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Proposal for a New Programme

This form is available for downloading from admin/ar/templateshop (item 3.1)- spaces can be expanded as required.


This proposal is in      Strategic Phase


          Operational Phase

	1.
Name of School and School contact:

     Name of intended Programme Director:

	2.
Award and Title of proposed new programme (see * below)


	Proposed JACS code 
(see ** below):



	3.
Award(s) for a postgraduate programme

Please circle the award(s) available on this programme

Indicate the award(s) that students should be able to register for (rather than receive as an exit award only)

MSc/MA/MBA/MDes/MRes

PGDip

PGCert



	4.
Month and Year of first intake to the programme


Will the programme be offered as:


 FORMCHECKBOX 

full-time


 FORMCHECKBOX 

part-time


 FORMCHECKBOX 

full-time and part-time



	5.
If the proposed new programme is a revised version of an existing programme, state how this will be phased in, i.e. - year(s) that Parts B, C, D will commence; pathway for students currently on placement/leave of absence and resit students



	6.
List the module codes of any new modules proposed.


List the module codes of any restructured modules (changed credit weighting) proposed.

 

	7.
Is it intended that any modules will be available by full/partial Distance Learning?
 FORMCHECKBOX 
  Yes













 FORMCHECKBOX 
  No

Is it intended that the programme will be fully Distance Learning?



 FORMCHECKBOX 
  Yes













 FORMCHECKBOX 
  No

Guidelines on full/partial DL provision are available on the intranet at:

https://internal.lboro.ac.uk/admin/registry/uniwide/
The QAA Code of Practice on Collaborative Provision and Flexible and Distributed Learning 

(including e-learning) should be followed and is available at:

http://www.qaa.ac.uk/AssuringStandardsAndQuality/code-of-practice/Pages/default.aspx


	8.
Reasons for the proposal: its purpose and relevance; how it will enhance calibre of teaching and learning; implications for existing programmes and modules in the department (see * below)


	9.
Expected student numbers



	10.
Staffing implications - adequacy of existing departmental resources; net increase/reduction in staff teaching effort or demands on support staff



	11.
Additional Library requirements



	12.
Additional Computing Support required 

        FORMCHECKBOX 
   Network/Software (please elaborate):

        FORMCHECKBOX 
   Lab Space (please elaborate):



	13.
Other resource implications, e.g. - lecture room, lab and other space requirements; equipment, materials; timetabling constraints (block-teaching for example); any special residential requirements



	14.
Implications for other Schools both providing and receiving (strategic or otherwise)


	15.
Evidence of demand and suitability; views of lecturers; current/prospective students; external examiners/ assessors, professional/industrial bodies etc.



	16.
Implications for employability



	17.
Any other relevant information




* A school proposing a group of new programmes/titles with a high proportion of common modules, or proposing to add a new programme/title to an existing group of this kind, should produce information clearly defining the award pathways and justify the differentiation of the award titles.  Proposals of this type should be flagged up during the strategic phase, bearing in mind that the case may be driven by non-pedagogic issues (such as marketing, recruitment or administration).  For proposals of this kind, Schools are advised to produce a single set of Programme Regulations and one Programme Specification, identifying clearly the pathways to, and the ILOs for, the award titles.  
Where programmes are grouped within a suite with a generic title they should be referred to within the Programme Regulations and Programme Specification as degree paths.
** For the complete list of JACS codes see: http://www.hesa.ac.uk/index.php?option=com_content&task=view&id=158%Item
Advice may be sought from Tom Wale (t.f.wale@lboro.ac.uk, extn 222235) in the Planning Office.
STRATEGIC PHASE


Financial Statement attached


Rachel Atkin (Student Recruitment and Admissions) and 
Tony Westaway (International Office) have been consulted about the proposed 
 title of the programme)

For undergraduate programmes only:
Comments attached from Rachel Atkin (Student Recruitment and Admissions) on market opportunities for the programme
Departments having terminology in common in their programme titles 
and for which this may be a concern have been consulted 
e.g Management, Business, Design.  Consultation forms are attached
Dean of School Signature:…………………………………………………………….

Date: …………………………………..

Comments from Associate Dean (Teaching):

This proposal has been discussed with the School and can now be submitted to Operations Committee.

Yes/No

Associate Dean (Teaching) Signature: ………………………………………………………..

Date: ……………………………………

Forms not including both the Dean and Associate Dean (Teaching)'s signature will not be accepted.

OPERATIONAL PHASE


Programme Regulations attached 

(see Template Shop website – item 3.10/3.11 - for  Programme Regulations Template)

Programme Specification attached

(see Template Shop website – item 3.2 - for updated Prog Spec Template and Guidance Notes)

New and Restructured Module Specifications (LUSI versions) attached 

(to include a completed proposal form for module changes as used for 

the Annual Update process, excluding the Approval Route page for signatures
 –ONE form will suffice for common responses)


Curriculum Map attached


Assessment Matrix attached (for all modules)


Evidence of External Support attached

(N.B. see guidance notes for requirements)
Consultation forms attached and considered:


Other Academic Departments/Schools

(Please list)



Library



Careers and Employability Centre


IT Services



Facilities Management



Teaching Centre (where appropriate for the development, 


support and provision of distance learning)


Quality Assurance Statement attached (for collaborative proposal only)
Dean of School Signature:…………………………………………………………….

Date: …………………………………..

Comments from the Associate Dean (Teaching):

This proposal can now be submitted to Curriculum Sub-Committee

Associate Dean (Teaching) Signature: ………………………………………………………..

Date: ……………………………………

Forms not including both the Dean of School and Associate Dean (Teaching)'s signature will not be accepted.

WHEN SUBMITTING OPERATIONAL PROPOSALS please forward an electronic copy of the proposal form and the programme regulations/specification as an email attachment to M.A.Ashby
(August 2011)

APPROVAL OF NEW PROGRAMMES
(This page is for information and should not be copied into the approval process)

Approval for new programmes is in two phases.
In the strategic phase an outline proposal is scrutinised by Operations Committee. 
In the operational phase a revised and more detailed proposal is scrutinised by Curriculum Sub-Committee and a recommendation made to Learning and Teaching Committee.    

New programmes should not be publicised and UCAS listing cannot be permitted until LTC has given permission.  Final approval is given by Council upon the recommendation of Senate.  Please refer to the Academic Quality Procedures Handbook for a fuller description of the process.

If a proposed new programme is a revised version of an existing programme, or has implications for an existing programme, effects on existing students should be minimised. Existing students who would be affected should be informed of the changes before the beginning of the academic session in which the changes would be effective.

The Strategic Phase
1.
Complete the proposal form in consultation with the Associate Dean (Teaching) and undertake the necessary consultations as identified in the Strategic Phase checklist.  

2.
Complete a New Course Costing Form available from your School’s management accountant.
3.
Send copies of both forms to the Associate Dean (Teaching) who will pass them on to Martine Ashby (Secretary to Curriculum Sub-Committee).  Keep an e-copy of the proposal form since it may be necessary to modify it in the light of comments made.

In the strategic phase the proposal is examined by Operations Committee in the light of comments made by the Directorate.  Departments will receive feedback as quickly as possible after the OSC meeting. 

While in the strategic phase, prepare for the operational phase:

1.
Send copies of the consultation form (which follows in these documents) to the various Schools and service departments so that they may comment upon your proposal.  

2.
Set up module specifications on LUSI for new modules associated with the proposed programme – your Departmental Administrator will assist with this in the first instance.  Distance Learning/partial DL* modules should be identified on the LUSI database. Sub-headings provided in the LUSI module specification template should not be edited.
3.
Draft the Programme Regulations** and Programme Specification***, identifying distance learning/partial DL* modules.  Where DL provision is involved, proposers should be mindful of the QAA Code of Practice on Collaborative Provision and Flexible and Distributed Learning (including e-learning).****

The Quality Enhancement Officer for the relevant School will contact the programme proposer once a strategic proposal for a new programme has been submitted, to offer assistance in producing the programme specification.

4.
Invite at least one external senior academic, who should include your External Examiner unless there is good reason why an alternative senior academic should be approached, to write a letter in support of the proposal.  The academic External Reviewer should be provided with a draft Programme Specification and asked via a standard letter to respond to specified questions.  A template for the letter can be found as part of these documents for a new programme proposal in the Template Shop at: http://www.lboro.ac.uk/admin/ar/templateshop/

The wording of the letter may be varied but should incorporate the content of sections 8 and 15 on the proposal form together with the specified questions to be asked.

5.
An industrial/commercial viewpoint should also be sought where relevant to the nature of the proposed programme.  Possible questions to be asked of industrial/commercial reviewers, depending again on the nature of the programme, can be found as part of these documents for a new programme proposal in the Template Shop.  Input from a departmental Advisory Board may suffice in some cases.
* Guidelines on DL/partial DL provision are available on the intranet at:    
https://internal.lboro.ac.uk/admin/registry/uniwide/.

**A template for Programme Regulations is available as item 3.10 (UG) or 3.11 (PGT) at:

http://www.lboro.ac.uk/admin/ar/templateshop/
***A guide to the preparation of Programme Specifications, including a template, is available as item 3.2 at:

http://www.lboro.ac.uk/admin/ar/templateshop/

**** http://www.qaa.ac.uk/AssuringStandardsAndQuality/code-of-practice/Pages/default.aspx
The Operational Phase

Proposals will be considered up to one year following strategic approval.  Outside that time limit the procedure for strategic approval will need to be repeated.

1.
Change the proposal form in the light of comments made in the strategic phase.  

2.
Send the full proposal to the Associate Dean (Teaching), to pass on to Martine Ashby.  The full proposal will consist of the modified proposal form, the draft programme regulations and programme specification, proposed new or restructured module specifications (which must be LUSI versions) together with a completed module change proposal form (one form will suffice for common proposals), a Curriculum Map, an Assessment Matrix for all modules, consultation forms and external documents of support (templates attached).


The Curriculum Map is available as item 3.3 at:

http://www.lboro.ac.uk/admin/ar/templateshop/index.htm
The Assessment Matrix is available as item 3.4 at:

http://www.lboro.ac.uk/admin/ar/templateshop/index.htm
3.
CSC will consider the proposal. The member of staff sponsoring the new programme proposal may be asked to attend CSC in order to assist members with points of detail.

Collaborative Proposals
All collaborative arrangements between the University and other institutions or organisations involving the provision of programmes or modules of study and the granting of awards and qualifications of the University, including credit, should be negotiated and approved in accordance with the University's Policy on Collaborative Programmes and Procedures for the Approval, Monitoring and Review of Collaborative Provision.

Once it has been agreed that a collaborative proposal should be pursued, documentation must be routed for approval in accordance with the two-phase procedure described above, using the standard pro forma.  In the Strategic Phase, the programme costing form must provide detail of the proposed financial arrangements with the partner institution/organisation in respect of the collaboration.  In the Operational Phase, the proposal must incorporate a Quality Assurance Statement using the standard pro forma.

Further Information
For a calendar of critical committee dates please refer to the Approval Timetable at http://www.lboro.ac.uk/admin/ar/lps/programme_admin/index.htm 

The Academic Quality Procedures Handbook is available at http://www.lboro.ac.uk/admin/ar/policy/aqp/index.htm 

Contacts:

The Associate Deans (Teaching):

School of the Arts, English and Drama

Brian Jarvis
B.Jarvis@lboro.ac.uk
School of Aeronautical, Automotive, Chemical and Materials Engineering

Jane Horner
J.L.Horner@lboro.ac.uk
School of Business and Economics


Keith Pond
K.Pond@lboro.ac.uk
School of Civil and Building Engineering

Simon Austin
s.a.austin@lboro.ac.uk
Loughborough Design School

John McCardle
J.R.McCardle@lboro.ac.uk
School of Electronic, Electrical and Systems Engineering
Michael Kong
m.g.kong@lboro.ac.uk
School of Science

Ray Dawson
R.J.Dawson@lboro.ac.uk
School of Social, Political and Geographical Sciences

Ruth Kinna
R.E.Kinna@lboro.ac.uk
School of Sport, Exercise and Health Sciences

Fred Yeadon
M.R.Yeadon@lboro.ac.uk
Wolfson School of Mechanical and Manufacturing Engineering
Memis Acar
m.acar@lboro.ac.uk
Martine Ashby, Programme Quality & Teaching Partnerships:
m.a.ashby@lboro.ac.uk

[August 2011]

Template for letter to External Academic Reviewer

Dear

(Programme award and title): New Programme Proposal

The School of                                        is proposing to introduce the above new programme from
                                           . We should be grateful for your comments on this proposal which would be valuable to the School in its final development of the programme and also to the University’s Curriculum Sub-Committee which will look in detail at the proposals.
A draft Programme Specification for the programme is attached for your information.

The reason for the proposal is (insert section 8 on Proposal Form).

Evidence of demand for the proposed programme includes (insert section 15 on Proposal Form).

Please could you address the following questions in your response, as required by the University’s Curriculum Sub-Committee.

As the external advisor do you think the proposed programme :

1. has the potential to achieve the stated aims and intended learning 
outcomes ?

2. has the potential to maintain national standards in the subject 
discipline?

3. includes methods of teaching, learning and assessment which will be 
effective for the proposed award?

4. (Masters programmes only) has the potential for graduates of that programme to satisfy the Master's level outcome statements in the Framework for HE Qualifications(FHEQ).

Yours sincerely,
Template for letter to External Industrial Reviewer

Dear

(Programme award and title): New Programme Proposal

The School of                                        is proposing to introduce the above new programme from
                           . We should be grateful for your comments on this proposal which would be valuable to the School in its final development of the programme and also to the University’s Curriculum Sub-Committee which will look in detail at the proposals.
A draft Programme Specification for the programme is attached for your information.

The reason for the proposal is (insert section 8 on Proposal Form).

Evidence of demand for the proposed programme includes (insert section 15 on Proposal Form).

Please could you address the following questions in your response, as required by the University’s Curriculum Sub-Committee.

As the industrial advisor do you think the proposed programme :

1. has the potential to achieve the stated aims?

2. has the potential to produce graduates who are employable?
Yours sincerely,

LOUGHBOROUGH UNIVERSITY

LEARNING AND TEACHING COMMITTEE

CURRICULUM SUB-COMMITTEE

A proposal for a new programme

Senate requires that strategic proposals for new programmes include evidence of adequate consultation within the University.  

Strategic Phase
Consultation is required with:


Schools which have common terminology in their programme titles and for 


which this may be a concern e.g. Business, Management, Design

Operational Phase

Consultation is required with:



Schools which will provide teaching to the programme


Schools which have relevant expertise or common interests


The Pilkington Library (Ruth Stubbings, Head of Academic Services – on behalf of the Librarian)

The Careers and Employability Centre (The Director)

Facilities Management (Caroline Pepper, Teaching Support and Administrative Manager – on behalf of the Director)

IT Services (Clive Woodhouse, Head of Corporate Desktop and School Liaison – on behalf of the Director)

The Teaching Centre (where appropriate for the development, support and  


provision of distance learning) (The Administrator, on behalf of the Director)
YOU MUST allow the above Schools and Support Services at least 10 days to read your proposal and complete this form.

The originating School should complete (1), (2) and (3), and request the ADT of each School or the Support Service consulted to complete the section below (in legible form, preferably typed).
(1)
SUBJECT OF PROPOSALS:


(2)
ORIGINATING SCHOOL:


(3)
SCHOOL/SERVICE CONSULTED ABOUT THE PROPOSALS:


The ADT consulted should sign below to confirm that adequate consultation has taken place with the School or, if the proposal has been generated by their School, that relevant departments within the School have been consulted.  (This will not be taken to imply that agreement has necessarily been reached.)
ASPECTS ON WHICH THE SCHOOL/SERVICE HAS BEEN CONSULTED:

ANY COMMENTS BY THE ADT/SERVICE CONSULTED:

SIGNATURE OF ADT/SERVICE REPRESENTATIVE:


[August 2011]
DATE:


Collaborative Proposal

Quality Assurance Statement

This form is available for downloading from admin/ar/templateshop (item 3.1) - spaces can be expanded as required.

	Name of School and School contact.



	Title of Proposal.




Please provide a clear and explicit statement of the respective responsibilities of the University and the partner organisation under each heading, with details of how these responsibilities will be exercised on an ongoing basis.

	1.
Student entry requirements and the handling of admissions.



	2.
Student registration and maintenance of student records.



	3.
Determination and collection of student fees.



	4.
The delivery of learning and teaching.



	5.
The conduct of assessments.



	6.
External Examining procedures, including the appointment of an external examiner/programme assessor, communications with and functions of the external examiner/programme assessor and reporting procedure.



	7.
The issue of certificates and transcripts.



	8.
Resource issues including staffing, teaching accommodation, library material and computing support.



	9.
Programme management.



	10.
Quality assurance and control, including arrangements for student feedback and programme review, and reviewing the proficiency of staff delivering the programme. 



	11.
Student support and guidance.



	12.
Student concerns, complaints and appeals.



	13.
Publicity and marketing.



	14.
Any other relevant information.




