
Proposal for an Immediate Change (to take effect in 2011/12)

This form is available as item 3.5 at http://www.lboro.ac.uk/admin/ar/templateshop/ 
spaces can be expanded as required.

	1.
Name of School and School contact



	2.
Request to change:
Please delete as required

       Module Specifications  /  Programme Regulations / Programme Specifications


	3.
Which Modules and/or Programmes does this affect?



	4.
Outline of changes to be made



	5.
Reasons for the request



	6.
Consultation - 1  Indicate steps taken to consult students on campus.  Summarise any adverse comments.



	7.
Consultation - 2  How does this affect students not on campus?  Indicate steps taken to consult them.



	8.
Consultation - 3  How does this affect other departments?  Attach their consultation forms if appropriate.



	9.
Additional Library requirements                                                                           Library consulted     FORMCHECKBOX 
   Yes

                                                                                                                                                                       FORMCHECKBOX 
   N/A



	10.
Additional Computing Support required                                           IT Services consulted     FORMCHECKBOX 
   Yes

       Network/Software (please elaborate):                                                                                                    FORMCHECKBOX 
   N/A

       Lab space (please elaborate):



	11.
Have the necessary database changes been carried out (provisionally)?  By whom?



	12.
Any other relevant information




*  This form is to be used only during the course of the academic year in which the module is running or the Programme Regulations are in force, NOT during the Annual Update process.


ENDORSED


Date:


Dean of School
APPROVAL PROCESS

1)
Associate Dean (Teaching)


(a)
Consultation has been adequate
Yes/No


(b)
Change is supported
Yes/No


(c)
Change is minor, Chair of CSC to act
Yes/No



Date:


Associate Dean (Teaching)

2)
Chair of CSC


Personal Approval /  Requires CSC Approval



Date:


Chair, CSC

3)
Secretary of CSC


Detailed changes implemented and confirmed to School


Date:


Secretary, CSC

[August 2011]

CHANGES WITH IMMEDIATE EFFECT

(These pages are for information and should not be copied into the approval process)

Some changes do not require permission:  

· Typographical errors may be changed at any time.  

· The following details in module specifications may be changed without permission but only if before the commencement of the semester:  Availability code (decreasing), Pre-requisite Modules, other prerequisites, co-requisites, excluded combinations, Responsible Examiner and External Examiner.

All other changes require permission which must be sought using the form above.

Please note that certain problems which arise during the year may be better dealt with as one-off waivers of regulations rather than as immediate changes to published information.  Advice on this point may be obtained from Miranda Routledge or Martine Ashby in the Academic Registry.

Consultation

Consultation may mean a number of things, depending on the nature of the change and its timing.  Advice on the consultation required may be obtained from the Associate Dean (Teaching) or from Miranda Routledge or Martine Ashby. 
In many cases it will be appropriate for a member of staff to warn students that a change is pending, even before approval has been obtained.  Staff are cautioned that they will be required to take appropriate action to ensure that no student suffers damage as the result of incorrect information.  The following is a general guide.

A change to a module's content or to the availability of modules on a programme should be presented to students on campus (before the teaching begins if at all possible).  

· The AD(T) would expect the students to have been told of the change in writing/by email and for students to have the opportunity to comment.  

· Unanimous agreement by all students to a proposed change in a module or to the availability of modules on a programme is not vital for the ADT’s approval to be given.

· If the change has an effect on the module's assessment then any non-attending reassessment candidates should be assessed using the assessment methods in place when the student originally registered on the module (i.e. on the original module specification), unless they agree otherwise.

· If there is a student on leave of absence, will the change make it more difficult for him/her to rejoin the programme later?

A change to the method of assessment of a module will be treated in the same way as a change to content, provided that the change has been announced to students before they have committed themselves to the module.

A change in the method of assessment of a module after students have committed themselves to the module will be permitted only in exceptional circumstances, and the AD(T) may require the department to obtain the signed agreement of every student on the module, depending on the significance of the change.

Any change to programme content which has a knock-on effect on other years may raise the question of students who are presently away from the University on placements, in which case the proposal must deal with that question.
If the change has any effect on programmes belonging to other Schools, or if it affects the Pilkington Library, IT Services or Facilities Management, please send them a copy of the consultation form (next in this package) so that they may comment.  Consultation forms must be returned with the main proposal.

Database Changes

Many immediate changes either to modules or to programme regulations will require changes to the database. These changes should be made (provisionally) as soon as the proposal is formulated. Your Departmental Administrator can advise. 

In the case of module specifications, Schools should begin by asking Martine Ashby to set the status to Provisional (which removes the specification from the web pages);  she will amend any protected fields at the same time.  Departments are responsible for changing the text in the main specification as required.  

Miranda Routledge should be consulted if programme regulation amendments will require changes either to student module registrations or to Part B/Part C weightings. 

Documentation

The AD(T) should be sent:

· the proposal form

· any consultation forms completed by other Schools/sections

· amended module specifications and/or programme regulations together with programme specifications if appropriate.  

Module specifications should be printed from LUSI after changes have been input:

· Annotate the original specification with the out of date text so that the AD(T) can see what the changes are.  

Where relevant, supply a changed copy of the programme regulations (and programme specifications if appropriate) annotated to show what has changed.  

Evidence of consultation with students should normally be retained within the School - the AD(T) will ask to see this in some cases.

Feedback
Martine Ashby will confirm that the change has been approved. In the case of module specifications she will restore them to the web pages at this point.

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]

LOUGHBOROUGH UNIVERSITY

LEARNING AND TEACHING COMMITTEE

CURRICULUM SUB-COMMITTEE

A proposal for an immediate change

Proposals to make immediate changes in either module specifications or programmes should include evidence of adequate consultation within the University.  

Consultation is required with:


Schools whose programmes are affected


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

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

Facilities Management if affected (Caroline Pepper, Teaching Support and Administrative Manager – on behalf of the Director)
PLEASE allow the above Schools and Support Services adequate time 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.

(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.)
SCHOOL/SERVICE CONSULTED:

ASPECTS ON WHICH THE SCHOOL/SERVICE HAS BEEN CONSULTED:

ANY COMMENTS BY THE ADT/SERVICE CONSULTED:

SIGNATURE OF ADT/SERVICE REPRESENTATIVE:



DATE:


[August 2011]


