APPENDIX 7

TIMELINES AND PROCESSES FOR SUBMISSION OF
DRAFT COURSE PROPOSALS


The following timelines and processes apply to the development and submission of proposals for new courses, course reviews and other course changes in accordance with the Policy and Procedure for Course Approval, Amendment and Review[footnoteRef:1].  They have been developed having regard to the requirements of the Commonwealth Department of Education, Employment and Workplace Relations for the submission of data on course and unit offerings and publication requirements of the Tertiary Admission Centres. [1:   Referred to in this document as ‘the Policy’.] 



1.	Timeline for approval by Academic Board

Unless the Pro-Vice-Chancellor (Academic) gives prior approval in writing, the following timelines apply for approval of changes to course and unit offerings.

	Item
	Approval timeline

	COURSES
	Academic Board approval

	Review of course offerings
	

	A consolidated proposal for the development of new of courses and phasing out of relevant existing 
course.
	February of each year 

	Course approval, review or major amendment
	

	· Courses published/offered through a Tertiary Admission Centre
	February of the year preceding year of offering

	· Courses offered through direct application
	February of the year preceding year of offering

	Determination of courses to be offered and associated fee status (eg Commonwealth-supported and/or fee-paying)
	

	· Courses published/offered through a Tertiary Admission Centre
	February of the year preceding year of offering

	· Courses offered through direct application
	February of the year preceding year of offering

	
	

	UNITS
	

	Approval of new units
	Faculty Board approval

	· Units in a course to be offered in the following academic year
	February of the year preceding year of offering

	Determination of units actually offered
	Faculty Dean (or nominee) approval[footnoteRef:2]  [2:   The Dean may for instance delegate this authority to Heads of School.
] 


	· Units offered in the following academic year
	April of the year preceding year of offering

	Variation of determination of units actually offered
	Faculty Dean approval

	· Units offered in Summer A, Summer B, Semester 1, Autumn or Winter term
	31 August of the year preceding year of offering

	· Units offered in Semester 2, Spring A or Spring B term
	28 February of the year of offering



 
2.	Consultation during the development/review stage

2.1	Under the Policy appendices which relate to the various types of course change approvals, it is required that consultation and liaison to occur “as appropriate with –

(a) in the preliminary stages of initiation of the proposal:
(i) the Associate Vice-Chancellor and/or Campus Dean in the relevant State(s);
(ii) the relevant Faculty Dean(s);
(iii) relevant Heads of School;
(iv) Director, Marketing and External Relations, regarding the analysis of market need/demand for the new course;  
(v) Director, Office of Planning and Strategic Management regarding congruence of the proposal with the University Strategic Plan;
(vi) Director, Properties regarding the physical resourcing implications of the proposal;  and 
(vii) in the case of courses open to international students, the Executive Director, International regarding any implications specific to international students;  and

(b) inviting comment on the draft proposal, normally prior to its submission to Faculty Board:
(i) Pro-Vice-Chancellor (Academic);
(ii) Director, Libraries;
(iii) Director, Information Technology;  and
(iv) Academic Registrar. 

	When requested, those officers will provide a written response, where relevant identifying resource implications and/or contributing to the development of cost projections.”

Such liaison should occur as early as possible in the course development/review process, and before the submission of the draft proposal to the Chair and Deputy Chair of Academic Board for review.  Consultation with the Director, Marketing and External Relations, should normally occur very early in the development/review process, and should focus principally on rationale and analysis of the market need/demand for the course.  

New course and course review proposals will not be submitted to Academic Board unless accompanied by statements by the Directors, Marketing and External Relations, Libraries and Information Technology and the Academic Registrar.

2.2	As soon as the course/course change proposal is clarified, it should be submitted to the Academic Registrar for drafting of course rules or review of the draft course rules or changes thereto, as well as any changes to the Schedules to the Nomenclature Guidelines.   The Academic Registrar will liaise with Faculties regarding these documents and will be responsible for submitting the final version to the Chair of Academic Board (with a copy to the relevant Dean), and for maintaining master copies of those documents.  

2.3	Normally at least seven working days should be allowed for response to consultations under sections 2.1 and 2.2 above.

3.	Submission of documentation to Pro-Vice-Chancellor (Academic)

Any new course, course review or course change proposal under the Policy must be submitted to the Pro-Vice-Chancellor (Academic) for review and comment, normally and preferably before submission to the Faculty Board and, except in exceptional circumstances,no later than six weeks prior to the Academic Board meeting at which it is intended to be considered.

4.	Despatch of Academic Board papers

Academic Board business papers will be despatched by the Secretariat two weeks prior to the Academic Board meeting.    

5.	Variation of timelines

Any variation of the timelines in sections 2 to 4 above may, in exceptional circumstances, be made only with the prior written approval of the Pro-Vice-Chancellor (Academic).  In circumstances where a case for an urgent need for introduction or modification is demonstrated by the Dean, based on the University’s strategic direction and/or information or feedback from the profession and/or professional body, the normal timelines may be varied and the approval process expedited, in order to enable timely promotion and offering of the course.
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