APPENDIX 5

MINOR CHANGE

PROCEDURES, TEMPLATE AND GUIDELINES



PART A - PROCEDURES

1. Nature of changes covered by this document
The procedures outlined in this document apply to any minor change proposals. Such changes may include, but are not limited to –

(a)	change of unit title[footnoteRef:1]; [1:  Any such change also involves a consequential amendment of the schedule to the course rules, which requires approval of Academic Board.  This is achieved through Academic Board approval of consequential changes of Minor Change proposals approved by Faculty Board.] 

(b)	addition or deletion of a unit or units1;
(c)	change to the sequencing of units;
(d)	change to the choice of electives available in a course, using existing units1;
(e)	change to the detailed content of a unit;
(f)	change to the assessment requirements of a unit;
(g)	change to the mode of offering of a unit;
(h)	change to the contact hours of a unit.

2.	Process for development and approval of minor change proposals
2.1	The initiative for any minor change proposals may rest with the Faculty or School. The responsible officer(s) will prepare a proposal, in accordance with the template and guidelines in Parts B and C below, addressing only those items which are relevant to the change(s) in question.

2.2	The proposal will be forwarded to the Dean(s) for determination by the Faculty Board(s) in accordance with the usual processes of the Faculty(ies).

2.3	The Faculty decision will be notified to Academic Board by its inclusion in the Faculty Board minutes.  

3.	Consultation
Consultation and liaison will 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;
(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.

4.	Moderation
4.1	If the proposal involves creation of any new units, the Dean will appoint external moderators as part of the quality assurance strategies associated with development of the proposal.

External moderators will be persons external to the University who have expertise in the discipline/content area(s) as well as in higher education curriculum requirements.  They may be appointed –

(a) to moderate components of the course (including unit sequences)  – in which case normally at least two moderators would be appointed;  or

(b) to moderate individual units or groups of units – in which case at least one moderator, but usually two, would be appointed in each case.  

4.2	In either case moderators will be invited to assess the quality of the newly developed or reviewed unit(s) on the basis of the unit outline(s); to assist in this task, moderators will be provided with a summary description of the course, including course objectives and overall structure.

Moderators may be asked to comment, for individual units, specifically on the – 

(a) unit learning outcomes;
(b) unit content;
(c) relevance and appropriateness of the unit in the context of the overall course design;
(d) appropriateness of teaching organisation, including –
(i) teaching-learning methods;
(ii) duration
(iii) mode (eg lectures, tutorials, workshops, laboratory sessions, professional experience, contract learning, individual student tasks, etc);
(e) texts, bibliography and other learning resources;
(f) nature of assessment tasks;
(g) standard of anticipated learning outcomes, given the level of the unit and the course.



PART B – CHECKLIST

Complete such of the following sections as are relevant to the proposal in question, using the table below as a guide as to sections to be addressed.


	

Section
	
Change unit title
	
Add or delete unit
	
Change unit sequence
	
Change elective choices
	
Change schedule of unit offerings (course rules)
	
Change unit content
	Change assess-ment require-ments

	
Change unit study mode or location
	
Change contact hours


	Faculty(ies)
	
	
	
	
	
	
	
	
	

	Course title
	
	
	
	
	
	
	
	
	

	Summary of changes proposed
	
	
	
	
	
	
	
	
	

	Consultation
	
	
	
	
	
	
	
	
	

	Rationale for proposed change
	
	
	
	
	
	
	
	
	

	Contribution to Mission and Strategic Plans
	
	
	
	
	
	
	
	
	

	Other academic consequences
	
	
	
	
	
	
	
	
	

	Amendment of course rules
	
	
	
	
	
	
	
	
	

	Resource implications
	
	
	
	
	
	
	
	
	

	Risk management
	
	
	
	
	
	
	
	
	







PART C – TEMPLATE

MINOR CHANGE

The proposal will address such of the items listed below as are relevant, according to the table in Part B. The proposal will be supported by relevant data.

Where information is provided in a table, the notes below provide guidance on the information to be included in the table;  further data under the respective headings is unnecessary.

For information on the context and/or interpretation of various terms, refer to the Glossary in Appendix 1 to the Policy on Course Approval, Amendment and Review.


INTRODUCTION 

	Faculty(ies)
	

	Course title
	



1.	Course details

1.1	Faculty
Nominate the Faculty responsible for the course. Where more than one Faculty is involved, nominate all participating Faculties and indicate the Faculty with primary administrative responsibility for the course.

1.2.	Course title
(Refer to the Guidelines for Nomenclature of Awards: http://my.acu.edu.au/policies/)


2.	Summary of the changes proposed
Provide a brief statement of the nature and scope of the changes proposed (see for example Section 1 of Part A above and/or the checklist in Part B).  Extensive detail is not required in this section as it is contained elsewhere in the document. 


ACADEMIC AND STRATEGIC PRIORITIES 

3.	Rationale for the proposed changes
Outline the main reasons for any proposed change.

Indicate the nature and level of consultation which has occurred in development of the proposal.

4.	Contribution of the course to the Mission of the University and relationship to the University and Faculty Strategic Plans 

Indicate any way in which the change affects –  

(a) the manner in which the University’s Mission and Catholic ethos are incorporated into and promoted by the course;

(b) the manner in which the course contributes to achievement of the strategic priorities of the University and the Faculty.


COURSE DESIGN, QUALITY AND INTEGRITY 

5.	Addition of units

	Unit title
	Credit points
	Study period offered
	Campus(es)
	Hrs Lect per week
	Hrs tut/ lab per week
	Other hrs per week

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



List any units to be added and, in the case of new units.

Provide unit outlines (as an attachment) for any new units.  Insert statement:  See Appendix xx.

Unit outlines should be provided in accordance with the template in Appendix 10.


	Unit code
	Unit title
	
	
	
	Names and affiliations of moderators

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Indicate the moderation which has occurred in accordance with Section 4 of Part A for any new units.



	Specific unit to be used in relevant course(s)

	Other courses in which new unit(s) will be used
	Specific use – eg as a core unit or part of a nominated major or specialisation or an elective

	
	
	

	
	
	

	
	
	

	
	
	



Indicate other courses in which these new units will be available and for which the course rules need consequential amendment.  Use a separate row for each unit and course.

6.	Use of existing units

	Unit 
code
	Unit title
	Any changes to existing units (eg minor change of title)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Provide a table showing the use of and any changes to existing units.

7.	Deletion of units

	Unit Code
	Unit Title
	Location(s) at which unit no longer to be offered
	Last study period of offering of unit

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



List any existing units to be discontinued, and the date of discontinuation.  This should exclude any units which continue to be offered as part of any other ongoing course.

Where the units are core units, indicate any substitution of units or ways in which the course structure is proposed to be altered.


8.	Variation of location at which units are available
	(Note: For discontinuation of offering a course or specialisation at a particular location, see section 14, Appendix 4.)

Location(s) at which unit is offered and effective date

	
Unit(s)
	
Campus/location at which unit(s) 
to be offered
	Effective date

	
	
	Study period
	Year

	
	Existing Campuses/Locations
	
	

	
	
	
	

	
	
	
	

	
	Additional location(s)
	
	

	
	
	
	

	
	Location(s) at which unit(s) offering to be discontinued
	
	

	
	
	
	




List all campuses at which the unit is offered/to be offered or is to be discontinued.

Where a unit is to be offered at a location other than an ACU campus, provide details of such location.

Indicate if the course is to be offered entirely online or online as well as at a campus or other location.

(Refer to the schedule of approved study periods:  http://my.acu.edu.au/policies)


9.	Variation of study mode of a unit
Indicate the current and proposed mode(s) of study by which the relevant unit is/is proposed to be offered.


	Unit
	Current mode(s)
	Proposed mode(s)
	Date of introduction

	
	
	
	Study period
	Year

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Provide information on any transitional arrangements for existing students who may be negatively impacted by withdrawal of the unit in a particular mode of offering.

10.	Availability to commencing students
Indicate any change in the study period(s) in which new students will be able to commence the course each year.  Where availability to commencing students differs between campuses, provide appropriate details.  For example:

	Study period from which available for offer to commencing students
Brisbane
Strathfield
	Summer A




Yes
	Summer B



	Sem 1




Yes
Yes
	Autumn





Yes
	Winter
	Sem 2



Yes
	Spring A




Yes
	Spring B



11.	Other academic consequences
Indicate any other academic implications of the proposed change.

Provide specific information on any effect on unit availability and the consequences for the course structure.  Comment specifically on any impact on international students, if relevant.

Provide details of the effective date of the proposed change and procedures for its implementation.

(a) Provide details of a managed transition program for any changes which affect completion of the course by continuing students.  this includes transitional requirements in relation to prerequisite, co-requisite and incompatible units;


12.	Amendment of course rules and program maps
Provide specific details of the changes to course rules (including schedules of unit offerings) and program maps proposed; include tracking of both deletions and insertions.  

Include transitional provisions where relevant.

(Refer to Academic Registrar for drafting amendment of the course rules.)

(See Appendix 9 for a sample program map and Appendix 8 for a sample of course rules.)


RESOURCE ANALYSIS 

13.	Resource implications
Identify the resource implications of the proposed change;  this may include impacts on –

(a) Academic staffing; 
(b) Support and administrative staffing;
(c) Building, plant and equipment;
(d) Information technology and communication resources;
(e) Library resources;
(f) Other resources. 

If relevant, indicate any specific resource and/or capacity issues related to international student enrolments.

14.	Risk management
Identify potential risks and how such risks will be ameliorated if they become actuality. 


COURSE PROMOTION

15.	Description of course for promotional and related purposes

	Using the template in Appendix 12, provide updated/revised course descriptions for inclusion in or for the following purposes:

· Undergraduate/Postgraduate Courses Guide
· International Student Guide
· Tertiary Admission Centre Guides
· Course browser
· Australian Higher Education Graduation Statement.
Insert statement:  See Appendix xx.



1

