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The procedures for modifications to courses and modules between Periodic Review are designed to ensure that modifications to an approved course or module are undertaken with due regard to externality and ensure that regular minor changes do not result in ‘curriculum drift’.

When considering modifications to approved courses and modules, consideration should be given towards current students and applicants, and current students may need to be consulted or notified where a change impacts on their learning.  A record of the change needs to be maintained, and applicants need to be notified if there is a deviation from published information, as failure to do this may lead to a breach Consumer Protection Legislation.
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1.1	This guidance outlines the principles and arrangements for course and module modifications. 

1.2	The guidance provided is aligned to the University’s Student Protection Plan to meet the Office for Students (OfS) registration requirements and the UK QAA Quality Code.

1.3	It is sometimes necessary to make changes to an approved module or course, and these are broadly categorised as:

· Enable the University to deliver an equivalent or enhanced quality of educational experience.  
· Maintain the currency of the provision or to satisfy the requirements of accrediting or Professional Statutory and Regulatory Bodies (PSRB).
· Ensure that the approved module/course aims and learning outcome are not compromised and remain consistent, or
· Add an additional mode of delivery, for example online delivery. 

1.4	The University is committed to managing changes in a manner that minimises impact on students and that meets legal and regulatory requirements.  

1.5	The process of course and module modification described relates to the modification of approved accredited module(s) and course(s) by Teesside University, including Partner Institutions.

1.6	The University has established flexible quality processes to manage modification of courses and modules.  On occasion, changes to a University Policy (e.g. Assessment & Feedback), may result in changes to several courses requiring modification, to align them with the revised policy.  In such situations, SLAR may agree that these modifications can be considered and approved via a paper presented to School Student Learning & Experience Sub-Committee (SSLESC).  However, this type of approach will only be agreed through appropriate consideration of risk levels and impact on student experience. 

1.7	It may be necessary in circumstances beyond the University’s control that temporary changes to courses or modules may be required, irrespective of where or how TU awards are delivered.  In such cases, the Resilience Review Tool (RRT) process provides a 'tool' for course teams to consider the extent to which their course could be delivered through the Hybrid Model without undue impact on the student experience.  This will ensure that the University continues to meet the expectations of the OfS conditions of registration.  The RRT should be used in conjunction with the wider Learning and Teaching Framework and any relevant PSRB guidance.   

Further information and supporting documentation is available in Chapter C: Course Design, Development and Validation of Teesside University Taught Provision (C-Form 6 Resilience Review Tool).
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	2.1
	The University has a duty to ensure that its responsibilities for standards and quality are discharged effectively through its procedures for the design, and validation of courses.

	2.2
	The University requires a formal documented modification process for several reasons.  It is important to maintain a record of how, and where, modules and courses are changed, in order that the University can be assured that standards are maintained.  It is important that the University has a clear process to inform internal and external stakeholders how the curriculum has been configured.

	2.3
	The University needs to be assured that its academic subjects are kept relevant and up to date, responding to the views and feedback of academic staff, students and external stakeholders, including External Examiners and Professional Standards and Regulatory Bodies. The modifications process ensures that the University has a formal record of responses to such drivers for change and to ensure that changes do not result in ‘curriculum drift’.  This is defined as significant changes to the content of the modules and courses from that formally approved by the University. 

	2.4
	Modifications should normally be triggered by monitoring activities and, therefore, should not normally be requested during the first year of a course’s operation, as they should have been considered as part of the initial validation process.  

	2.5
	Modifications would not normally be considered the year prior to a Periodic Review, although a risk-based approach will be taken on a case-by-case basis. 

	2.6
	The University has a responsibility to ensure that the information provided to the public on modules and courses after the approval of changes remains fit for purpose.  The modifications process, therefore, must ensure that the publication of the Course Specification and related documents meet the minimum requirements of Consumer Protection Law[footnoteRef:2].  Compliance with the Consumer Protection Law is important in protecting students, maintaining public confidence, and upholding the reputation of the University and Partners. [2:  Guidance provided in the ‘UK Higher Education –consumer law advice for providers’ May 2023] 





[bookmark: _Toc207793081][bookmark: _Toc141974799]3.	CATEGORIES OF CHANGE BASED ON RISK TO QUALITY AND STANDARDS 

[bookmark: _Toc141974800][bookmark: _Toc207793082]3.1	Categories of Modification

The University has the following procedure in place to maintain oversight and capture changes to modules and courses.  The scale of modification is dependent upon risk.  

Changes to module(s)/course(s) are grouped in the following categories:

· Administrative (Level 1) (Housekeeping) 
· Minor Modification (Level 2a and 2b) 
· Major Modification (Level 3) 
· Periodic Review 

The procedure is outlined in Figure 1 and Figure 2: Course and Module Modification(s) Procedure.  Examples of each category are outlined in the Modification Categories (C-Guidance 6) document.

With exception of the Administrative Modifications (Level 1), all requests must be submitted on the Modification Request (C-Form 1), which will be considered and approved by the School Student Learning and Experience Sub-committee (SSLESC) or associated validation event and noted at the Student Learning and Experience Committee (SLEC), via the SSLESC Standing Report.  Please refer to Figure 1: Course and Module Modification(s) Procedure. 

A copy of the completed C-Form 1, detailing the SSLESC decision must be forwarded to Student Learning & Academic Registry (Quality Assurance and Validation) (SLAR (QAV)) via QAV@tees.ac.uk.  It is the responsibility of SLAR (QAV) to track these changes.  Once approved the University systems are updated to ensure the accuracy of module/course data.  

[bookmark: _Toc141974801][bookmark: _Toc207793083]3.1.1	Administrative Modifications (Level 1) (Housekeeping)
Modifications designated as editorial changes to a module or course can be made outside of the formal modification process.  These modifications are considered routine housekeeping in nature and have no significant impact on the module or course content. 

Administrative Modifications (Level 1) do not require formal approval or reporting to SSLESC, although Schools will be required to monitor and provide oversight of these changes and update systems where necessary.  

[bookmark: _Toc141974802][bookmark: _Toc207793084]3.1.2	Course or Module Modifications (Level 2a)
Defined as low level limited modifications which do not alter the nature, focus and purpose of the course or module(s), and are approved via SSLESC Chairs Action. 

[bookmark: _Toc141974803][bookmark: _Toc207793085]3.1.3	Course and Module Modifications (Level 2b)
These changes are defined as modifications that are more substantial in nature and involve significant or fundamental alterations to a module(s)/course(s) aim, learning outcomes, structure or assessment and normally require consideration and discussion at SSLESC.

[bookmark: _Toc141974804][bookmark: _Toc207793086]3.1.4	Course/Module Modifications (Level 3)
These are defined as modifications that have accumulated since the last approval/review and are normally major in nature, and may alter the students’ expectations following acceptance of a place on the course and joining the University.
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Substantive modification(s) to a course(s) can result from a combination and accumulation of minor and major modifications between the next scheduled Periodic Review.  These modifications are seen as those which substantially change the character, focus and purpose of the course and will result in Periodic Review activity.  

Once a substantive modification(s) has been identified, the standard process for Periodic Review outlined in Chapter C: Course Design, Development and Validation of the Quality Framework, should be followed.
[bookmark: _Toc428529632][bookmark: _Toc460909934]
[bookmark: _Toc207793088]3.1.6	Finance Systems Only Changes 
Changes relating to University Systems only, e.g. adding an intake, duration or change to intermediate award title, Schools are required to complete a Finance Systems Update Form (C-Form 1a) and submit to Finance, with a copy to SLAR (QAV).   

A further example when this form may also be used is to request delivery of an approved short award (60 credits or less), by the approved delivery team in an additional location e.g.: 
· TUM course to be delivered by approved delivery team at TU London or business premises 
· Partner course to be delivered by approved partner team at additional business premises.
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Consideration of modification requests will be assessed based on the level of risk associated with the change.  Minor 2b modifications would normally be considered via SSLESC, whereas Major 3 requests would normally be presented for consideration at Quality Assurance Authorisation Panel (QAAP). 

It is expected that documentation submitted for consideration at either SSLESC or QAAP should include highlighted/tracked changes to support the Panel in easily identifying changes.

The documentation requirements would be aligned to the change being requested and will typically consist of the following, where appropriate:

· Completed Modification Request (C-Form 1)
· Revised Course Specification
· Revised Module Specification(s)
· Revised Course Structure
· Revised Assessment Chart
· Revised Map of Learning Outcomes to modules
· Revised Level Learning Outcomes
· Revised Practice Handbook
· Revised mapping documents including PSRB, Professional Apprenticeships (Apprenticeship Learning Plan), Higher National Awards, Recognition of Prior Learning, Articulation Agreement, or internal mapping between approved TU courses, and 
· Revised Partner Library statements, or alternative documents depending upon the nature of the modification 
· Evidence of consultation with Students and External Examiner
· Evidence of consultation and agreement of the changes with Partners
· Consider the impact on resources

[bookmark: _Toc141974810][bookmark: _Toc207793092]5. 	KEY RESPONSIBILITIES AND LEVELS OF AUTHORITY IN THE MODIFICATION PROCESS

	LEVEL OF AUTHORITY
	RESPONSIBILITY

	Student Learning & Experience Committee (SLEC)
	Responsible for maintaining oversight of all modifications to module(s)/ course(s).

	School Student Learning & Experience Sub-Committee (SSLESC)
	Responsible for the management and approval of all minor Level 2a/2b modifications on behalf of the SLEC.

Following advice provided through SLAR (QAV), Student Learning & Academic Registry (Academic Policy and Regulations) (SLAR (APR)) coordinate the paperwork for all Minor level 2a/2b modifications through SSLESC meetings. 

	Quality Assurance Authorisation Panel (QAAP)
	Responsible for the management and approval of Major Level 3 modifications.

Following advice and guidance, SLAR (QAV) coordinates the paperwork for all Major level 3 modifications through QAAP scheduled meetings.  

	Student Learning & Academic Registry (Quality Assurance and Validation) (SLAR (QAV))
	SLAR (QAV) confirm the level of all modifications, whilst maintaining a record and oversight for tracking purposes. 

Liaise with the Module/Course Team Leader to provide access to systems to update the relevant module(s) and/or Course Specification following modification approval by SSLESC or QAAP.  

	School Administration
	School Administration to maintain records of each administrative modification (Level 1) for audit purposes.



[bookmark: _Toc207793093][bookmark: _Toc141974812][bookmark: _Toc428529633]6.	COMMUNICATION AND CONSULTATION WITH APPLICANTS, CURRENT STUDENTS, EXTERNAL EXAMINER(S), AND PSRB 

6.1	The key issue regarding the modification process, above all else, is communication and transparency – particularly communication with students and the record of that communication.  Students must be consulted and kept informed about changes to their course and its constituent modules and documentation by the Course Leader/Module Leader. Please also refer to the Student Protection Plan Section 4 here.

	Where modifications alter the Course Specification (part of the contract on enrolment between the University and student), then the School/Course Team will be required to ascertain student consultation and, in some cases, agreement on both the minor and major change(s), and adhere to the following provision in the Teesside University Terms and Conditions.  The relevant provisions are as follows:  

	Paragraph 3.3:

The University is entitled to make reasonable changes to its courses where that will enable the University to deliver an equivalent or better quality of educational experience to students enrolled on the course. Examples of such circumstances may include: 
d) the content and syllabus of the course where developments in the subject area make that necessary, including changes in any applicable statutory and/ or regulatory body requirements and feedback from external examiners and/or students. 
e) the location of the course. 
f)  the method of delivery of the course 

Paragraph 4.4:

‘To give you reasonable notice of proposed changes to the delivery of your course or other services and to consult you on any material changes which, in exceptional circumstances, may be necessary. These may include alterations to the timetable, location, number of classes and method of delivery of your course, or variations in its content or syllabus.’ 




	Paragraph 7.3:

Events outside of our control: We will not be liable to you for our delay or failure to deliver educational services as described under this contract due to events outside our control which we could not have prevented even if we had taken reasonable care. 

Events outside our control include industrial action (except for industrial action by University employees), over or under demand from students, exceptional cases of staff illness, significant changes to our funding or to government direction to higher education, compliance with any law or government order, rule regulation or direction, severe weather, fire, natural disaster, terrorism, civil disorder, political unrest, government restrictions, epidemics and concern with regard to the transmission of serious illness that lead to the imposition of local, regional or national government restrictions which adversely affect our operations, the unexpected absence or departure of a key member of staff or where the numbers recruited to a course and/or module are so low that it is not possible to deliver an appropriate quality of education to students enrolled on it. In such circumstances, we reserve the right to delay, change or cancel parts or all of our service to you including your course, placements and access to usual University facilities.



6.2	In respect to students with a Student Support Plan (SSP) (students with a disability) in place, ensure that reasonable adjustments have been considered and made to the plan, particularly if the modification(s) impacts student placements, field trips, teaching methods and/or assessment.  School or Course Teams should consult with Student & Library Services (SLS) for advice and guidance to consider reasonable and alternative adjustments. 

6.3	The University is entitled to make reasonable changes to its courses that will enable the University to deliver an equivalent or better quality of educational experience to students enrolled on the course.  Examples of such circumstances may include: 

· The content and syllabus of the course where developments in the subject area make that necessary, including changes in any applicable statutory and/or regulatory body requirements and feedback from external examiners and/or students.
· The location of the course.
· The method of delivery of the course.

In making any such changes, the University must aim to keep the changes to the minimum necessary to achieve the required experience and will notify and where appropriate, consult with affected students in advance about any changes that are required. 

In cases where student agreement is required, students who are not satisfied with the changes must be offered the opportunity to transfer to another course or, if required, to withdraw and be given reasonable support to move to another university.

Other types of course changes can be made in the following circumstances:

· Where the change is brought about due to an event beyond the University’s control, for example:
· industrial action, 
· over or under demand from students, 
· exceptional cases of staff illness, 
· significant changes to our funding or to government direction to higher education, 
· compliance with any law or government order, rule regulation or direction
· severe weather, 
· fire, 
· natural disaster
· terrorism, 
· civil disorder, 
· political unrest, 
· government restrictions 
· epidemics and concern with regard to the transmission of serious illness that lead to the imposition of local, regional or national government restrictions which adversely affect our operations, 
· the unexpected absence or departure of a key member of staff, 
· where the numbers recruited to a course and/or module are so low that it is not possible to deliver an appropriate quality of education to students enrolled on it. 

In such circumstances, the University can delay, change or cancel parts or all of a course, but before exercising any of these rights, permission from Legal & Governance Services (L&GS) must be sought.

6.4	Where designated option modules are added to a course but do not replace existing modules or where the change does not alter information previously supplied to students, student agreement is not necessary, though it can still be provided.  

6.5	Schools/Partners are advised to use existing mechanisms to communicate, consult and obtain agreement of the proposed modification(s) from all students (e.g. Blackboard Ultra, student representative system, open meeting, email to individual student accounts, WhatsApp group, dissemination in lectures/seminars/tutorials etc).  The consultation process selected must target those students who will be affected by the proposed modification and allow students the time to reflect, question and give feedback on the proposal.  

When communicating the proposed modification(s) to students (both active and suspended students), a clear notification of the deadline for responses no later than 4 weeks from the original request should be included.  
 
	
Please note the consultation and consent period with students must be undertaken during the course delivery period, as defined in the Course Handbook, i.e., during semester/timetabled hours.




6.6	Proposals for modifications from Level 2a should normally be supported by written comments from the appropriate External Examiner(s).  Where there is more than one External Examiner, comments should be obtained from the External Examiner with particular responsibility for the academic course, module and level.  Other External Examiners must be informed of the change(s).  

6.7	Courses with proposals for modifications from Level 2a with PSRB accreditation will require consultation with the PSRB to discuss and confirm the modification to ensure alignment with PSRB requirements.  Evidence of this communication should be referenced and confirmed within C-Form 1. 

6.8	Higher Technical Qualification (HTQ) courses with proposals for modifications from Level 2a will require consultation with Skills England and, where appropriate, approval of the change.  Evidence of this communication should be referenced and confirmed within C-Form 1.

6.9	In relation to applicants, where the University has offered a place on the course affected by the modification, these changes should be brought to their attention before enrolment under the ‘Terms of Offer’.  This can be achieved by writing to applicants to notify them of the modification and their right to withdraw or cancel their place should they not agree.  Admissions tutors should be prepared to offer advice about alternative courses, should this be requested.  

	Schools should contact Student Recruitment, Marketing and Communication (SRMC) regarding modifications impacting published course literature and contacting applicants.  Schools may also wish to seek legal advice with regards to the wording of communication with applicants and those holding offers.  


[bookmark: _Toc141974813][bookmark: _Toc207793094]7.	TIMESCALE FOR SUBMITTING AND APPROVING MODIFICATIONS

7.1	Modifications are normally implemented from the start of a new academic year and should be implemented in a coordinated manner. In-year modifications may be allowed in exceptional cases, for example where the External Examiner has requested the immediate implementation of a change to ensure and maintain academic standards.  See the suggested timeline for submission within C-Guidance 6.   

7.2	Submission of C-Form 1 outlining the modification(s), should be submitted and approved before the start of a new academic year, semester or intake and in line with the deadlines outlined within C-Guidance 6.    

7.3	Where modifications are proposed to modules/courses that are delivered across more than one course, Schools, and/or Partner Institutions, each course team must be consulted and agree to the change accordingly.  C-Form 1 form must list all the courses which utilise the module(s) and must indicate the consideration and ‘fit’ of the modified module in each course. 

7.4 	Where the partner is part of the Teesside University College Partnership (TUCP), the Associate Dean (Learning & Teaching) should respond to the College within 14 calendar days of submission of the modification form to confirm if the School supports the proposal.  If the School does NOT support the proposal, a statement should be provided to the College to explain the rationale behind the decision.

7.5 	Modification Forms for TUCP will be presented to termly meetings of the TUCP Board for consideration, alongside a matrix which will be used to record decisions in relation to each proposal.

7.6	Before submission of a modification request, which may result in potential content changes to the University website/course pages mid-cycle (see B-Guidance 5 – The Impact of Title Changes Mid-Cycle - UCAS Regulations), Schools must initially seek advice and guidance on SRMC protocols.  



[bookmark: _Toc141974814][bookmark: _Toc207793095]8.	GENERAL 

References and Further Information:

The Office for Students (OfS) Advice 1: The OfS approach to regulation, Annex B. 

The Office for Students (OfS) Advice 2: Registration of current providers for 2019-20, Annex 2. 

The Office for Students (OfS) Quality and Standards Conditions

OIA Good Practice Framework: Supporting Disabled Students. 

QAA Quality Code:
· Course Design and Development.

Competition & Markets Authority 
· UK higher education providers – advice on consumer protection law - Helping you comply with your obligations. 

Teesside University Legal Services 
· Terms and Conditions.

GuildHE/HEFCE - Higher education course changes and closures: statement of good practice.

Skills England Higher Technical Qualifications: Changes to Qualifications.
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