





APPENDIX A


01.2

SUBMISSION DOCUMENTS FOR

PROGRAMME REVIEW AND PROGRAMME APPROVAL:

CHECKLISTS FOR 
DEPUTY/ASSOCIATE DEANS
	DEPUTY DEAN or ADSE CHECKLIST: PERIODIC*/ELECTIVE* REVIEW (including programme franchise) (*delete as appropriate) 

Programme Title(s):
School(s):

Collaborative Partner(s):
Date of Review Event: 
	Deputy/Associate Dean:

Tick the boxes below to confirm inclusion 

	Documentation :
	All documents should be provided electronically, show date of issue, have page numbering and document or file numbering for ease of reference.
	

	1. Self-evaluation document (SED)
	Following the Guidance in the Academic :SED Guidance Vol 2 06 02
Succinct, concentrating on a critical review of the programme(s) and including:

· summary of changes made over the review period

· proposed changes (including implementation date)

· reference to any short courses for which programme(s) is/are parent

· identification of any current or proposed delivery via flexible and distributed learning

· inclusion of example(s) of constructive alignment (one module example per programme). 

· inclusion of Modification Summary form (if applicable)


	

	2. 
	Where programme(s) is/are franchised to Collaborative Partner(s the SED should include:

· a list of all Collaborative Partners delivering the programme(s)  

· reflection on delivery at the Collaborative Partner(s)

· evidence of consultation with Collaborative Partners(s) regarding any  proposed changes 

· the effective date of implementation of any proposed changes to the programme(s) at Collaborative Partners

· any differences in modules or programme structure to the home programme(s).

· number and date of intakes.
	

	3. Programme Specification


	Following Programme Specification Guidance Vol 2 01 03A, using UG or PG template as appropriate:  Prog Spec template Vol 2 01 03. 

Date of Production/Revision to be shown and all sections and appendices completed.

Where programme(s) is/are franchised to Collaborative Partner(s), separate Programme Specifications for each programme at each Collaborative Partner to be provided.
	

	4. Module Descriptors
	 Following  Module Descriptor Guidance Vol 2 01 04A
All fields to be completed. Module Descriptor Template Vol 2 01 04

	

	5. CVs
	CVs of all academic staff who teach on the programme(s) to be provided

a mapping of module tutors to module titles.  
Where programme(s) is/are franchised to Collaborative Partners(s), CVs of all academic staff who teach on the programme(s) and a mapping of module tutors to programme titles, to be provided.
	

	6. Annual Programme Review Reports 

	For last 2 academic years including:


· Applications, admissions, progression, award and career destination statistics

· External examiners’ reports 
· Response(s) to external examiners’ reports 

· Professional, statutory or regulatory body (PSRB) report

· National Student Survey feedback

· Student evaluations (including module evaluations, programme evaluations and work-based learning evaluations, if appropriate)

· Moderators’ reports/Link Tutors’ reports

· Employer engagement and feedback

· Feedback from former students

· Programme Committee minutes

· Recommendations from University validation and review events [recommendations must be included in the Action Plan]
· If articulated, the Critical Annual Self-evaluation Report.

________________________________________________________

Where programme(s) is/are franchised to Collaborative Partner(s) separate APRs for each programme at each Collaborating Partner to be provided. 
	

	7. Last review or validation report 
	Whichever is most recent
	

	8. Current Student Programme Handbook 
	Where programme(s) is/are franchised to Collaborative Partners(s), the current student programme handbook at the Collaborative Partner is to be provided.
	

	9. Work-Based & Placement Learning Handbook & Learning Contract
	Where programme(s) is/are franchised to Collaborative Partners(s), the current work-based learning handbook at the Collaborative Partner is to be provided.
	

	10. Draft Registry Checklist
	The final version to be made available after the event
	


Declaration:  I confirm that I have scrutinised the submission documentation for the above review and I am satisfied it complies with the requirements of the Academic Handbook.  All programmes, pathways, short courses and if applicable partner information due for review event have been included in the submission documentation.

Approved by Deputy Dean or Associate Dean Student Engagement:
Name: 
Signed: 
Date: 

	DEPUTY DEAN or ADSE CHECKLIST: PROGRAMME or FRANCHISE APPROVAL 
Programme Title(s):
School(s):
Collaborative Partner(s):
Date of Approval Event:

	Deputy/Associate Dean:

Tick boxes below to confirm inclusion 

	A
Home

	Detailed in Vol 2 03 01  All documents should be provided electronically, show date of issue, have page numbering and document or file numbering for ease of reference.

For franchise or validation of programme(s) to Collaborative Partners, section B to be completed. 
	

	1. Rationale
	· The location of the programme(s) and alignment to the University’s Strategic Plan and other strategies.
	

	
	· Evidence of market intelligence including relationship with industrial partners;
	

	
	· Details of facilities;
	

	
	· Date of PEG approval to progress to validation
	

	
	· School(s) and Programme Director;
	

	
	· Anticipated month/year of first intake;
	

	
	· Anticipated student numbers;
	

	
	· Whether programme(s) will be offered across more than one School;
	

	
	· Identification of any delivery via flexible and distributed learning
	

	
	· Example of Constructive Alignment (one module example per programme)
	

	2. Programme Specification
	Following Programme Specification Guidance Vol 2 01 03A, using UG or PG template as appropriate:  Prog Spec template Vol 2 01 03. 
	

	3. Module Descriptors
	Following  Module Descriptor Guidance Vol 2 01 04A
All sections to be completed. Module Descriptor Template Vol 2 01 04
	

	4. CVs
	CVs of all academic staff who will teach on the programme(s) and a mapping of module tutors to module titles 
	

	5. Draft Student Programme Handbook
	
	

	6. Draft Work-Based & Placement Learning Handbook & Learning Contract
	
	

	7. Registry checklist
	Draft version with this submission and updated final version after the event
	

	B
Validation or Franchise of Programme(s) to Collaborative Partner(s) 
	
	

	1. Rationale
	To be completed in accordance with guidance in Vol 2 03 01 including:
	

	
	Name of School(s) Collaborating Partner and
Proposed Programme Director;
	

	
	Whether programme(s) will be franchised to
Collaborative Partner or validated.
	

	
	Date of PEG approval to progress to validation/franchise
	

	
	The programme’s location within and endorsement of the Cardiff Metropolitan University Mission, the L&T strategies and School Plans;
	

	
	Evidence of need/market research/relationships with industrial partners;
	

	
	Anticipated student numbers;
	

	
	Anticipated month/year of first intake;
	

	
	If franchised, define any differences in modules or programme structure from the home programme.
	

	
	Identification of any delivery via flexible and distributed learning
	

	
	Example of Constructive Alignment (one module example per programme)
	

	
	For validated programmes at a collaborative partner, confirmation that the proposal has been reviewed by a subject specialist in the School and the School is satisfied with the academic content
	

	2. Programme Specification
	Following Programme Specification Guidance Vol 2 01 03A, using UG or PG template as appropriate:  Prog Spec template Vol 2 01 03. 

Date of Production/Revision to be shown and all sections and appendices completed.

Separate Programme Specifications for each programme/Collaborative Partner to be provided.
	

	3. Module Descriptor
	Following  Module Descriptor Guidance Vol 2 01 04A
All fields to be completed. Module Descriptor Template Vol 2 01 04
	

	4. CVs
	CVs of all academic staff who will teach on the programme(s) and a mapping of module tutors to module titles.  
	

	5. Draft Student Programme Handbook
	
	

	6. Draft Work-Based & Placement Learning Handbook & Learning Contract
	
	

	7. Initial Vetting Visit Report
	For new Collaborative Partners 
	

	8. Student Services Checklist
	Vol 2 9. 8
	

	9. Resource Checklist
	Vol 2 9.3
	


Declaration:  I confirm that I have scrutinised the submission documentation for the above event approval and I am satisfied it complies with the requirements of the Academic Handbook.  All programmes, pathways, short courses and if applicable partner information due for approval event have been included in the submission documentation.

Approved by Deputy Dean or Associate Dean Student Engagement:
Name: 
Signed: 
Date: 
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