
Form G4
Changes to Courses through CMP
	Faculty:
	

	School:
	

	Dept:
	

	Proposed by:
	


Please refer to the Academic Quality and Standards Handbook (AQSH) Section G for information about approval processes and change categories.
If you are just asking for a documentary change, then you do not need to complete the form, contact the Faculty QAE team (Riaghnach Loughran for FBSS and HSSCE & Blanca Sainz-Garcia for KSA and ECE) 
Please ensure you:
· Work with your School Director of Learning and Teaching to confirm proposals are compliant. 
· Get approval from your Head of Department(s).  By submitting this form, it will be assumed that the relevant Head of Department(s) is aware of and approves of the changes being proposed.
· Make any changes to modules via the course(s) they are attached to.


NATURE AND IMPACT OF CHANGE 
Request to Modify a Course
If you are requesting changes to multiple courses, then you must complete one form for each course, unless they are different occurrences of the same course (i.e. with foundation year, with professional placement) or multiple courses require the same change. 
Please note that changes to course titles cannot be approved by CMP and should be submitted to the Portfolio Management Group (PMG) via the PMG course title change form.
	Name of Course you wish to make changes to
	

	Proposed change(s):
Please select all the changes being requested to the course:
Changes listed in bold are material information.












*Changes approved by committees other than CMP.
	New Module(s) 
Deletion of existing module(s) from diet
Change to a module title
Length of the course
Changes to Course Learning Outcomes
Changes to breakdown of teaching & learning hours 
Changes to assessments
Change to delivery pattern of modules
Module summary
Module Aims
Module Learning Outcomes
What and how you will learn
Retake assessment arrangements
Achieving a pass statement
Exit Awards
Module Teaching Blocks
*Course title
*Location
*Entry criteria
*Pathway titles
*Delivery modes
*Variants to Academic Framework and/or Regulations
Changes to other details on Course Specification or Module Descriptor:
Please detail here:

	Brief details of changes being made and the rationale for change
Please explain the reason for this change supported by data.
	

	Are you making any changes to breakdown of L&T hours in modules? Please select yes even if you are deleting or adding new modules.

	Yes/No
If yes, please provide detail here:

	Please enter the current published % of scheduled hours by level.
This can be found on the course webpage.

	Only required if “yes” answered to: Are you making any changes to breakdown of L&T hours in modules?

	Will the changes result in moving the scheduled hours by level into different % bands?
	Only required if “yes” answered to: Are you making any changes to breakdown of L&T hours in modules?

	Are you introducing any new online scheduled hours or making changes (reducing or increasing) to existing online scheduled hours?


	Yes/No
If yes, please provide detail here:


	Please enter the current category of course delivery mode 


· Category 1: Primarily campus based (up to 20% online)

· Category 2: Mainly campus based (between 21-40% online)

· Category 3: Mainly online (between 41-99% online) 

· Category 4: Fully online

	Only required if “yes” answered to: Are you introducing any new online scheduled hours or making changes (reducing or increasing) to existing online scheduled hours?


	Will the changes result in the course falling under a different category?
	Only required if “yes” answered to: Are you introducing any new online scheduled hours or making changes (reducing or increasing) to existing online scheduled hours?


	Are any new exams being introduced or existing exams being removed?

	Yes/No
If yes, please provide detail here:

	Please enter the current breakdown of coursework/exams published by level.
This can be found on the course webpage.

	Only required if “yes” answered to: Please enter the current breakdown of coursework/exams published by level.


	Will the changes result in moving the breakdown of coursework/exam by level into different % bands?
	Only required if “yes” answered to: Please enter the current breakdown of coursework/exams published by level.


	If you have made changes to assessments, please confirm that the changes align with the guidance in the Student Assessment Workload Framework 
	Yes/No
Please upload a screenshot from the online assessment load calculator to confirm alignment. 
If no, please provide a rationale:

	Proposed date of implementation for Course level changes

	





DETAILS OF CHANGE

	Course
	

	Proposed date of implementation for Course level changes
For example, Sept 27, Sept 28
Changes are only applicable to new students starting their course from the date of implementation.
	


New modules to be added to the course diet
Implementation date for these changes will be the same as stated for the course.
These are modules which are newly created or existing modules from other courses being added to the course.
Add more rows as required.
	Name of Module
	What is the impact on library and learning resources?”
	Can specialist books be sourced?
	What is the impact on physical resources (labs, studios) - is more lab/studio space needed?”

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Deletion of existing modules from the course diet
Add more rows as required.
	Module Code and Title


	

	

	


Changes to existing modules
	Module Code and Title
	Implementation Date
	Proposed changes to the module

	
	
	

	
	
	

	
	
	

	
	
	



	Overall impact of module changes to the course:
You should provide an assessment on how the changes to the individual modules and the module diet impact the course’s overall aims and learning outcomes. These should be changed if necessary.
	

	Please confirm that the change has been discussed as part of the annual monitoring and enhancement processes
	





CONSULTATION ON THE CHANGE
Consultation must take place prior to submission to SDLT.
Teaching team(s)
You should discuss changes with the teaching team to ensure the overall course will remain cohesive.
	Who has been consulted?
	Outcome 

	
	


Students
Given that changes will impact students’ learning experience, it is vital that students are consulted and details of the consultation must be provided. Changes to material information cannot apply to existing students unless they have been consulted and agreed.
If more than one level of study was consulted, please add a new row below the original
Preferred means of consultation might be Student Voice Committee (SVC) but if this is not possible, a practical approach can be taken (in class discussion, emails, or Canvas notifications).
	Level
	Method of consultation
	Outcome

	
	
	


[bookmark: Guidance_GGi]Collaborative Partner: Consultation with University and Partner Liaison Officer 
· For courses which are also delivered by a collaborative partner, it is important that the changes are discussed with the University and the Partner Liaison Officers, as the changes will impact their delivery.
· Where the changes are being submitted directly by the partner institution, please ensure the University Liaison Officer has been consulted with and is aware/supportive of the changes.
	Partner
	 Who consulted with
	Outcome 

	
	
	


[bookmark: _Hlk80751235]APPROVAL
	School Director of Learning and Teaching:
	Name:
Signature:
Date: 
A record of email agreement and date will suffice
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Appendix 1
Type of changes and deadlines for making changes
Please refer to Section G of the AQSH. It is important that changes are made in accordance with the stated deadlines, please consult with the Assistant Registrar (QAE) or School Director of Learning and Teaching if you require any clarification. 
	Deadline
	Changes to be completed by this deadline

	[bookmark: _Int_0Xpq1si7]July – 15 months in advance, e.g. approved July 2027 for implementation from September 2028
	· Changes to course/award titles (Changes must be approved by PMG)
· UG Entry requirements/criteria (changes must be approved by Faculty Recruitment Committee)
· Length of course
· PSRB Accreditation changes (existing students should not be impacted by this change) 
· PG Entry requirements/criteria (changes must be approved by Faculty Recruitment Committee)
· Introduction of new modules
· Deletion of existing modules
· Change to module titles
· Location of study 
· Changes to Programme Learning Outcomes
· Overall breakdown of course learning and teaching hours - between online and face to face delivery (Changes must be approved by Faculty Recruitment Committee if increase to over 20%)
· Overall breakdown of course learning and teaching hours - Scheduled vs guided independent study
· Overall course assessment methods
· Any particular terms (i.e. variants from University regulations). This should not apply to existing students unless approved by RFC. 

	[bookmark: _Int_roXMydKU]July– 03 months in advance, e.g. approved July 2027 for implementation from September 2027
	· Change to delivery pattern of module (from condensed to year-long or change of Teaching Block)
· Module summary
· Module Aims
· Module Learning Outcomes
· What and how you will learn on this module
· Breakdown of Teaching and Learning Hours on a module. This must not change the overall breakdown of hours published on the website.
· Assessment methods on a module. This must not change the overall breakdown between exam and coursework published on the website.
· Retake assessment arrangements
· Achieving a pass




All the information in the first row and in bold are ‘material information’ as identified by the Competitions and Markets Authority (CMA).  The CMA define ‘material information’ as “information that the average consumer needs, according to the context, to take an informed transactional decision”.  The CMA guidance states that ‘material information must be provided to prospective students before they decide which courses and HE provider to apply to.  Any changes to ‘material information’ that are not brought to prospective students’ attention at the earliest opportunity could amount to a misleading omission. 
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