
Programme Amendment Form

	Programme Information

	Degree Qualification and Programme Title (current title)
Please list all programmes associated with this change e.g. all joint degrees.
	

	Undergraduate or Postgraduate Taught
	

	School
	

	Faculty
	

	Academic Plan Code
	

	UCAS Code 
	

	HECoS Code
	

	Amendment Information (Please complete the following sections as fully as possible)

	Type of amendment proposed (e.g. change to programme title, programme structure, programme regulations, assessment).

	

	Summary detail of indicative nature of change (i.e. Change from; change to). If a programme has been re-named, please give clear details of the new title here.

	

	Rationale for the amendment (including Market Research if applicable)

	

	Supporting documentation provided (as applicable)

	· Market research
	

	· Student consultation
	

	· Module Review/APR/EE 
	

	· Report Summary of module changes 
	

	· School Committee sign off minutes
	

	From what date will the amendment(s) be implemented?
	

	Resource Implications

	Does the change affect the resources required to run the programme?
	Yes/No

	If Yes, please outline the consideration given to acquire the necessary resources 



	Student Consultation

	Outline the consultation undertaken with students about the proposed changes (e.g. Student Voice Committee, School Representatives etc.)

	

	Does the amendment(s) affect prospective students with offers from the University?
	Yes / No

	If Yes, please provide a summary of the changes written for applicants/offer holders which explains the change.  This will be provided to the applicants/offer-holders.  Below is a suggested template to use.
Dear applicant

We look forward to welcoming you to the University in September XX and remain committed to maintaining the academic standards of the programme and a quality student experience.

We are writing to let you know that the following change/ changes have been made to your programme:  (please list the changes out to include the module code and full module name)
We look forward to welcoming you in September and providing you with the world-class education experience that you deserve. 

Regards,


	Does the amendment(s) affect existing students?
	Yes / No

	If Yes:

	Please outline how this transition will be managed with current students:



	Please provide a summary of the changes written for current student which explains the change.  The School will provide this to students as part of their communication process. 

	External Assurance

	Has the External Examiner for the programme been consulted, and support the change?
	Yes / No

	If the programme is accredited by a Professional, Regulatory or Statutory Body, has it approved any changes?
	Yes / No / 

Not applicable


	Programme Information

	Does the amendment affect the marketing information for the programme?  
	Yes / No

	If Yes, please provide further details:



	All other programme information must also be updated to ensure consistent information (see below checklist).  

	Programme Specification (on Qsis)
	

	Course Catalog
	

	Academic Advisement
	

	Student Handbooks (Module and Programme)
	

	Student Online Resources
	

	Key Information Sets (KIS)
	

	Approval

	Name and signature of Programme Director
	Date

	Name and signature of Head of School (or nominee)
	Date

	Name and signature of Chair of Faculty committee (Major changes only)
	Date


Following Formal Approval: Action Checklist

	Area
	Action/Responsibility

	Faculty BDO
	· Ensure marketing information is updated to reflect the changes
· Inform staff marketing the programme of the changes including International Agents, Student Ambassadors etc.

	School/Faculty
	· Implement necessary arrangements to facilitate change 

· Communicate changes to current students following agreed protocols (if required)
· Update programme information (e.g. student handbooks)

	Admissions
	· Communicate changes to offer holders following agreed protocols (if required)

	Student Services and Systems
	· Update programme information if required (e.g. change to a programme title)

	Academic Affairs
	· Onward reporting for relevant Committee to note
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