

� Accessed from the ULT public folder (All public folders/Northumbria Committees/ULT/Registers for Validation and Approval Panels)


� All Public Folders/Academic Registry/Programme Approvals/Northumbria Approved Programmes/VR1s


�All public folders/Northumbria Committees/ULT/Registers for Validation and Approval Panels





� All Public Folders/Academic Registry/Programme Approvals/Northumbria Approved Programmes/VR1s


� All Public Folders/Academic Registry/Programme Approvals/Northumbria Approved Programmes/VR1s
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