04.2A
MODIFICATION(S) PROPOSAL EVIDENCE AND PROCESS FLOW CHECK LIST
Cardiff Metropolitan University
Academic Quality & Standards Committee
MODIFICATION(S) PROPOSAL EVIDENCE AND PROCESS FLOW CHECK LIST
(to be used in conjunction with Section 4.1 04.1 Modifications to Programmes)

The School Minor Modification Committee (SMMC) log and evidence repository is the definitive record for all modifications. This form can be used as a check list to support the work of the SMMC. 
	FOR SCHOOL USE



Name of Programme(s):                                                    
School Modification Number:  ….…………
Name of Programme Director(s): 



Area of Study (AOS) Number: ….…………
Change Category:

Please indicate the category of change that is proposed (tick as appropriate).


Administrative Change


Minor Modification




Major Modification



For guidance on categorisation of change, please refer to the Academic Handbook: 04.1 Modifications to Programmes Procedure

1. Administrative Change

The following documentation must be attached to explain the modification proposal and to evidence engagement with the school quality assurance process:








Tick as appropriate


i. Detail of proposed modification(s).

ii. If a shared module(s), details of other programme(s) affected by the proposed 

modification(s) and agreement of their programme director(s).
List the other programme(s) affected by the change(s), together with the AOS number:

……………………………………………………………………………………………..
……………………………………………………………………………………………..

2. Minor Modification

In addition to the documents listed in section 1 the following must be attached to explain the minor modification proposal:

iii. A summary of the student consultation process where the changes were agreed.

iv. Rationale for the proposed modification(s).
iv.
Minutes of the Programme Committee or Learning & Teaching Committee where 

proposals were agreed [if applicable]

v.
A summary of how/when the students will be notified of the change 
following receipt of approval. 

vi.
If programme is franchised, a list of partners impacted and evidence of 
consultation with the Collaborating Institution(s) 
List the Collaborating Institutions affected by the change(s): 
……………………………………………………………………………………………..
……………………………………………………………………………………………..


vii.
Approval in principle by the programme external examiner(s) 


viii.
Approval by the PSRB [for accredited programmes]
ix.
Approval by an additional subject specialist [if required]
x.
Completed module descriptors for any new and/or amended modules 

(distinguishing clearly where the proposed modification[s] change the existing 

module descriptor[s])
xi.
For franchised programmes evidence of consultation with each Collaborative 
Institution.

xii. 
The amended programme specification with changes highlighted [when  
applicable]

3. Major Modification

In addition to the documents listed in sections 1 and 2 the following must be attached to explain the major modification proposal:


xiii.
The amended programme specification with changes highlighted
xiv.
If the application includes a proposal for an additional mode:

a) confirmation of Portfolio Development Committee (PDC) approval;

b) a programme document for the programme in its new mode;


c) a brief paper referencing where differences exist between the 
existing and new modes as a result of the mode addition.

xv.
For a change of programme or award title provide evidence of PDC approval that all students currently enrolled 
on the programme had agreed to the change.
	Programme Director / Intended Implementation Date

· The submission documentation attached has been subject to the required scrutiny and is of acceptable quality. 
· The intended date of implementation of the proposed changes is ___________________
State date and identify partner(s) if implementation date differs for any collaborating institution[s] ______________________________________________________________________
Signature/date
 ____________________________________________(PD)

Note: Once approved, the Programme Director is responsible for making appropriate changes to   the KIS data set for the programme. Advice should be sought from Academic Registry.



MODIFICATION APPROVAL AND FOLLOW UP
Modifications approved by SMMC 



Signature _________Date_________ 
Administrative Change Approval:

Modifications communicated to Registry MIS 

Signature _________Date_________ 
Modifications recorded in SMMC modification log 

Signature _________Date_________ 
Minor Modification Approval:

Modifications communicated to Registry MIS 

Signature _________Date_________ 

Modifications recorded in SMMC modification log 

Signature _________Date_________ 
Programme specification forwarded to QED (if applicable) Signature _________Date_________ 

Major Modification Approval:

Modifications approved by MMC 



Signature _________Date_________ 
Modifications communicated to Registry MIS 

Signature _________Date_________ 
Modifications recorded in SMMC modification log 

Signature _________Date_________ 
Programme specification forwarded to QED

Signature _________Date_________ 
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