Course Team identify
potential minor change

Course Team seek advice
from FDLT, FDQ, HoS

i

Course Team determine if
change meets criteria for
a routine or a major
change and follow the
appropriate process.
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Course Team review criteria and

guidance documents on change types

and minor changes, including the
“Policy on Changes to Published
Material Course Information

Does the potential

Process flow for minor change

This flow should be read in conjunction with guidance
documents and the minor change proposal form

change meet the criteria
or a minor change?

IF FQC reject the proposal,
it is returned with feedback
to the course team for
further development and
resubmission by the new
agreed deadline

Not
approved

Yes

A

Course Team liaise with
Faculty Director of Quality/Faculty Quality Office
for submission deadlines.

Undertake consultation and development with
colleagues and other relevant University
departments. This step includes co-production with
students if relevant.

Seek Head of School (HoS) sign-off for proposal

Complete and submit minor change paperwork
(coversheet, updated module specification, course
document, change log)

ubmit to Faculty Qualit
Committee (FQC) for
approval

Faculty Quality Office notify
QSO and other University
departments of minor module
change

Approve»

Student Systems QL update
the student records system
with the change
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