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 1  Introduction  

1.1  This document describes the procedures for the amendment of programmes of study 
and modules to include the approval of new modules as part of the amendment to a 
programme or pathway. These procedures are in alignment with the QAA Code of 
Practice for Higher Education. 

1.2  Responsibility for the management of these procedures rests with the Associate 
Deans of the Colleges who should ensure that the procedures outlined below are 
adhered to. 

1.3 Colleges are encouraged to contact the Education Adviser (Programme Approval) in 
the Faculty Office should they require assistance in the implementation of these 
procedures. 

1.4  Amendments to professional doctorate programmes should be made in accordance 
with the procedures below.  

2 College management of programme and module amendments including the 
approval of new modules   

2.1 As part of the annual monitoring and review of programmes and modules, Colleges 
may identify amendments to programmes required to update or improve programmes 
of study. This can include the introduction of new modules, amendment to modules, or 
the withdrawal of modules as well as a range of amendments to the programme 
specification as detailed in 3.4 below. 

2.2 Colleges must have in place clear, documented procedures for the internal process for 
the management of the design, consideration and approval of amendments to 
programmes and modules. Programme amendments which are not substantive and 
which do not result in a significant change to a programme or pathway should be 
considered and agreed by the College Education Strategy Group (or nominated body). 
Colleges are responsible for ensuring that programme and pathway specification 
templates published on the College website are the most up to date and approved 
version. These procedures should align with the procedures as outlined here. 

2.3 Colleges are responsible for maintaining records of their internal process for the 
management of amendments to programmes and modules, including copies of the 
submission paperwork, minutes of approval committees, and confirmation of approval. 
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Documentation relating to programme amendments must be made available for review 
and monitoring purposes.  

2.4 Submissions for the approval of programme amendments may take place as 
necessary throughout the year. All proposals for amendments, including the 
introduction of new modules, should be submitted for consideration and approved by 
the College Education Strategy Group (or nominated body) no later than 3 months 
before the start of the next academic year (usually,  mid June).  

2.5 Where a programme amendment is required to be implemented in-year and affects 
students currently studying a module, full written agreement from all students in the 
whole cohort is required, in addition to these procedures. Amendments of modules 
and programmes in-year should be avoided if at all possible. 

3 Amendments to programmes/ pathways of study  

3.1  The programme specification is the core document against which programme 
amendments must be matched. The programme specification(s) should therefore be 
amended to reflect all approved changes including the introduction of new, or 
withdrawal of, existing modules. The revision date must be stated on the programme 
specification.  

3.2 The proposer of amendments to a programme of study should refer to current 
University advice and guidance for the design of programme and modules of study 
(available in the TQA and on the University website). The current Module Descriptor 
template should be used for all proposed new modules. 

3.3 The proposer of amendments to a programme of study including the introduction of 
new modules should discuss and agree resourcing and resourcing costs for the 
proposal with the College Librarian. New or additional resources should be identified 
on a Learning Resources Allocation Plan (LRAP) which should be sent to the library 
together with the programme specification and module descriptors. 

3.4 Amendments to a programme specification, including the introduction of new, or the 
amendment/withdrawal of existing, modules requires consideration and approval by 
the College’s Education Strategy Group [or nominated body] or in some instances, its 
Chair.  Evidence of both consideration and approval of amendments to modules and 
programmes of study should be recorded in the minutes of the meeting of the 
College’s Education Strategy Group [or nominated body]. These minutes should 
include Chair’s action. 

(Please see section 2.1 of the Approval of New Modules and Programmes of Study for 
further guidance.) 

Amendments requiring the approval of the College Education Strategy 
Group [or nominated body approved by the Dean of College]:  

• Programme title and final award* [1 and 18] (see item 4 below) 
• NQF (FHEQ) Level of final award [1 and 20]*  
• External programme accreditation and validation (PSRB) [12 and 17]  
• The addition or deletion of an interim award [4]* 
• The addition or deletion of a maximum of two compulsory core modules (see 
Section 3.7, below) [4 and 5] 
• Addition of a dissertation to a programme which previously did not include a 
 dissertation*[4 and 5] 
• Educational Aims of the Programme [3]  
• Programme Intended Learning Outcomes [6]  
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• Learning activities and Teaching methods [6] 
• Assessment methods [6]* 
• Resourcing for programmes of study, including College Support for Students and 
Students’ Learning (see item 3.3 above) [8] 
• The addition or withdrawal of programme delivery with a Partner Institution (please 
see: Collaborative Provision: Procedures for Colleges wishing to establish an 
Academic Partnership (UK or International) [15 and 16] 
• Change to University Lead College or Partner College [15 and 16]  
• Addition or change to QAA Subject Benchmarking Group [22] 
• Withdrawal or interruption of a programme (see Section 5, below) 

* These amendments must be supported in writing by the current External 
Examiner (for further guidance, please consult the Code of Good Practice: 
External Examiners – Taught Programmes of Study). 

Amendments requiring the approval of the Chair of the College Education 
Strategy Group [or nominated representative approved by the Dean of College], 
and reported to the College Education Strategy Group [or nominated body]:  

• Description of the Programme (only following consultation with the College 
Marketing Manager) [2] 
• The addition or deletion of optional and elective modules [4 and 5] 
• Admission criteria [10]  
• Indicators of quality and standards [12]  

The numbers in parenthesis refer to the relevant section of the programme 
specification form. 

3.5  All proposals should be submitted to the Chair of the College Education Strategy 
Group [or nominated body] at least two weeks before the College Education 
Strategy Group [or nominated body] meets. Each submission must include: 

• Rationale for the amendment  
• Amended programme specification (with amendments indicated in track changes)  
• New module descriptors and/or amended module descriptor (with amendments 

indicated in track changes)  
• Completed and approved resources plan 
• Note of discipline -level discussion and approval (including reference to student 

opinion)  
• External advisers’ reports (where required)   

3.6  Any amendments to programmes outside the guidance as set down here should be 
referred by the College Education Strategy Group to the Dean of the Faculty of Taught 
Programmes (or the Dean of the Faculty of Graduate Research Programmes for 
professional doctorates) via the Faculty Office. Advice should be sought from the 
Education Adviser (Programme Approval) where a change does not meet the 
University guidance.  

3.7 Where proposed amendments to a programme, or where the impact of cumulative 
changes to the programme over time, constitute a significant change the amended 
programme is subject to the full academic approval process as outlined in the 
procedures for the Approval of New Programmes of Study.  An indicative guidance list 
of what constitutes a significant change to a programme or pathway is provided here: 

• Replacement of 2 or more core modules in any one stage 
• Changes to the ILOs and assessments of 30% or more of the programme  
• Changes to 50% or more of the credit value of the entire programme 
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• Addition of pathways 
• Re-structuring of a suit of programmes or pathways 
• Addition of study abroad of a term or more 
• Addition of placement of a term or more 
• Re-location of a programme from one campus to another  

 3.8  Colleges are responsible for ensuring that all their programme and module descriptors 
are up to date and available on the University and College website.  All programme 
and module descriptors should be checked on an annual basis by the Colleges to 
ensure that they meet the University requirements. All changes to programmes and 
modules should be completed in line with the procedures outlined in this document.  

3.9 Colleges are required to ensure that all Programme Specifications in-use at any given 
time remain consistent with the Programme Specification as originally validated by the 
University. The Programme Specification considered at the most recent College 
Academic Audit or that which has been validated since the most recent CAA should be 
compared with the version in operation on an annual basis. Where the effect of 
changes, either cumulative or over time, has resulted in significant change, that 
programme will require re-validation by the University.  Colleges are required to 
provide confirmation of the validity and currency of each programme, each year 
through the Annual Programme Monitoring process.  

3.10  College procedures for the internal management of amendments to modules and 
programmes will be monitored and reviewed through the College Academic Audit 
Process. 

3.11  Minutes of all College meetings to consider and approve amendments to programmes 
and modules together with the revised programme specifications and module 
templates as track change documents should be sent to the Faculty Office at the 
end of each term. This is to ensure that all programme amendments are logged and 
quality assured through a process of sampling.  

3.12 Programme amendments will also be monitored by the Faculty Office. Monitoring will 
be of changes to programmes over time and of the cumulative effect of such 
amendments. All programmes identified as having changed substantively require re-
validation (see 3.7 above). 

 3.13 Where amendments to programmes and/or modules are identified as failing to meet 
University of Exeter standards and requirements, the Dean of the appropriate Faculty 
will notify the College, to agree what action needs to be taken. 

4 Change of Programme Title 

 4.1 If the programme amendment involves a change to the programme title, a Change of 
Programme Title Form must be completed and sent to the Faculty Office.   

4.2 It is particularly important to avoid, if at all possible, amending the title of a new 
programme between the Business Approval and Academic Approval stages of new 
programmes since this is likely to have a negative impact on the marketing of, and 
recruitment to, new programmes.  

5 Change of Programme Status: withdrawal, interruption, reinstatement 

5.1 Proposals for programme withdrawal, interruption or reinstatement should be 
submitted on the Change of Programme Status Form (MPAP/FORM/5). 
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5.2 All changes of programme status should be proposed and/or approved and minuted 
by the College Education Strategy Group (or equivalent) at least 4 months before the 
start of the next academic year.  The Flexible Combined Honours (FCH) programme 
co-ordinator should be consulted at the earliest opportunity if the withdrawal of the 
programme will result in any transfer of students to the FCH.  

5.3  Such proposals should be part of the College’s business planning process and signed 
by the relevant Deputy Vice-Chancellor before submission via the Faculty Office to the 
Dean of the appropriate Faculty, who is empowered to take the following action: 

• to approve  
• to refer back the proposal to the originating College or partner institution for further 

information  
• to review 

 
5.4 Withdrawn programmes, for reasons of academic and administrative currency, will 

normally be subject to the full Programme Approval process should the College 
Education Strategy Group (or equivalent) request reinstatement.  A College may apply 
to the Dean of the appropriate Faculty for an exemption from this rule.  Any application 
for exemption shall be made using the Change of Programme Status form, shall 
require a robust rationale, and shall be accompanied by minutes from the Education 
Strategy Group (or equivalent) demonstrating a robust discussion of the proposal.  

  

6  Partner Institutions 

6.1  All partner institutions delivering programmes validated by the University of Exeter are 
required to submit amendments to modules and programmes to the host College 
Education Strategy Group [or nominated body] for approval. All amendments to 
programmes should be submitted via the College Programme Link Manager and 
copied to the University Policy Adviser – Academic Partnerships. 

6.2 The Deans of Faculties and the Collaborative Provision Committee will be notified of 
all changes to modules and programmes of study that are validated by the University 
of Exeter. 

7  University Website Entries  

7.1  Colleges are reminded that all programme references on the University of Exeter 
website can be interpreted as one basis for the University's contract with a student. 
Therefore every effort must be taken to ensure the accurate listing of approved 
provision for current students.  

7.2  Colleges, partner institutions and other academic units must update their web pages 
following the approval of new modules or changes in status of approved modules.  
Colleges should ensure that the College Marketing Manager is informed promptly of all 
programme amendments. 

7.3 Colleges should ensure that there are no contradictions between the web pages and 
their programme handbooks.  As a general principle, Colleges should stress to 
students and others that approved web-based module and programme details carry 
primacy over details included in existing paper documents.  

 
PROFESSOR J M Kay 
Senior Deputy Vice-Chancellor 
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