
Process flow for major changes 
to courses and/or modules

 

Yes
Does the change 

meet the criteria for 
a major change?

Course Team identify 
potential major change to 

the  course. 

If SAP approve, QSO confirm the 
approval and circulate 

documentation to University 
departments. 

No

Review the criteria and guidance for 
change types and major changes. 
Read “Policy on Changes to Published 
Material Course Information”.

Seek advice on developing the change from your Faculty 
Director of Learning and Teaching, Faculty Director of Quality 
and Head of School.

Liaise with FDQ / Faculty Quality Office to determine the 
deadlines for submission for stages 1 and 2.  

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

Complete stage 1 documentation, including cover sheet. Use 
the track changes functionality to update course documents. 
Submit to Faculty Quality Office by the previously agreed 
deadline. 

Faculty Portfolio 
Planning Executive
consider proposal

FPPE do not approve and return to 
course team, with feedback, for 

further development.  
Do not approve

Approve

Prepare and submit stage 2 documentation to the Faculty 
Quality Office by the agreed deadline.

Faculty Scrutiny Panel review course documents and if they 
approve, the proposal proceeds, dependent on the type of 
change. (Outlined in major change proposal form).

Seek advice from Faculty 
Director of Learning and 

Teaching, Faculty Director 
of Quality and Head of 

School

Some changes require 
review by University 
Standing Approval Panel 

Faculty notify PSRB, partners and 
students where appropriate

Changes which impact significantly 
on finances/resourcing must be 
reviewed by Academic Strategy 

Committee (ASC) 

This flow should be read in conjunction 
with other guidance documents and the 
major course proposal form.

For changes not requiring SAP, 
Faculty circulate confirmation of 

change to University.
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