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GLOSSARY AND CONTACT POINTS
[bookmark: _Toc513734032]Abbreviations
AB	Academic Board
AC	Academic Council
ACE	Adult Continuing Education
ACE ASB	Adult Continuing Education Academic Standards Board
ADSC	Academic Development and Standards Committee
APAR	Office for Academic Programmes and Regulations
CAO	Central Applications Office
CIT	Cork Institute of Technology
DMIS	Department Mark Entry System
FTE	Full-Time Equivalent
FPP	Full Programme Proposal
GSO	Graduate Studies Office
IMI	Irish Management Institute
ITS	Student Record System (Integrated Tertiary Software)
NFQ	National Framework of Qualifications
OPP	Outline Programme Proposal
PAC	Postgraduate Applications Centre
PAP	Programme Approval Panel
SREO	Student Records and Examinations Office
TPI	Turning Point Institute 
UCC	University College Cork


[bookmark: _Toc513734033]Forms	
OPP	Outline Programme Proposal Form 
OPP ACE	Outline Programme Proposal Form ACE
FPP	Full Programme Proposal
FPP ACE	Full Programme Proposal ACE
MM1	Major and Minor Changes Form
MM2	Major and Minor Changes ACE
VS1	Modules for Visiting Students 
MS1	Changes to Marks and Standards
MS2	Changes to Marks and Standards - ACE
L	Late Change Proposal Form can be obtained by contacting APAR at acadprog@ucc.ie
R1	Retrospective Change Form can be obtained by contacting APAR at acadprog@ucc.ie
TS1	Temporary Cessation of an Academic Programme


[bookmark: _Toc513734034]Contact Points
The College Office/ACE Manager is the first point of contact in relation to advice, queries and support for changes to existing programmes/modules, Marks and Standards and details of local deadlines for submission of changes for approval. In the case of new programme development, APAR and the College Office/ACE Manager should be contacted in the first instance. Contact details are available here.
University College Cork – Coláiste na hOllscoile Corcaigh

	iv | Page
[bookmark: _Toc513734035][bookmark: Introduction]INTRODUCTION
This Handbook provides information on the processes governing changes to the curriculum and new programme development. For information on IMI processes, see the UCC IMI Programme Quality Assurance Handbook. For information on joint UCC-CIT or TPI programmes, please see here.
The “Policies and Guidelines Governing Academic Programmes” is a supporting document and may be found here. 

The curriculum data set for each academic year is recorded and published online in the following University publications, which represent the University’s official contract with the student:
· University Calendar *
· Book of Modules *
· Marks and Standards
* Note: Adult Continuing Education (ACE) programmes and module information are recorded separately on the ACE website https://www.ucc.ie/en/ace/.

The published curriculum data set underpins the University business process functions, such as: 
· student recruitment
· student registration
· lecture and examination timetabling
· examination marks returns
· scheduling and administration of Examination Boards
· calculation of Full-Time Equivalents (FTEs), which informs resource allocation
· curriculum reporting to internal and external bodies


[bookmark: _Toc513734036]GOVERNANCE
Academic Council is the primary internal authority responsible for academic affairs. The following sections outline the governance arrangements for the University curriculum as approved by Academic Council.
[bookmark: _Toc513734037]Role of Academic Board in Curriculum Approval 
According to the full Terms of Reference for Academic Board, in relation to curriculum approval, Academic Board, as delegated by Academic Council, is responsible for: 
· Strategy and policy relating to education and research, including: academic planning and development; academic cooperation between UCC and another body; the organisation of teaching and examination and the award and revocation of UCC degrees. 
· Policies, rules and procedures concerning the approval, periodic review, quality assurance and enhancement of academic programmes and the maintenance of academic standards of UCC awards. 
· Policies, rules and procedures for the recruitment, admission, conduct and exclusion of students in accordance with the University’s commitment to equality of opportunity and access to education and for the overall quality of the student experience. 
· Proposals governing the establishment and conduct of academic partnerships, national and international, and for the assurance of academic standards for taught and research awards delivered in collaboration. 
· Recommending and keeping under review the provision of management information as part of the academic data set, including methods of collection and analysis to enhance institutional decision-making on academic matters, to ensure appropriate oversight of academic standards, and to inform strategy for academic development and quality enhancement. 
· Approving annually the assessment regulations and examination procedures and their publication, including College derogations where requested. Major policy changes to the assessment regulations and examination procedures shall be recommended to Academic Council after appropriate consultation with Colleges. 
· Approving new programmes of study leading to UCC awards and major changes to existing programmes, where appropriate. 
· Approving the annual schedule for the periodic review of academic programmes

[bookmark: _Toc513734038]Role of Academic Development and Standards Committee in Curriculum Approval 
Academic Development and Standards Committee (ADSC) is a standing committee of Academic Council, which is responsible for bringing forward policy and procedures to enhance the quality and to maintain standards of UCC awards. The Committee advises in relation to UCC’s academic framework to ensure internal and institutional compliance with the National Framework of Qualifications; and also advises Academic Board on the impact of national and international developments on UCC’s arrangements underpinning academic standards. 
In relation to curriculum approval, ADSC, as delegated by Academic Council, is responsible for:
· Policy and procedures governing programme approval and review including arrangements for the approval and review of taught programmes offered in partnership. 
· Proposals for the development of UCC’s academic framework ensuring continuing alignment with national and EU developments in higher education and quality assurance and enhancement of UCC’s taught provision.
· Proposals to assure institutional oversight of the University’s responsibilities relating to Professional and Statutory Bodies (PSBs) 
· Receiving annual reports as follows: consolidated report on the outcomes of the approval of new programmes from the Office for Academic Programmes and Regulations; programme periodic reviews from the Quality Enhancement Unit; Professional and Statutory Body (PSBs) reports from the College Offices and recommend action to AB or College Councils as appropriate.

[bookmark: _Toc513734039]Role of Colleges in Curriculum Approval
Colleges act under devolved authority from Academic Board to review and approve specified major curriculum changes (see here), all minor curriculum changes, new modules, changes to modules, and changes to Marks and Standards in accordance with their own College approved local procedures. Colleges shall also review and recommend new academic programmes for submission to AB.
The relevant College Office is responsible for co-ordinating and administering the approval of new programmes/modules and changes in existing programmes/modules, in accordance with University approved policies and schedules.

[bookmark: _Toc513734040]Role of Adult Continuing Education Academic Standards Board in Curriculum Approval
In the case of programmes designed and delivered by Adult Continuing Education (ACE), the Adult Continuing Education Academic Standards Board (ACE ASB) acts under devolved authority from Academic Board to review and approve specified major curriculum changes (see here), all minor curriculum changes, new modules, changes to modules, and changes to Mark and Standards in accordance with its own local procedures. ACE ASB shall also review and recommend new academic programmes for submission to AB.
The ACE Office is responsible for co-ordinating and administering the approval of new programmes/modules and changes in existing programmes/modules, in accordance with University approved policies and schedules.

[bookmark: _Toc513734041]Role of the Office for Academic Programmes and Regulations (APAR) in Curriculum Approval
The Office for Academic Programmes and Regulations (APAR) is responsible for maintaining the University’s Academic Portfolio. APAR validates, implements and publishes the University’s approved curriculum. APAR manages, oversees and guides the programme approval process for new academic programmes and changes to existing programmes/modules across the University.
APAR authorises the curriculum for the opening up of recruitment and the opening of registration for new and ongoing students.

[bookmark: _Toc513734042]New Programmes
[bookmark: _Toc500927694][bookmark: _Toc501116604][bookmark: _Toc504570329][bookmark: _Toc504574113][bookmark: _Toc504574300][bookmark: _Toc504574488][bookmark: _Toc504583331][bookmark: _Toc505094845][bookmark: _Toc500927695][bookmark: _Toc501116605][bookmark: _Toc504570330][bookmark: _Toc504574114][bookmark: _Toc504574301][bookmark: _Toc504574489][bookmark: _Toc504583332][bookmark: _Toc505094846]Academic Council agreed revised arrangements for the approval of new programmes on 24-Jun-11 (item 8). Subsequent revisions to these arrangements were endorsed by Academic Board following its consideration of ADSC reports on 21-Nov-12 (item 8a) and 11-Jun-14 (item 6c). The current arrangements are detailed in this Handbook in Section 5.

[bookmark: _Toc513734043]Major Changes to Existing Programmes
Academic Board agreed revised procedures for the approval of Major Changes to Existing Programmes (ref: 16-Nov-11 (Item 7a), 18-Jan-12 (Item 1) and 29-Feb-12 (Item 1). Academic Board agreed that, in keeping with Academic Council’s intention to devolve decision-making governing programmes to Colleges/ACE, approval of Major Changes to Existing Programmes (with the exception of changes outlined in the classification see (here) be devolved to Colleges, and that a Stage 1 (Outline Programme Approval by Academic Board) should no longer apply in the case of Major Changes to Existing Programmes. The changes are designed to assure Academic Board and Academic Council that appropriate academic standards are adhered to whilst also ensuring that the University meets its commitment to delegate activities to Colleges/ACE Board of Studies in keeping with its restructuring aims and objectives. The current procedures are detailed in this Handbook in Section 6.

[bookmark: _Toc513734044]Changes to Marks and Standards
Marks and Standards are the rules and regulations governing examinations, and are used in the presentation of results to examination boards. Approval and implementation of changes to Marks and Standards, and compilation of Colleges’/ACE composite Marks and Standards for publication, is devolved to Colleges/ACE (in accordance with their own local procedures).

[bookmark: classification][bookmark: _Toc513734045][bookmark: AwardTypes]CLASSIFICATION OF UCC AWARD TYPES 
Each programme of study is positioned on the National Framework of Qualifications (NFQ) according to their award type. The award type is used to inform the University’s Academic Board when deciding the programme approval process to be followed for a proposed new programme. The four award types are:
[bookmark: _Major_Awards][bookmark: _Toc513734046]Major Awards
Major Awards include Honours Bachelors Degrees, Higher Diplomas, Postgraduate Diplomas, Masters and Doctoral Degrees.

[bookmark: _Toc513734047]Minor Awards
Minor Awards provide recognition for learners who achieve a range of learning outcomes, but not the specific combination of learning outcomes required for a Major award. This recognition will have relevance in its own right for example Diploma in Law is linked to the Major award - BCL; Postgraduate Certificate in X is linked to the Major award MSc in X. The associated learning outcomes of minor awards form a component part of the learning outcomes of a major award. 

[bookmark: _Toc513734048]Special Purpose Awards
Special Purpose Awards are stand-alone awards, made for specific, relatively narrow, purposes.

[bookmark: _Toc513734049]Supplemental Awards
Supplemental Awards are for learning which is additional to a previous award. These could, for example, relate to updating and refreshing knowledge or skills, or to continuing professional development. 


Further information on the National Framework of Qualifications may be found here.


[bookmark: _Toc513734050]CLASSIFICATION OF CHANGE TYPES 
This section deals with changes to existing programmes. Information on new programmes can be found in section 5.
Changes to programmes are classified according to four change types:
· Major Changes to Existing Programmes (section 4.1)
· Minor Changes to Existing Programmes (section 4.2)
· Changes to Modules (section  4.3)
· Changes to Marks and Standards (section 4.4)
The classification type informs the approval process to be followed for proposed changes. 
Should you require guidance on the classification of your change, contact APAR.
Occasionally, proposed changes may be so substantial that the proposal should be classified and processed as a new programme. Colleges/ACE are asked to consult APAR for guidance in such instances. The Senior Vice-President Academic and Registrar will bring a recommendation to Academic Board for final decision on the classification of the proposal, if necessary.

[bookmark: _Major_Changes_to][bookmark: _Toc513734051]Major Changes to Existing Programmes
Figure 1: Classification of Major Changes 

Figure 1 (cont’d): Classification of Major Changes
* If the intention is to temporarily suspend an academic programme, refer to the Policy for the Temporary Cessation of an Academic Programme and complete a Form TS1.
The process and documentation for submission and approval of Major Changes can be found in section 6.

[bookmark: _Minor_Changes_to][bookmark: _Toc513734052]Minor Changes to Existing Programmes
Minor Changes include any change in programme structure that is not considered Major as defined in section 4.1.
Figure 2: Classification of Minor Changes:

[bookmark: _Toc501116622][bookmark: _Toc504570347][bookmark: _Toc504574131][bookmark: _Toc504574318][bookmark: _Toc504574506][bookmark: _Toc504583349][bookmark: _Toc505094863][bookmark: _Toc501116623][bookmark: _Toc504570348][bookmark: _Toc504574132][bookmark: _Toc504574319][bookmark: _Toc504574507][bookmark: _Toc504583350][bookmark: _Toc505094864][bookmark: _Changes_to_Modules]The process and documentation for submission and approval of Minor Changes can be found in section 7.

[bookmark: _Toc513734053]Module Changes 
Figure 3: Module Changes

* Note: A new module is required where there is a change in credit weighting.
The process and documentation for submission and approval of module changes can be found in the DMIS Guidelines.

[bookmark: _Changes_to_Marks][bookmark: _Toc513734054]Changes to Marks and Standards
Figure 4: Classification of Changes to Marks and Standards

[bookmark: Appendix1]Templates for Marks and Standards can be found here. The process and documentation for submission and approval of Marks and Standards can be found in section 8.

[bookmark: NewProgrammes][bookmark: _NEW_PROGRAMME_APPROVAL][bookmark: _NEW_ACADEMIC_PROGRAMME][bookmark: _Toc513734055]NEW ACADEMIC PROGRAMME DEVELOPMENT AND APPROVAL
New academic programme approval involves a two-stage process, where Stage 1 (Outline Programme Approval) involves approval of the business case and the new programme title by Academic Board, and Stage 2 (Full Programme Approval) involves consideration of the quality and standards of the proposed programme by a Programme Approval Panel.
[bookmark: _Toc513734056]Diagrammatic Overview 

Stage 1 (Outline Programme Approval)


Stage 2 (Full Programme Approval)


[bookmark: _Toc501116634][bookmark: _Toc501116637][bookmark: _Toc501116639][bookmark: _Toc513734057]Timelines
New academic programmes (Stage 1 – Outline Programme Approval) may be proposed at any point in the academic year, in accordance with Colleges own local deadlines and the Academic Board Meeting Schedule.

All new programmes must be fully approved (Stage 2 – Full Programme Approval) in sufficient time for optimal recruitment: 
· in order to meet CAO deadlines, all proposals for new undergraduate programmes must be approved at least 18 months prior to the proposed start date (i.e. no later than 10th March for entry in September of the following year)
· new postgraduate programmes should be approved in advance of PAC roll-forward (i.e. no later than October for entry in September of the following year)
Approval outside of these timelines may adversely impact on student recruitment, in particular postgraduate and international students.
The approval process for new programmes may take between two to six months and is normally dependent on relevant committee meeting dates and the availability of Programme Approval Panel members.
New programmes can only be advertised, and students recruited, once the full programme proposal has been signed off by a Programme Approval Panel. Note: Following approval and final sign-off of a new postgraduate taught programme, it may take up to one week to finalise set up on ITS and PAC systems. 

[bookmark: _Toc513734058]Stage 1 – Outline Programme Development and Approval
Proposals for new programmes will come from a variety of sources both internal and external. Preliminary discussions will normally occur within a School/Department or between groups of Schools/Departments, and should normally involve some external discussion, as well as consultation with internal stakeholders including Colleges/ACE (including Financial Analysts), APAR, relevant Admissions Offices, and Instructional Design Team. Where a proposed programme involves other Colleges, the Lead College must secure sign-off of resources, as appropriate.
Where the subject matter covered by a programme potentially overlaps with a subject taught in another School/Department, the Programme Co-ordinator should consult all relevant Schools/Departments. Consultation should be undertaken as early as possible to avoid delays in the development and approval of the programme. Please refer to Interdisciplinary Policy in relation to the development of new Interdisciplinary Programmes (see Policies and Guidelines Governing Academic Programmes). In relation to the development of new Thematic and Practitioner Doctoral programmes, preliminary discussions should occur with the Dean of Graduate Studies. 

[bookmark: _Toc504570356][bookmark: _Toc504574140][bookmark: _Toc504574327][bookmark: _Toc504574515][bookmark: _Toc504583358][bookmark: _Toc505094872][bookmark: _Toc504570357][bookmark: _Toc504574141][bookmark: _Toc504574328][bookmark: _Toc504574516][bookmark: _Toc504583359][bookmark: _Toc505094873][bookmark: _Toc504570362][bookmark: _Toc504574146][bookmark: _Toc504574333][bookmark: _Toc504574521][bookmark: _Toc504583364][bookmark: _Toc505094878][bookmark: _Toc504570365][bookmark: _Toc504574149][bookmark: _Toc504574336][bookmark: _Toc504574524][bookmark: _Toc504583367][bookmark: _Toc505094881][bookmark: _Toc504570366][bookmark: _Toc504574150][bookmark: _Toc504574337][bookmark: _Toc504574525][bookmark: _Toc504583368][bookmark: _Toc505094882][bookmark: _Toc504570367][bookmark: _Toc504574151][bookmark: _Toc504574338][bookmark: _Toc504574526][bookmark: _Toc504583369][bookmark: _Toc505094883][bookmark: _Toc504570368][bookmark: _Toc504574152][bookmark: _Toc504574339][bookmark: _Toc504574527][bookmark: _Toc504583370][bookmark: _Toc505094884][bookmark: _Toc504570369][bookmark: _Toc504574153][bookmark: _Toc504574340][bookmark: _Toc504574528][bookmark: _Toc504583371][bookmark: _Toc505094885][bookmark: _Toc504570374][bookmark: _Toc504574158][bookmark: _Toc504574345][bookmark: _Toc504574533][bookmark: _Toc504583376][bookmark: _Toc505094890][bookmark: _Toc513734059]Outline Programme Proposal Form
The Outline Programme Proposal Form (OPP) can be found on the APAR website (here). All proposals must be submitted on the correct form. As forms may be updated annually, the form should be downloaded from the APAR form bank as required. Outdated forms submitted for approval will be returned to the proposer by the School/College/ACE. 
The purpose of the OPP is to present a business case and appropriate supporting evidence to the College/ACE, in the first instance, and subsequently Academic Board to inform their consideration of the proposal.
The Programme Co-ordinator, in consultation with the College Manager/ACE Manager shall ensure that all participating Schools/Departments and Colleges/ACE sign the Outline Programme Proposal form (both academic and resource sections) prior to submission to Academic Board for Outline Approval, in accordance with local requirements/procedures.

[bookmark: _Toc513734060]Points to note at OPP Stage

Interdisciplinary Programmes (Programmes involving more than one College)
Where the proposed programme is interdisciplinary and involves more than one College, Heads of College should agree the Lead College (i.e. the College in which the programme is academically anchored). The Lead College shall steer the development of the proposal. The College Manager of the Lead College must ensure that the outline proposal is submitted to all participating Colleges for initial approval and sign-off prior to submission of the proposal to Academic Board.
Programmes administered by ACE
Programmes administered by the ACE are differentiated by level of engagement between the academic School/Department and ACE and are classified into three types: 
· Type A: Programmes designed and delivered by ACE;
· Type B: Programmes designed and delivered through ACE in consultation with academic Schools/Departments;
· Type C: Programmes designed and delivered by an academic School/Department and administered by ACE.
The programme type should be clearly indicated on the OPP form and will serve to assist Academic Board in reaching agreement on whether the programme should be approved by the College or ACE.
Dual Awards 
Where the proposed programme is jointly developed and delivered, and leads to separate awards for the same programme by UCC and a partner degree-awarding body (dual awards), the nature of the partnership and any due diligence performed to date should be made clear at Stage 1 - Outline Programme Approval. 

External Partnership(s)
For programmes involving an external partner(s), the name(s) and a brief outline of the nature of the partnership should be made clear at Stage 1. The role of the external partner(s) in the development, delivery, teaching and assessment of the programme must be outlined. 
Note: It is advisable to contact the Academic Secretary in advance of the submission of the Outline Programme Proposal Form to Academic Board to determine the suitability of the proposed partner and to allow sufficient time for an agreement to be drafted and agreed in advance of Stage 2.

[bookmark: _Toc513734061]Nomination of External Assessors
The Programme Co-ordinator is responsible for identifying independent External Assessors in consultation with the programme team, and for obtaining the assessors’ preliminary agreement to participate in the Programme Approval process. The criteria for the nomination of external assessors is outlined in the OPP.

[bookmark: _Toc513734062]Outline Programme Proposal Approval 

[bookmark: _Toc513734063]Consideration at College/ACE level 
An Outline Programme Proposal must be considered at School/Departmental level in the first instance. The Programme Co-ordinator must submit the completed Outline Programme Proposal Form (OPP) to the College Manager/ACE Manager or nominee of each participating College for initial approval in accordance with their own local procedures and deadlines. 
Responsibility for approval of resources lies with the Lead College, in accordance with its procedures. Where the programme involves other Colleges, the Lead College must secure sign-off of resources, as appropriate. Any budgetary allocations must be authorised annually by the Head(s) of the relevant College(s); budgetary allocations for all programmes will be decided in the context of total College income and expenditure. 
The Programme Co-ordinator in consultation with the College Manager (or the ACE Manager, in the case of ACE programmes), shall ensure that all participating Schools/Departments and Colleges sign the Outline Programme Proposal form (both academic and resource sections).
Following endorsement of the Outline Programme Proposal by participating Colleges, all proposed new programmes must be submitted to Academic Board for initial approval (Stage 1). The College Manager of the Lead College (or ACE Manager, for ACE programmes) shall submit programme documentation to AB for consideration. It is the responsibility of the College Manager/ACE Manager to ensure that all relevant signatures have been obtained in advance of submission to AB. The original signed copies of the document should be held in the Lead College’s Office. In its report to AB, the College should confirm that all required signatures have been obtained (both academic and resources sections). The schedule of AB meetings and the “Cover Sheet for New Programme Proposals Requiring Academic Board Approval” can be found here. 
[bookmark: _Toc513734064]Academic Board Approval 
Academic Board, as the body with responsibility for the management and oversight of the University’s academic portfolio, is the ultimate authority for the approval of outline programme proposals for any new programme, following endorsement by College(s)/ACE.
Academic Board shall adopt a risk-based approach to the delegation of full programme approval (Stage 2) in furtherance of the University’s stated strategic aim that decision-making should be devolved, particularly where this will enhance business efficacy. The criteria upon which Academic Board makes these decisions include:
a) Designated lower risk programmes, defined as programmes developed and delivered primarily by the relevant College shall normally be devolved to the Lead College for approval by a College Programme Approval Panel (CPAP). ACE programmes shall normally be devolved to ACE PAPs, unless they are designated higher risk (see (b) below).
b) Designated higher risk programmes, defined as those delivered in partnership, new qualification types, novel programme developments, and interdisciplinary programmes as defined in the Academic Council policy document on Interdisciplinary Programmes (see Policies and Guidelines Governing Academic Programmes for Interdisciplinary Policy), shall normally require approval by a University Programme Approval Panel (UPAP).
c) ACE Programmes - The criteria upon which decisions shall be made include, in particular:
ACE Programme Type A - Major/Minor Awards: it is recommended that programme approval be considered by an ACE PAP. 
ACE Programme Type A - Supplemental/Special Purpose Awards: it is recommended that programme approval be considered by the ACE ASB.
ACE Programme Type B - Major/Minor Awards: it is recommended that programme approval be normally considered by an ACE PAP. 
ACE Programme Type B - Special Purpose/Supplemental Awards: it is recommended that programme approval be considered by the ACE ASB.
ACE Programme Type C - Major/Minor Awards: it is recommended that programme approval be considered by a College PAP.
ACE Programme Type C - Special Purpose/Supplemental Awards: it is recommended that programme approval be considered by the relevant College Curriculum Committee.
Note: In the case of Special Purpose/Supplemental Awards, Colleges/ACE may recommend to AB that the Full Programme Proposal be considered by a PAP rather than by the relevant College Curriculum Committee/ACE ASB. 

Academic Board has authority to:
· Approve the proposed award title and award type.
· Approve the proposal, subject to the fulfilment of conditions and/or requirements and recommendations.
· Withhold approval of the proposal pending further development.
· decide whether Stage 2 (Full Programme Approval) will be delegated to a CPAP/ACE PAP, UPAP, or Doctoral PAP for Major/Minor Awards.
· Decide whether Stage 2 (Full Programme Approval) will be delegated to the Curriculum Committee of the relevant College/ACE Academic Standards Board or to a Programme Approval Panel, for Special Purpose/Supplemental Awards.
· Approve External Assessor nominations.

[bookmark: _Toc513734065]Communication of Academic Board Decision
The decisions of Academic Board regarding each Outline Programme Proposal will be circulated by the Academic Secretariat to Heads of Colleges and College Managers/ACE Manager, Head of APAR and other University Officers as appropriate.
The College Manager/ACE Manager is required to communicate AB’s decision and any recommendations/observations internally within their College/ACE, to the Programme Co-ordinator and other staff, as appropriate. 
The College Manager/ACE Manager is required to ensure that recommendations/observations of AB are addressed in the Full Programme Proposal Form.

[bookmark: _Toc513734066]Stage 2 – Full Programme Approval
Stage 2 is designed to enable the delegation of authority for full programme approval to Colleges/ACE Programme Approval Panels (PAPs), while retaining University level approval for programmes that are deemed ‘high risk’ (UPAPs). It assures Academic Board and Academic Council that proposed programmes are of an appropriate academic standard and adhere to institutional policies and procedures, whilst enabling the University to meets its commitment to delegate activities to Colleges in keeping with its restructuring aims and objectives.
Stage 2 of the approval process provides appropriate opportunity for formally constituted PAPs (College PAP - CPAP, ACE PAP, University PAP - UPAP, Doctoral PAP - DPAP), to undertake detailed scrutiny of proposed curricula and learning, teaching and assessment strategies. PAP membership is designed to retain University oversight over the programme approval process, as well as enabling external subject expertise and student representation to meet European Standards and Guidelines for Quality Assurance.
Stage 2 has been specifically configured to enable:
(a) Employer and peer review by external subject experts’ involvement in the programme approval process to ensure an enhancement-led approach to curriculum development and design. This also provides greater confidence that the programme design meets academic, student and employer requirements.
(b) Student involvement to ensure appropriate input from potential applicants and to meet standards and guidelines for quality assurance in the European Higher Education area (see Policies and Guidelines Governing Academic Programmes).
(c) Programme Team engagement with external peers to promote good practice from elsewhere in the higher education sector nationally and internationally.
(d) Reduces the burden of post-approval administration and expedites the opening up of programmes for recruitment.

[bookmark: _Toc504570389][bookmark: _Toc504574173][bookmark: _Toc504574360][bookmark: _Toc504574548][bookmark: _Toc504583387][bookmark: _Toc505094901][bookmark: _Toc504570390][bookmark: _Toc504574174][bookmark: _Toc504574361][bookmark: _Toc504574549][bookmark: _Toc504583388][bookmark: _Toc505094902][bookmark: _Toc513734067]Full Programme Proposal Form
The Full Programme Proposal Form (FPP) can be found on the APAR website (here). All proposals must be submitted on the correct form. As forms may be updated annually, the form should be downloaded from the APAR form bank as required. Outdated forms submitted for approval will be returned to the proposer by the School/College/ACE. 
The purpose of the FPP is to provide information on the rationale, the curriculum and associated teaching, delivery and assessment methods, the marketing and recruitment strategies, etc. for the consideration of the PAP. The information provided in the FPP will directly inform student recruitment, registration and examination. Ref to providing resources 
The Programme Co-ordinator is responsible for completing the FPP, including the Academic Statement (Part A) and the Resources Statement (Part B), in line with the University’s processes as set out in this Handbook and the Policies and Guidelines Governing Academic Programmes, and in consultation with the College Manager/ACE Manager. In drawing up the detailed proposal, the Programme Co-ordinator will consult with cognate Schools/Departments, external examiners or other sources of academic expertise, potential employers, relevant professional bodies as well as students and recent graduates of related programmes.
The Programme Co-ordinator in consultation with the College Manager of the Lead College shall ensure that all Head(s) of participating School(s)/Department(s) and the Head(s) of participating College(s) sign the FPP Form.* 
The College Manager of the Lead College is responsible for submitting the final version of the FPP to the Curriculum Committee of the Lead College for review and endorsement in accordance with their local procedures and deadlines. Each College/ACE will determine the level of review and/or endorsement required, prior to submission of the FPP to the PAP.
* Note: For interdisciplinary programmes, the College Manager of the Lead College must ensure that the fully developed FPP is submitted to the College Manager of all participating Colleges for consideration and sign-off in accordance with their local procedures. (The policy governing interdisciplinary programmes can be found here.)

[bookmark: _Toc504570392][bookmark: _Toc504574176][bookmark: _Toc504574363][bookmark: _Toc504574551][bookmark: _Toc504583390][bookmark: _Toc505094904][bookmark: _Toc504570393][bookmark: _Toc504574177][bookmark: _Toc504574364][bookmark: _Toc504574552][bookmark: _Toc504583391][bookmark: _Toc505094905][bookmark: _Toc504570394][bookmark: _Toc504574178][bookmark: _Toc504574365][bookmark: _Toc504574553][bookmark: _Toc504583392][bookmark: _Toc505094906][bookmark: _Toc504570397][bookmark: _Toc504574181][bookmark: _Toc504574368][bookmark: _Toc504574556][bookmark: _Toc504583395][bookmark: _Toc505094909][bookmark: _Toc513734068]Points to note at FPP Stage
Dual Award
The Programme Co-ordinator must conduct due diligence of the participating institution’s curriculum and submit the evidence of due diligence with the FPP to the College Manager. The Programme Co-ordinator, in consultation with the College Manager of the Lead College, must contact the Academic Secretary with regard to preparation of a Memorandum of Agreement (MOA) or other appropriate agreement, which must be available for information at the PAP. 
External Partnership(s)
The Programme Co-ordinator, in consultation with the College Manager of the Lead College, must contact the Academic Secretary with regard to preparation of a Memorandum of Agreement (MOA) or other appropriate agreement, which must be available for information at the PAP. 

[bookmark: PAP][bookmark: _Toc513734069]Programme Approval Panels (PAPs)
The approval process provides appropriate opportunity for formally constituted Programme Approval Panels (PAPs) (College PAP - CPAP, ACE PAP, University PAP - UPAP, Doctoral PAP - DPAP), to undertake detailed review of proposed curricula and learning, teaching and assessment strategies. PAP membership is designed to retain University oversight over the programme approval process, as well as enabling external subject expertise and student representation to meet European Standards and Guidelines for Quality Assurance. A Programme Approval Panel may be established for individual or cognate groups of programmes. 
The College Manager/ACE Manager, in ensuring appropriate discharge of administrative arrangements for the PAP meeting (see also Administration of the PAP below), shall ensure timely nomination of all members of the PAP following Outline Approval by Academic Board. APAR will undertake this role in the case of University/Doctoral Programme Approval Panels.


[bookmark: _Toc513734070]Programme Approval Panel Membership
	Member
	CPAP
	ACE PAP
	UPAP
	Doctoral PAP

	Chair
	Chair of relevant College Curriculum Committee, or an alternate as approved by the  College Council
Where the programme is anchored in the School of the Chair of the College Curriculum Committee, an alternate Chair shall be appointed by the Head of College.
	ACE Academic Standards Board member from the relevant College, or Chair of the relevant College Curriculum Committee, or other member of the relevant College nominated by the Head of that College.
The Chair of the ACE PAP should not be from the School/ Department sponsoring the programme
	Chair of the ADSC (or Deputy Chair); 
Where the programme is anchored in the School/Department of the Chair of the UPAP, the UPAP shall be chaired by a nominee of the Senior Vice-President Academic and Registrar.
	Dean of Graduate Studies 

	College 
Members
	Up to 2 members of the College Curriculum Committee(s) as approved by College Council. 
College Members should not be members of programme team proposing the programme and should normally not be from the School/Department in which the programme is anchored. 
The College Manager may attend, or may be invited to attend, by the Chair.
	Up to 2 members of the College Curriculum Committee(s) as nominated by the Head of the relevant College (or nominee) 
College members on the ACE PAP should not be members of the programme team proposing the programme and should normally not be from the School/Department in which the programme is anchored. 
	At least 1 member of each participating College Curriculum Committee, up to a maximum of 3, as approved by College Council.
Colleges Members on the UPAP should not be members of programme team proposing the programme and should normally not be from the School/Department in which the programme is anchored. 
The College Manager of the Lead College (and College Managers of participating Colleges) may attend, or may be invited to attend, by the Chair).
	

	AC / AB / ADSC Members

	1 member from AC/AB/ADSC
Contact APAR for list of eligible members 

	1 member from AC/AB/ADSC
Contact APAR for list of eligible members 

	2 members from AC/AB/ADSC
Contact APAR for list of eligible members 

	1 member from AC/AB/ADSC
Contact APAR for list of eligible members 


	ACE Member 
	
	Director, Adult Continuing Education (or nominee)
	
	

	External Assessors
	2 independent External Assessors nominated by the Programme Co-ordinator and approved by Academic Board.
It is preferable to have both Assessors attend in person.
Where one or more programmes of study are under consideration the number of external assessors shall reflect the range of disciplines in the cognate area, as appropriate
	2 independent External Assessors nominated by the Programme Co-ordinator (in consultation with ACE Academic Director) and approved by Academic Board 
It is preferable to have both Assessors attend in person.
Where one or more programmes of study are under consideration the number of external assessors shall reflect the range of disciplines in the cognate area, as appropriate
	2 independent External Assessors nominated by the Programme Co-ordinator and approved by Academic Board.
It is preferable to have both Assessors attend in person.
Where one or more programmes of study are under consideration the number of external assessors shall reflect the range of disciplines in the cognate area, as appropriate
	1 independent External Assessor nominated by the Programme Co-ordinator and approved by Academic Board

	Employer Representative(s)

	At least 1 Employer Representative, nominated by the Programme Co-ordinator and approved by College Council to attend in person or alternatively via video conferencing
	At least 1 Employer Representative, nominated by the Programme Co-ordinator and approved by College Council to attend in person or alternatively via video conferencing
	At least 1 Employer Representative, nominated by the Programme Co-ordinator and approved by College Council of the Lead College (in attendance in person or via video conferencing).
	

	Graduate School Representatives

	
	
	
	Head of Graduate School(s) of College(s) from which proposal originates AND Head of another Graduate School 

	Office for Academic Affairs
	
	
	Academic Secretary or nominee
	Academic Secretary (or nominee) 

	Office for Academic Programmes and Regulations
	Head of APAR (or nominee)
	Head of APAR (or nominee)
	Head of APAR (or nominee)
	Head of APAR (or nominee)

	Student Representative(s)
	At least 1 student from the School/Department in which the programme is anchored
	At least 1 student from the School/Department in which the programme is anchored
	At least 1 student from the School/Department in which the programme is anchored
	At least 1 student from the School/Department in which the programme is anchored

	Partner Institution(s) 

	
	
	For collaborative programmes involving an external partner(s) institution, the Chair may invite a senior representative of the partner institution(s) to participate on the Panel
	

	Programme Team

	A representative group of the Programme Team
Note: the Programme Team are not members of the CPAP. 
	A representative group of the Programme Team
Note: the Programme Team are not members of the ACE PAP
	A representative group of the Programme Team
Note: the Programme Team are not members of the UPAP
	A representative group of the Programme Team
Note: the Programme Team are not members of the DPAP

	Programmes with Online or Blended Learning Component 
	Relevant expert(s) (pedagogical and technical) should be invited to attend (contact Instructional Design Team for further information)
	Relevant expert(s) (pedagogical and technical) be invited to attend (contact Instructional Design Team for further information)
	Relevant expert(s) (pedagogical and technical) be invited to attend (contact Instructional Design Team for further information)
	Relevant expert(s) (pedagogical and technical) be invited to attend (contact Instructional Design Team for further information)

	Secretary
	Provided by the College
	ACE Manager (or nominee)
	Provided by APAR
	Provided by APAR

	In Attendance

	Other relevant persons may be invited to attend by the Chair or Head of APAR but will not form part of the panel membership
	Other relevant persons may be invited to attend by the Chair or Head of APAR but will not form part of the panel membership
	Other relevant persons may be invited to attend by the Chair or Head of APAR but will not form part of the panel membership
	





[bookmark: _Toc513734071]Remit and Authority of the Programme Approval Panel
Programme Approval Panels (PAPs) operate under delegated authority from Academic Board, and are required to ensure that:
· Programmes are designed in accordance with the University’s Policies and Procedures as set down in the Policies, Regulations and Guidelines governing academic programme document.
· Aims and learning outcomes are clear and coherent and the proposed NFQ level of the award is in accordance with national standards.
· [bookmark: Stage1]Curricula, teaching, learning and assessment methods enable students to reach the appropriate standard to achieve the award. In the case of dual awards particular attention must be paid to the portion of the curriculum delivered by the partner institution and adequate due diligence must have been performed (see here).
· Student support arrangements are appropriate and sufficient to enable the student to achieve their award aim.
· There are sufficient resources – such as human, financial and physical - to support proposed programme aims and objectives.
· There are adequate arrangements to support the student experience and monitor student performance, particularly with respect to programmes offered through online/blended learning.
· Programmes take appropriate account of relevant external discipline benchmarks and Professional Statutory and Regulatory Body requirements.

[bookmark: _Toc513734072]Role of the Programme Team
A representative group from the Programme Team (including the Programme Co-ordinator) is required to attend the PAP. The Programme Co-ordinator should ensure that the Programme Team consists of members with the appropriate expertise to speak to each area of the programme. The Team will be invited to make a short presentation to the Panel outlining the aims, rationale, target market, programme management and assessment strategy (including an overview of how assessments map to Programme Learning Outcomes) for the Programme. The Panel members will consider the documentation and pose questions, as appropriate, based on the documentation and presentation. The Programme Team will withdraw from the meeting at the end of the discussion to enable Panel members deliberate in private and reach a decision on approval or otherwise, of the programme. It is at the discretion of the Chair to invite the Programme Team to remain throughout this part of the process. 
It is important to note that the Programme Team are not members of the PAP.


[bookmark: _Toc513734073]Role of the External Assessors
The primary role of the External Assessors is to act as independent discipline experts. The Assessors may comment on any aspect of the proposal or other relevant topic. In particular, they may be invited to consider:
· Admissions criteria and the targeted student market.
· The suitability of programme content having regard to the stated aims and objectives.
· Appropriateness of the programme title.
· Teaching, learning and assessment strategies (including alignment of module and programme learning outcomes with assessment methods), and workload balance/assessment load.
· Whether the proposed programme meets the academic quality and standards of similar programmes offered by other institutions.
· The Recruitment Statement and whether it adequately promotes the programme.
It is preferable to have both External Assessors present in person at the PAP. If this is not possible, at least one External Assessor is required to be present in person, while the second may participate via phone conference call/video conference. In exceptional circumstances, where an External Assessor cannot be present or participate via phone/video link, they are required to present a written report. In this instance, the programme cannot be approved until that report is considered by the Chair of the PAP. 
[bookmark: _Toc513734074]Role of the Employer Representative 
At least one employer representative, nominated by the Programme Co-ordinator, should be nominated to the PAP, and should attend in person. The Employer Representative may comment on any aspect of the proposal or other relevant topic. 

[bookmark: PAPadmin][bookmark: _Toc513734075]Administration of the PAP
In the case of CPAP/ACE PAP, the College Manager/ACE Manager shall ensure the appropriate discharge of administrative arrangements, and is responsible for ensuring appropriate administrative/secretariat support for the PAP meeting. He/she shall also ensure that all programme documentation is of the appropriate quality for review, and has been circulated to the PAP at least 10 working days prior to the meeting. He/she will ensure that the minute of the relevant Academic Board meeting(s) and the OPP are available to the Secretary and Chair of the PAP, if required for reference during panel discussion. The OPP will not be circulated to the panel in advance of the meeting. APAR will undertake this function in the case of UPAP/DPAP.
The College Manager shall ensure that due process has been completed and that the documentation is acceptable on administrative grounds to proceed to the PAP for consideration, including sign-off by all relevant parties. Resource sign-off should be confirmed by the College Manager of the Lead College in advance of the PAP; hard copy signatures retained by College Office.
In the case of a UPAP/DPAP, APAR shall ensure that the documentation is acceptable on administrative grounds to proceed to the PAP for consideration. 
In the case of ACE PAPs, the ACE Manager, in conjunction with the Programme Co-ordinator, is responsible for ensuring that due process has been completed and that the documentation is acceptable on administrative grounds to proceed to the PAP for consideration, including sign-off by all relevant parties. Resource sign-off should be confirmed by the ACE Manager in advance of the PAP.
The following documentation should be circulated to PAP members and attendees at least 10 working days prior to the meeting:
· Panel Membership, Remit and Authority
· Draft Agenda
· Full Programme Proposal including DMIS report of modules and MOA/other relevant agreement(s)
· Due diligence documentation (if appropriate)
· Additional supporting documentation.
[bookmark: _Toc513734076]Model Agenda for the PAP
The Secretary to the PAP, in liaison with the Chair, shall prepare the Draft Agenda for the meeting, which shall normally take the following form: 
· Private meeting of the panel to familiarise panel members with the programme approval process (stages 1 and 2), finalise the agenda and identify any issues for discussion. The Chair may refer to the relevant Academic Board minute if appropriate.
· Introduction of the Programme Team and brief introduction to the programme by the Programme Co-ordinator.
· Panel and Programme Team discuss the programme in detail, using the following headings as a guide:
· General overview and rationale: Confirmation that any issues/considerations from Academic Board have been addressed; Rationale for the programme; Alignment of programme with industry needs/norms.
· Academic issues: Appropriateness of title; Clarity of programme aims and objectives; Programme content and structure; Teaching, learning and assessment strategies, including alignment of module and programme learning outcomes with assessment methods, with particular emphasis on due diligence in the case of dual awards; Workload balance/assessment load.
· Student-centred aspects of the programme: Admissions/entry criteria and target student market; Student recruitment and advertising strategy; Internationalisation (does the programme structure allow international students to fully participate in an inclusive way?); Work placement (are international students also able to access work placement options e.g. visa requirements/additional supports); Student academic and pastoral support.
· Resources and facilities: Overall resourcing required for the programme including human, financial and physical; Facilities available to the programme. 
· Documentation: Confirmation of sign-off by relevant participating Schools/Departments/Colleges and Financial Analysts (hard copies to be retained by College Office/ACE/APAR, as appropriate).
· Private meeting of the Panel to discuss conditions/recommendations and conclusions.
· The Chair presents conditions/recommendations and conclusions to the programme team (including identification of examples of good practice).

[bookmark: _Toc513734077]Decisions of the PAP 
The PAP has the authority to: 
a) Approve a programme.
b) Approve a programme subject to minor amendments/editorial changes to be completed as soon as possible and suggested recommendations for improvement, which may be considered by the Programme Team at their discretion.
c) Approve a programme subject to the fulfilment of conditions. Conditions are requirements which must be met prior to opening a programme up for recruitment or prior to the start of the programme, as appropriate.
d) Withhold approval of a programme pending further development.
[bookmark: _Toc513734078]The PAP Report
The Report should be written to cover the range of topics discussed and should be structured in accordance with agenda headings. The intention is to reflect the robust discussion, noting any issues of concern or precedent, as these reports will be used to inform the University’s annual monitoring and periodic review of programmes. The Report should present conditions/recommendations, agreed by the PAP, in table format. The Report shall conclude with a clear agreed statement of the approval outcomes as defined above. 
The PAP should routinely identify examples of good practice and commend these to the College Council (or relevant ACE Committee) in the PAP Report. Issues requiring the attention, and/or consideration, of AB or other relevant committee should also be noted in the PAP report.
The Chair reviews the Draft Report prior to circulation to all members of the panel for comment and sign-off. The finalised Report is then issued to the Programme Team for action and follow-up.
The Programme Team shall respond to the PAP by completing the table in the PAP Report demonstrating how conditions/recommendations have been addressed; and by revising and updating the FPP and all associated documentation. The Team’s response to the PAP and revised documentation must be submitted to the Chair and Secretary of the PAP for review and sign-off.
Where a change in title of the programme is a condition of approval, the change in title must be reported back to AB via the Secretary, for noting. 
Where the proposed English language requirements deviate from the approved College requirements, the proposed requirements must be submitted to AB via the Secretary, for approval.
The Secretary will forward the finalised CPAP/ACE PAP Report and finalised programme documentation to APAR for implementation *, and to the College Manager of the Lead College/ACE for their record (* responsibility for implementation of the new ACE programme will lie with ACE). 
APAR will forward finalised UPAP Report and finalised programme documentation to the College Manager of the Lead College/ACE for their record. 
The College Manager/ACE Manager will submit the PAP Report to the College Council/ACE Academic Standards Board for noting and to take forward any relevant actions as specified by the PAP. Having received and considered the report, the College/ACE ASB shall include a summary of any action agreed in the College/ACE report to Academic Board for information.
All PAP Reports shall be submitted by the Secretary of the PAP to the Academic Development and Standards Committee to enable it to discharge its responsibilities with respect to the quality and standards of UCC programmes. ADSC will bring issues to the attention of, and recommend action, to the relevant Board/Committee as appropriate.
All finalised PAP reports and finalised programme documentation will be held on file by APAR in its role as the central repository for all programme approval documentation.
An annual report of all new programme approvals and associated timelines is compiled by APAR and submitted to ADSC and AB for noting. 

[bookmark: CollegeCurriculum][bookmark: _Toc513734079]Programmes Approved by College Curriculum Committee/ACE Academic Standards Board
In the case of Special Purpose/Supplemental Awards, Colleges/ACE may recommend to Academic Board that a programme be considered by a full PAP rather than by the relevant College Curriculum Committee/ACE ASB. 
Where AB delegates full programme approval to either the College Curriculum Committee or the ACE ASB, written input from the current subject external examiner and participation of a representative from APAR, will be required at the relevant approval meeting. The Programme Co-ordinator/Programme Team should make a presentation at the College Curriculum Committee/ACE ASB approval meeting. 
[bookmark: _Toc513734080]Administration of the College Curriculum Committee /ACE Academic Standards Board Approval Meeting
The College Manager/ACE Manager shall ensure the appropriate discharge of administrative arrangements, and is responsible for ensuring secretariat support for the approval meeting. He/she will ensure that the minute of the relevant Academic Board meeting(s) and the Outline Programme Proposal are available to the committee, if required for reference during discussion. 
The College Manager/ACE Manager shall ensure that due process has been completed and that the documentation is acceptable on administrative grounds to proceed to the approval meeting for consideration, including sign-off by all relevant parties. Resource sign-off should be confirmed by the College Manager/ACE Manager in advance of the meeting.
The following documentation should be circulated to committee members and attendees, at least 10 working days in advance of the meeting:
· Agenda
· Full Programme Proposal including DMIS report of modules
· Report from the Subject Extern
· Additional supporting documentation (if relevant).

[bookmark: ExternRole][bookmark: _Toc513734081]Role of the Subject Extern
The Subject Extern shall act as an independent discipline expert. The Extern will be asked to provide written comments to the College Curriculum Committee/ACE Academic Standards Board addressing the areas specified below. The College Curriculum Committee/ACE Board of Studies may also wish to engage with the subject external examiner via phone conference, if required. While the Subject Extern may comment on any aspect of the proposal, he/she should address the following areas in particular when reviewing the programme:
· Admission criteria and the target student market.
· The suitability of the programme content having regard to the stated aims and objectives.
· Appropriateness of the programme title.
· Teaching, learning and assessment strategies (including alignment of module and programme learning outcomes with assessment methods), and workload balance/assessment load.
· Whether the proposed programme meets the academic quality and standards of similar programmes offered by other institutions.
· The Recruitment Statement and whether it adequately promotes the programme.
The Full Programme Proposal (including Programme Learning Outcomes, Entry Requirements, Structure and Content, Marks and Standards, Module descriptions and the Recruitment Statement) should be sent to the Subject Extern, at least 10 working days before the approval meeting.
The Subject Extern is required to submit a written report to the Chair of the College Curriculum Committee/ACE ASB in advance of the relevant meeting. On consideration of the Extern’s report, the Chair may invite the Extern to participate at the approval meeting via phone/video conference. 
Note: Programme approval cannot be finalised until extern comments have been received and considered by the College Curriculum Committee/ACE ASB and appropriate modifications agreed.

[bookmark: _Toc513734082]Decision of the College Curriculum Committee/ACE Academic Standards Board 
A report should be written to cover the range of topics discussed and may be structured in accordance with agenda headings. The intention is to reflect the discussions, noting any issues of concern or precedent, as these reports will be used to inform the University’s annual monitoring and periodic review of programmes. The report should present conditions/recommendations, agreed at the approval meeting, in table format, for completion by the Programme Team, demonstrating how conditions/recommendations have been addressed. The report shall conclude with a clear agreed statement of the approval outcomes as defined above. 
The College/ACE Manager shall submit the report and finalised programme documentation to APAR for file and implementation* purposes (* responsibility for implementation of the new ACE programme will lie with ACE).
In addition, the College Manager/ACE Manager will submit the report to the College Council/ACE ASB for noting and to take forward any relevant actions as specified by the Committee.
All finalised Reports and finalised programme documentation will be held on file by APAR in its role as the central repository for all programme approval documentation.
An annual report of all new programme approvals and associated timelines is compiled by APAR and submitted to ADSC and Academic Board for noting.


[bookmark: _Toc513734083]Implementation of the Approved New Programme
The Chair, with the support of the Secretary to the PAP/Programme Approval Meeting, is responsible for ensuring that all programme documentation has been revised by the Programme Team in accordance with the Report. The finalised Report and programme documentation (including any amendments resulting from the approval meeting) shall be submitted to APAR to implement and facilitate opening up of the programme for recruitment and publication of the curriculum. 
In the case of programmes administered by ACE, the Manager will arrange for the programme to be opened up for recruitment and for publication of the curriculum.
No programme may register students or commence until final sign-off by the relevant PAP Chair (or Chair of the relevant Committee in the case of Special Purpose/Supplemental Awards).
The approved curriculum data set for each new programme is recorded and published online in the following University publications, which represent the University’s official contract with the student:
· University Calendar *
· Book of Modules *
· Marks and Standards
* Note: ACE programmes and module information are recorded separately on the ACE website https://www.ucc.ie/en/ace/.
The published curriculum data set underpins the University business process functions, such as: 
· [bookmark: MajorChanges]student recruitment
· student registration
· lecture and examination timetabling
· examination marks returns
· scheduling and administration of Examination Boards
· calculation of FTEs, which informs resource allocation
· curriculum reporting to internal and external bodies.


[bookmark: _MAJOR_CHANGES_TO_1][bookmark: _Toc513734084]MAJOR CHANGES TO EXISTING PROGRAMMES
Changes classified as Major can be found in section 4.1. Proposed changes to the University Curriculum must be processed in accordance with the University approved procedures outlined in this Handbook and the associated Policies and Guidelines Governing Academic Programmes.
[bookmark: _Toc513734085]Diagrammatic Overview 
[bookmark: _Toc505094766]
[bookmark: _Toc500927756][bookmark: _Toc501116684][bookmark: _Toc504570420][bookmark: _Toc504574204][bookmark: _Toc504574391][bookmark: _Toc504574579][bookmark: _Toc504583416][bookmark: _Toc505094929][bookmark: _Toc500927758][bookmark: _Toc501116686][bookmark: _Toc504570422][bookmark: _Toc504574206][bookmark: _Toc504574393][bookmark: _Toc504574581][bookmark: _Toc504583418][bookmark: _Toc505094931][bookmark: _Toc500927759][bookmark: _Toc501116687][bookmark: _Toc504570423][bookmark: _Toc504574207][bookmark: _Toc504574394][bookmark: _Toc504574582][bookmark: _Toc504583419][bookmark: _Toc505094932][bookmark: _Toc500927760][bookmark: _Toc501116688][bookmark: _Toc504570424][bookmark: _Toc504574208][bookmark: _Toc504574395][bookmark: _Toc504574583][bookmark: _Toc504583420][bookmark: _Toc505094933][bookmark: _Toc500927761][bookmark: _Toc501116689][bookmark: _Toc504570425][bookmark: _Toc504574209][bookmark: _Toc504574396][bookmark: _Toc504574584][bookmark: _Toc504583421][bookmark: _Toc505094934][bookmark: _Toc513734086]Timelines
The Schedule Governing Approval, Validation and Configuration of the University Curriculum sets out the timetable for changes to all mainstream, ACE and International Education programmes and modules.
Each College/ACE will have its own local procedures and deadlines to facilitate the processing and approval of major changes to existing programmes, in order to meet the university schedule. 

[bookmark: _Toc513734087]Development and Consultation Stage
Proposals for curriculum changes will come from a variety of sources both internal and external. Preliminary discussions will normally occur within a School/Department or between groups of Schools/Departments. Where External Examiner(s) have made any suggestions/comments regarding an existing programme, these should be considered when proposing changes to that programme. 
In the case of all Major Changes, all affected School/Departments/Colleges must be consulted as early as possible in the process. The onus is on the proposer of the change to ensure that the Programme Co-ordinator/Director of any affected programme has been consulted and will undertake to submit any consequential changes to his/her programme to the relevant School/College/ACE for approval.
The MM1 form will prompt and guide you on the relevant consultations and the signatories required. 
If the proposed Major Change affects students taking the programme, the School/Department should consult with the students; the change cannot proceed without the written agreement of all students. 
[bookmark: _Toc513734088][bookmark: _Toc501014282][bookmark: _Toc501014401][bookmark: _Toc501030404][bookmark: _Toc501469023][bookmark: _Toc501469159]Points to note at Development Stage
Interdisciplinary Programmes
Where changes are proposed to an existing interdisciplinary programme, consultation with all participating Schools/Departments/Colleges should be undertaken as early as possible, to avoid delays in the development and approval of the proposal. Reference should be made to the Academic Council Policy Governing Interdisciplinary programmes (see Policies and Guidelines Governing Academic Programmes).
Online and Blended Learning Programmes
Where the proposed Major Change involves an online or blended learning programme or component, advice should be sought from the Instructional Design Team.

[bookmark: _Toc504570431][bookmark: _Toc504574215][bookmark: _Toc504574402][bookmark: _Toc504574590][bookmark: _Toc504583425][bookmark: _Toc505094938][bookmark: _Toc504570432][bookmark: _Toc504574216][bookmark: _Toc504574403][bookmark: _Toc504574591][bookmark: _Toc504583426][bookmark: _Toc505094939][bookmark: _Toc513734089]MM1/MM2 Major and Minor Changes Forms
Proposal forms for changes to existing programmes can be found on the APAR website. All proposals for Major Changes must be submitted on the correct form (MMI or MM2 for ACE Programmes); and must be completed by the Programme Co-ordinator and submitted to the School Administrator/College/ACE Manager for approval, in accordance with local procedures and deadlines. As forms may be updated annually, the form should be downloaded from the APAR form bank as required; outdated forms submitted for approval may be returned to the proposer by the School/College/ACE.
In the case of interdisciplinary programmes, the College Manager of the Lead College shall liaise with the College Managers of all participating Colleges and ensure that documentation is submitted for sign-off to all participating Colleges in accordance with local procedures and deadlines in each College.

[bookmark: _Toc500927765][bookmark: _Toc501116693][bookmark: _Toc504570434][bookmark: _Toc504574218][bookmark: _Toc504574405][bookmark: _Toc504574593][bookmark: _Toc504583428][bookmark: _Toc505094941][bookmark: _Toc513734090]Role of the Approval Body in Considering Major Changes 
It is recommended that a representative(s) from the Programme Team (including the Programme Co-ordinator) be invited to attend the meeting considering the proposed Major Change. 
In reviewing the Major Change, the Committee should consider the following:
· Classification of change: the Committee has primary responsibility for a critical examination of the proposals presented, and for correctly classifying changes as Major or Minor (see here for University’s classification of Major and Minor Changes).
· Has all relevant paperwork and supporting documentation been submitted to inform the review of the proposed change?
· Is the NFQ level and the award title, as originally, approved still appropriate?
· Are the proposed changes in accordance with the University’s Policies and Procedures?
· Where a new exit award is being introduced, are the aims and learning outcomes clear and coherent and is the proposed NFQ level of the award in accordance with national standards?
· Review associated DMIS Module Report for new modules/module changes where appropriate.
· Do the curricula, teaching, learning and assessment methods in the revised programme enable students to reach the appropriate standard to achieve the award?
· The alignment of assessment to module learning outcomes, and in turn the alignment of module learning outcomes to the programme learning outcomes.
· Existing cohorts of students are not materially disadvantaged by the proposed change. If the proposed Major Change affects students currently taking the programme, the School/Department should consult with the students; the change cannot proceed without the written agreement of all affected students.
· Where the proposed change involves the introduction (or change) of an online or blended learning component a member of the Instructional Design Team should be invited to the meeting.
· Colleges/ACE are required to liaise with the relevant offices in Academic Affairs to ensure there are no adverse operational/implementation issues arising from any proposed Major Change prior to final approval. Feedback from this consultation should be notified by the College Manager/ACE Manager to the relevant College Committee/ACE Academic Standards Board.
· Occasionally, proposed changes may be so substantial that the proposal should be classified and processed as a new programme. Colleges/ACE may consult APAR for guidance in such instances. The Senior Vice-President Academic and Registrar will bring a recommendation to Academic Board for final decision on the classification of the proposal, if necessary.
· Impact of the change on other sections of the University Calendar other than the programme description (e.g. General Regulations sections, Scholarships & Prizes, etc.); these changes must also be included in the Change Form.

[bookmark: _Toc513734091]Approval of Major Changes 
[bookmark: _Toc513734092]Major Changes Requiring Approval at College/ACE Academic Standards Board Level 
The College/ACE ASB (operating under delegated authority from Academic Board) has the authority to:
· Approve a Major Change.
· Approve a Major Change subject to minor amendments/editorial changes.
· Reject a Major Change.
· Endorse certain Major Changes for approval at AB (see classification in section 4.1)
For each Major Change considered by a College/ACE, it is recommended that the minutes of the Curriculum Committee Meeting/ACE ASB record the range of issues discussed, and the final decision.
[bookmark: _Toc513734093]Major Changes Requiring Approval by Academic Board 
Following endorsement by College(s)/ACE, certain Major Changes must be submitted by the College Manager/ACE Manager to AB as a separate Agenda item, for final approval (see Classification of Changes here). The schedule of AB meetings and the “Major Changes to Existing Programmes Coversheet” can be found here. 
Following each AB meeting, the minute regarding Major Change Proposals will be circulated by the Academic Secretariat to Heads of Colleges College Managers/ACE Manager, APAR and other University Officers, as appropriate.

[bookmark: _Toc513734094]Implementation of Major Change
Following approval by the College, the finalised programme documentation, incorporating any changes requested at the meeting, along with confirmation that all signatures have been obtained as required, shall be submitted by the relevant College Manager to APAR in a composite report for implementation (including consultation with the relevant recruitment offices) and publication. 
In the case of ACE programmes, following approval by the ACE Academic Standards Board, the finalised programme documentation, incorporating any changes requested at the meeting, along with confirmation that all signatures have been obtained as required, shall be submitted by the Programme Co-ordinator to the ACE Manager for implementation and publication.
In the case of changes requiring approval by AB, the documentation as endorsed by College/ACE ASB and approved by AB shall be used by APAR/ACE for implementation.

[bookmark: _Toc513734095]Communication
[bookmark: _Toc513734096]Notification of Final Approval within the College/ACE
The College/ACE Manager is required to communicate the College’s/ACE ASB’s or Academic Board’s decision internally within their College/ACE to the Programme Co-ordinator and other staff within the College/ACE as appropriate.
[bookmark: _Toc504574226][bookmark: _Toc504574413][bookmark: _Toc504574601][bookmark: _Toc504583436][bookmark: _Toc505094949][bookmark: _Toc504574227][bookmark: _Toc504574414][bookmark: _Toc504574602][bookmark: _Toc504583437][bookmark: _Toc505094950][bookmark: _Toc500927777][bookmark: _Toc501116705][bookmark: _Toc504574228][bookmark: _Toc504574415][bookmark: _Toc504574603][bookmark: _Toc504583438][bookmark: _Toc505094951][bookmark: _Toc500927778][bookmark: _Toc501116706][bookmark: _Toc504570442][bookmark: _Toc504574229][bookmark: _Toc504574416][bookmark: _Toc504574604][bookmark: _Toc504583439][bookmark: _Toc505094952][bookmark: _Toc500927779][bookmark: _Toc501116707][bookmark: _Toc504570443][bookmark: _Toc504574230][bookmark: _Toc504574417][bookmark: _Toc504574605][bookmark: _Toc504583440][bookmark: _Toc505094953][bookmark: _Toc500927780][bookmark: _Toc501116708][bookmark: _Toc504570444][bookmark: _Toc504574231][bookmark: _Toc504574418][bookmark: _Toc504574606][bookmark: _Toc504583441][bookmark: _Toc505094954][bookmark: _Toc500927781][bookmark: _Toc501116709][bookmark: _Toc504570445][bookmark: _Toc504574232][bookmark: _Toc504574419][bookmark: _Toc504574607][bookmark: _Toc504583442][bookmark: _Toc505094955][bookmark: _Toc500927782][bookmark: _Toc501116710][bookmark: _Toc504570446][bookmark: _Toc504574233][bookmark: _Toc504574420][bookmark: _Toc504574608][bookmark: _Toc504583443][bookmark: _Toc505094956][bookmark: _Toc500927783][bookmark: _Toc501116711][bookmark: _Toc504570447][bookmark: _Toc504574234][bookmark: _Toc504574421][bookmark: _Toc504574609][bookmark: _Toc504583444][bookmark: _Toc505094957][bookmark: _Toc500927784][bookmark: _Toc501116712][bookmark: _Toc504570448][bookmark: _Toc504574235][bookmark: _Toc504574422][bookmark: _Toc504574610][bookmark: _Toc504583445][bookmark: _Toc505094958][bookmark: _Toc500927785][bookmark: _Toc501116713][bookmark: _Toc504570449][bookmark: _Toc504574236][bookmark: _Toc504574423][bookmark: _Toc504574611][bookmark: _Toc504583446][bookmark: _Toc505094959][bookmark: _Toc500927786][bookmark: _Toc501116714][bookmark: _Toc504570450][bookmark: _Toc504574237][bookmark: _Toc504574424][bookmark: _Toc504574612][bookmark: _Toc504583447][bookmark: _Toc505094960][bookmark: _Toc500927787][bookmark: _Toc501116715][bookmark: _Toc504570451][bookmark: _Toc504574238][bookmark: _Toc504574425][bookmark: _Toc504574613][bookmark: _Toc504583448][bookmark: _Toc505094961][bookmark: _Toc500927788][bookmark: _Toc501116716][bookmark: _Toc504570452][bookmark: _Toc504574239][bookmark: _Toc504574426][bookmark: _Toc504574614][bookmark: _Toc504583449][bookmark: _Toc505094962][bookmark: _Toc500927789][bookmark: _Toc501116717][bookmark: _Toc504570453][bookmark: _Toc504574240][bookmark: _Toc504574427][bookmark: _Toc504574615][bookmark: _Toc504583450][bookmark: _Toc505094963][bookmark: _Toc500927790][bookmark: _Toc501116718][bookmark: _Toc504570454][bookmark: _Toc504574241][bookmark: _Toc504574428][bookmark: _Toc504574616][bookmark: _Toc504583451][bookmark: _Toc505094964][bookmark: _Toc513734097]Notification to Admissions Office(s)
Following approval, updated recruitment/promotional material should be submitted by the Programme Co-ordinator to the relevant Admissions Office(s), if appropriate.
[bookmark: Minorchanges]

[bookmark: _MINOR_CHANGES_TO_1][bookmark: _Toc513734098]MINOR CHANGES TO EXISTING PROGRAMMES and CHANGES TO MODULES
Changes classified as Minor can be found in section 4.2. Proposed changes to the University Curriculum must be processed in accordance with the University approved procedures outlined in this Handbook and the associated Policies and Guidelines Governing Academic Programmes.
[bookmark: _Toc513734099]Diagrammatic Overview

[bookmark: _Toc504570458][bookmark: _Toc504574245][bookmark: _Toc504574432][bookmark: _Toc504574620][bookmark: _Toc504583455][bookmark: _Toc505094968][bookmark: _Toc513734100]Timelines
The Schedule Governing Approval, Validation and Configuration of the University Curriculum sets out the timetable for changes to all mainstream, ACE and International Education programmes and modules.
Each College/ACE will have its own local procedures and deadlines to facilitate the processing and approval of minor changes to existing programmes, in order to meet the university schedule.

[bookmark: _Toc504570460][bookmark: _Toc504574247][bookmark: _Toc504574434][bookmark: _Toc504574622][bookmark: _Toc504583457][bookmark: _Toc505094970][bookmark: _Toc513734101]Development and Consultation Stage
Proposals for curriculum changes will come from a variety of sources both internal and external. Where External Examiner(s) have made any suggestions/comments regarding an existing programme, these should be considered when proposing changes to that programme. 
In the case of all Minor Changes, all affected School/Departments/Colleges must be consulted as early as possible in the process. The onus is on the proposer of the change to ensure that the Programme Co-ordinator/Director of any affected programme has been consulted and will undertake to submit any consequential changes to his/her programme to the relevant School/College/ACE for approval.
The MM1 form will prompt and guide you on the relevant consultations and the signatories required. 
[bookmark: _Toc505094976][bookmark: _Toc513734102]MM1/MM2 Major and Minor Changes Forms
Proposal forms for changes to existing programmes can be found on the APAR website. All proposals for Minor Changes must be submitted on the correct form (MMI or MM2 for ACE Programmes); and must be completed by the Programme Co-ordinator and submitted to the School Administrator/College/ACE Manager for approval, in accordance with local procedures and deadlines. As forms may be updated annually, the form should be downloaded from the APAR form bank as required; outdated forms submitted for approval may be returned to the proposer by the School/College/ACE.
Changes to modules/creation of new modules are submitted for approval to the relevant Department/School/College/ACE via the DMIS Online Book of Modules (see here for guidelines), in accordance with local procedures and deadlines.

[bookmark: _Toc513734103]Role of the Approval Body in Considering Minor Changes and Changes to Modules 
In reviewing the Minor Change, the Committee should consider the following:
· Classification of change: the Committee has primary responsibility for a critical examination of the proposals presented, and for correctly classifying changes as Major or Minor (see here for University’s classification of Major and Minor Changes).
· Has all relevant paperwork and supporting documentation been submitted to inform the review of the proposed change?
· Are the proposed changes in accordance with the University’s Policies and Procedures?
· Do the curricula, teaching, learning and assessment methods in the revised programme enable students to reach the appropriate standard to achieve the award?
· Knock-on effects for the programme description in the University Calendar, the module description in the Book of Modules and/or the programme Marks and Standards.
· The alignment of assessment to module learning outcomes, and in turn the alignment of module learning outcomes to the programme learning outcomes.
· Existing cohorts of students are not materially disadvantaged by the proposed change.
· Where the proposed change involves the introduction (or change) of an online or blended learning component has the Instructional Design Team been consulted?
· Review the Module Change Report for new modules/module changes.
· Impact of the change on other sections of the University Calendar other than the programme description (e.g. General Regulations sections, Scholarships & Prizes, etc.); these changes must also be included in the Change Form.
· Consider the impact of any Minor Change on the overall integrity of the programme as originally approved, especially where minor changes are introduced to a programme over a number of years consecutively.

[bookmark: _Toc513734104]Approval of Minor Changes 
Proposed Minor Changes must be submitted to College/ACE in accordance with the College/ACE approved local procedures and deadlines. Proposed changes will only be considered if submitted on the correct forms (available here).
Changes will normally be considered by a Curriculum Committee/ACE Academic Standards Board, which will recommend approval or otherwise to the College/ACE. A record of such decisions should be retained at College level. 
In the case of interdisciplinary programmes, the Lead College will approve Minor Changes, in accordance with local procedures and deadlines.
Issues, if any, arising from consideration of Minor Changes will be forwarded to Academic Board for consideration, in consultation with APAR.

[bookmark: _Toc513734105]Outcomes of Approval Process
The College/ACE ASB (operating under delegated authority from AB) has the authority to:
· Approve a Minor Change
· Approve a Minor Change subject to amendments/editorial changes
· Reject a Minor Change
· Reclassify the change as Major.

[bookmark: _Toc513734106]Implementation of the Change
Following approval by the College, the finalised MM1 Form, incorporating any changes requested at the meeting shall be submitted by the relevant College Manager to APAR in a composite report for implementation and publication. 
In the case of ACE programmes, following approval by the ACE ASB, the finalised MM2 Form, incorporating any changes requested at the meeting shall be submitted by the Programme Co-ordinator to the ACE Manager for implementation and publication.
[bookmark: _Toc504570469][bookmark: _Toc504574256][bookmark: _Toc504574443][bookmark: _Toc504574631][bookmark: _Toc504583466][bookmark: _Toc504570471][bookmark: _Toc504574258][bookmark: _Toc504574445][bookmark: _Toc504574633][bookmark: _Toc504583468]Following College approval, all new/revised modules will be published by APAR in the Book of Modules. Following approval by the ACE ASB, the ACE Manager will arrange for implementation and publication.

[bookmark: _Toc513734107]Communication
[bookmark: _Toc513734108]Notification of Final Approval within the College/ACE
The College/ACE Manager is required to communicate the College’s/ACE ASB’s decision internally within their College/ACE to the Programme Co-ordinator and other staff within the College/ACE as appropriate.

[bookmark: _Toc513734109]Notification to Admissions Office(s)
Following approval, updated recruitment/promotional material should be submitted by the Programme Co-ordinator to the relevant Admissions Office(s), if appropriate. 
[bookmark: _CHANGES_TO_MARKS_1]

[bookmark: _Toc513734110]CHANGES TO MARKS AND STANDARDS
Changes to Marks and Standards, including changes arising as a result of changes to programme structure/modules (e.g. introduction of an exit award, change to pass/fail etc.) are submitted for approval by the School/Department to the relevant College/ACE, in accordance with their approved local procedures and deadlines. The Examinations and Records Officer (Dr Siobhán Cusack (Ext. 2405/s.cusack@ucc.ie) must be consulted when proposing changes to Marks and Standards.
Where relevant, arrangements for the phasing out of existing programme requirements, as well as repeat arrangements for students failing the existing programme, must be included in the revised entry. 

[bookmark: _Toc513734111]Diagrammatic Overview

[bookmark: _Toc513734112]Timelines
The Schedule Governing Approval, Validation and Configuration of the University Calendar may be found here; the Schedule governs changes to all mainstream, ACE and International Education programmes and modules. Each College will have its own local procedures and deadlines governing the consideration and approval of Changes to Marks and Standards, in order to meet the University schedule. Proposed changes to the University Curriculum must be processed in accordance with the University approved procedures outlined in this Handbook; associated Policies and Guidelines Governing Academic Programmes may found here. 

[bookmark: _Toc513734113]Changes to Marks and Standards Form
Proposal forms for Changes to Marks and Standards can be found on the APAR website here. If the proposed change(s) to Marks and Standards has knock-on implications for the University Calendar, the change should be processed as part of a Major or Minor Change using the MM1 Major and Minor Changes Form; changes that only affect the programme Marks and Standards entry should be processed via an MS1/MS2 Form; contact APAR for advice if required. 
* Note: As forms may be updated annually the form should be downloaded from the APAR form bank as required; outdated forms submitted for approval may be returned to the proposer by the College/ACE.) 
[bookmark: _Toc513734114]Approval of Changes to Marks and Standards
Proposed changes will normally be considered by a Curriculum Committee/ACE ASB, which will recommend approval or otherwise to the College/ACE. Issues, if any, arising from Colleges’/ACE’s consideration of changes will be forwarded to Academic Board for consideration, in consultation with APAR/Student Records and Examinations Office.

[bookmark: _Toc513734115]Implementation of Changes to Marks and Standards 
Following Colleges’ approval of Changes to Marks and Standards, each College is responsible for compiling the Marks and Standards for its programmes, and forwarding the finalised document to APAR for publication on the web at the commencement of the academic year. 
Following ACE ASB approval of Changes to Marks and Standards, the ACE Manager is responsible for compiling the Marks and Standards for its programmes and for publication on the web at the commencement of the academic year. 


[bookmark: _Toc513734116]TEMPORARY CESSATION OF AN ACADEMIC PROGRAMME

[bookmark: _Toc513734117]Policy 
The “Policy for the Temporary Cessation of an Academic Programme” (approved by Academic Board 04-Mar-16) clarifies the conditions under which an academic programme can be “parked” temporarily. A programme may be temporarily suspended for up to three years, following which it will either be (a) removed permanently from the list of programmes on offer by the university, (b) held in abeyance for longer with the approval of the College Executive or (c) re-introduced. Following the three-year suspension period, the College/ACE should advise APAR of the status of the programme going forward in accordance with the process outlined in the Policy. The full Policy for the Temporary Cessation of an Academic Programme may be found here.

[bookmark: _Toc513734118]Temporary Cessation of an Academic Programme Form
Form TS1 (Request for the Temporary Cessation of an Academic Programme) can be found on the APAR website (here). All proposals must be submitted on the correct form. As forms may be updated annually, the form should be downloaded from the APAR form bank as required; outdated forms submitted for approval may be returned to the proposer by the School/College/ACE.

[bookmark: _Toc513734119]Timelines 
The College/ACE is the ultimate approval authority for the temporary suspension of an academic programme and will have its own local procedures and deadlines for the review and approval of the proposed cessation. 
The request to temporarily suspend a postgraduate programme should normally be fully approved before PAC roll-forward (i.e. no later than October for entry in September of the following year); information on approval outside this timeline is available in the Policy document. 
The request to temporarily suspend a non-CAO, locally recruited programme should normally be fully approved in advance of publication of the prospectus i.e. at least 18 months in advance of student intake). 
The temporary cessation and re-activation of ACE programmes will be administered by ACE in accordance with this policy.


[bookmark: _Toc513734120]LATE CHANGES
A Late Change is a change to the provisional Calendar and Book of Modules/ACE section of the study@ucc website. 
The publication of the provisional Calendar and Book of Modules (normally in July) drives student registration, as they directly inform the module choices and progression pathways presented to a student at the point of registration; incomplete or inaccurate information leads to confusion and delays in registration processes, with knock-on effects for the related business processes. In a twelve-week semester, any delay to registration can prevent a student from accessing laboratories, the Library, Blackboard etc. 
A Late Change proposal will therefore only be considered in exceptional circumstances. 
Form L (Late Change Proposal Form) must be used when proposing a late change. Late Changes require approval by the relevant School/Department and College/ACE, in accordance with their own local procedures. Following approval, the Late Change Form and supporting documentation will be submitted by the College/ACE to APAR for implementation. Form L can be obtained by contacting APAR at acadprog@ucc.ie.


[bookmark: _Toc513734121]RETROSPECTIVE CHANGES 
A Retrospective Change is a change to the finalised Calendar and Book of Modules/ACE section of the study@ucc website for the current academic year. The finalised Calendar and Book of Modules are made available on the first day of the new academic year, and represent the University’s formal contract with the student. 
A Retrospective Changes will therefore only be considered in exceptional circumstances, and must be agreed by all affected students. 
Form R1 (Retrospective Change form) must be used if proposing a retrospective change. Retrospective changes require approval by the relevant School/Department and College/ACE, in accordance with their own local procedures. Following approval, the retrospective change form and supporting documentation should be submitted by the College/ACE to APAR for implementation. Form R1 can be obtained by contacting APAR at acadprog@ucc.ie.
School/Dept Approval


College/ACE Academic Standards Board Approval


Approved Minor Change Implemented by APAR/ACE









School/ Department Approval


College/ACE  Approval


Implementation of  Approved Change by College/ACE


Publication of Marks and Standards by  APAR/ACE














>  Change in programme title 
>  Addition of a minor award/exit route 
>  Addition of a partner
>  Change to undergraduate admissions requirements/CAO admission procedure 
>  Change to English language requirements 
>  Creation of a new subject area not previously offered in UCC 
>  Change in the overall credits for the programme.



Approval Required
 
College/
ACE ASB
and
Academic Board








>  Opening up an existing exit award for recruitment 

> Change in Entry Requirements for postgraduate programmes (e.g. if the proposal excludes a cohort previously allowed apply for the programme, or makes the entry requirement harsher) - contact APAR for advice

> Substantive change in programme structure and/or regulation(s) 

> Substantial change in programme content and/or Programme Learning Outcomes 

> An appreciable change (e.g. 20%) in the number of students taking a programme 

> Creation/Withdrawal of Subject Areas/Pathways/Streams within a programme 

> Permanent Deletion/Withdrawal of a Programme from the UCC portfolio* 

> Introduction of full-time or part-time option for existing programme 

> Change in the mode of delivery or learning environment (e.g. blended learning of an existing programme).


Approval Required
 
College/
ACE ASB









>  Change in module title(s)
>  Change in credit weighting of a module (Note: this requires the creation of a new module)
>  Addition or Removal of module(s) from programme(s)
>  Changes in the descriptive text informing students about module choices, programme specific pre-requisites, or regulations governing quotas for pathways in programmes, etc.
>  Change in Entry Requirements for postgraduate programmes – see section 4.1 above; contact APAR for advice



Approval Required
 
College/
ACE ASB









>  Creation of a new module

>  Change in description of an existing module under the following headings:
   • Module Title 
   • Credit Weighting *
   • Semester(s) 
   • No. of Students
   • Pre-requisite(s) 
   • Co-requisite(s) 
   • Teaching Method(s)
   • Module Co-ordinator 
   • Lecturer(s)
   • Module Objective
   • Module Content
   • Learning Outcomes
   • Assessment
   • Compulsory Elements
   • Penalties (for late submission of Course/Project Work etc.)
   • Pass Standard and any Special Requirements for Passing Module
   • Formal Written Examination
   • Requirements for Supplemental Examination


Approval Required
 
College/
ACE ASB









>  Timing  of the formal Examination Boards
> Total Marks for each year of the programme (e.g. arising from the inclusion of a pass/fail module) 
> Pass (and progression) standard for the award
> Calculation of honours 
> Carrying forward of marks towards final award
> Regulations governing approved exit awards for the programme
> Exemptions
> Rules governing examination in a Supplemental and/or Repeat year



Approval Required
 
College/
ACE ASB








School/Dept endorsement of Outline Programme Proposal


College(s)/ACE endorsement of Outline Programme Prosposal


AB approval of Stage 1 and determiniation of Stage 2 approval pathway










CPAP/ACE PAP/UPAP or College/ACE Curriculum Committee


Outcome of Stage 2 reported to ADSC


Approved New Programme implemented by APAR/ACE









School/Dept Approval


College/ACE Approval


(Academic Board approval, where necessary)


Approved Major Change implemented by APAR
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