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Introduction
Please Note: the contents of this document are designed to
be accessed via an interactive website and are reproduced
in this booklet format for accessibility. Some features and
functions may not be available in this format (e.g. search
facility). Please use this document in conjunction with the
website.
Elements of this Code of Practice should be read in
conjunction with the Code of Practice for Collaborative
Partnerships.

Function and Purpose
The Swansea University Codes of Practice are designed to provide a framework
for the effective delivery of Quality and Enhancement, supporting and enabling
staff and students to engage fully in delivering a high-quality student experience
across all programmes and at all levels of study. The Codes of Practice are designed to provide a summary overview of key processes, along with more detailed
frequently asked questions, providing a step-by-step approach to effective quality
assurance.
This Code of Practice is aligned to the Quality Assurance Agency (QAA) UK Quality Code Expectations for Standards and Quality Core and Common Practices
(May 2018) the associated Advice and Guidance on Course Design and Development and its Guiding Principles (November 2018).
Swansea University principles and processes for the design, development, approval and review of new and revised programmes will be reviewed annually to ensure continuing fitness for purpose and to take account of updated advice from the
QAA in respect of the UK Quality Code itself, new and revised Characteristics Statements and new and revised Subject Benchmarks.
Academic Quality Services welcomes feedback on the effectiveness of this Code
of Practice and will seek to implement improvements throughout the year to improve the user experience. Please send any feedback to quality@Swansea.ac.uk
with the Subject Header ‘COP Feedback’.
We hope this Code of Practice proves useful and easy to use.
Academic Quality Services.
Updated: August 2019.
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Assuring Quality and Standards

Assuring Quality and Standards

This Code of Practice for Programme Design, Development, Approval and Review
provides the framework, principles and processes for the effective design, development, approval, review and oversight of all programmes of study (including
undergraduate, postgraduate taught, postgraduate research and collaborative
developments). The University seeks to work with students as partners in their
learning. This starts with positive and active involvement of students at all stages of
programme design and development, approval and review.

From the EXPECTATIONS FOR STANDARDS

The key aspects contained within the Code of Practice are:
1. Developing and Approving New Programmes of Study.
2. Developing, Approving and Reviewing Modules.
3. Reviewing, Amending and Enhancing Existing Programmes of Study.
4. Managing Existing Programmes of Study: Portfolio Review and the Suspension
and Withdrawal of Programmes.

Assuring Quality and Standards

The relevant Core Practice is as follows:
• The provider ensures that the threshold standards for its qualifications are
consistent with the relevant national qualifications frameworks. In practice,
this means that when designing and approving courses, relevant national qualifications frameworks are referred to.
• Where a provider works in partnership with other organisations, it has in pla
ce effective arrangements to ensure that the standards of its awards are credible and secure irrespective of where or how courses are delivered or who
delivers them. In practice, this means that Swansea University ensures that it
maintains responsibility for setting and maintaining standards of a course regardless of whe-re it is delivered.
• The provider uses external expertise, assessment and classification processes
that are reliable, fair and transparent. In practice, this means that feedback
from external stakeholders is used to inform course design and development.
The relevant Common Practice is as follows:

The Swansea University principles have been designed to meet the expectations and practices outlined in in the UK Quality Code for Higher Education,
(May 2018) and the Guiding Principles included in the Advice and Guidance
for Course Design and Development and Evaluation and Monitoring (November
2018).
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• The provider reviews its core practices for standards regularly and uses the
outcomes to drive improvement and enhancement. In practice, this means that
regular monitoring and evaluation are used to drive improvement and enhancement of course design and development processes.
From the EXPECTATIONS FOR QUALITY
The relevant Core Practice is as follows:
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Assuring Quality and Standards
• The provider designs and/or delivers high-quality courses. In practice, this
means that course approval processes facilitate the design and development of
high-quality, relevant, market-attractive courses which lead to credible and
recognised positive outcomes for students.
• The provider has sufficient appropriately qualified and skilled staff to deliver
a high-quality academic experience. In practice, this means that course approval processes ensure that there are appropriately qualified and skilled staff
to deliver a high-quality academic experience.
• The provider has sufficient and appropriate facilities, learning resources and
student support services to deliver a high-quality academic experience. In
practice, this means that course approval processes ensure that there are appropriate facilities, learning resources and student support services to deliver a
high-quality academic experience.
• Where a provider works in partnership with other organisations, it has in
place effective arrangements to ensure that the academic experience is
high-quality irrespective of where or how courses are delivered and who delivers them. In practice, this means that when a course is designed and developed in partnership with an external organisation, the degree-awarding body’s
course approval processes consider and document responsibilities in relation to
delivery, support and monitoring arrangements.
The relevant Common Practice is as follows:
• The provider reviews its core practices for quality regularly and uses the outcomes to drive improvement and enhancement. In practice, this means that
regular monitoring and evaluation are used to drive improvement and enhancement of course design and development processes.
• The provider engages students individually and collectively in the development, assurance and enhancement of the quality of their educational experience. In practice, this means that students are key stakeholders in course design
and development processes.
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Core Principles of Programme Design,
Development, Approval and Review

All programmes will:
• Be strategically aligned and viable;
• Meet the quality and standards set by Swansea University, aligned to the
Framework for Higher Education Qualifications, QAA Subject Benchmarks,
Characteristic Statements and the QAA UK Quality Code;
• Have clearly defined Learning Outcomes and assessment aligned to these;
• Be student focused, inclusive and equip graduates with a range of employability and entrepreneurial skills, positioning them effectively as global citizens by
design;
• Be informed by external academic expertise during their design, development,
approval and review stages;
• Involve employers, students and other stakeholders in programme design, development, approval and review;
• Be developed in accordance with the requirements for timely marketing;
• Be subject to regular monitoring and evaluation.

9

The Programme Life Cycle: The Stages of
Programme Design, Development, Approval and
Review Explained
All programmes offered by the University have a life-cycle to ensure that they remain fit for purpose, viable, and informed by market trends and the latest research
and practice within the subject area. All new or substantially revised programmes
are subject to a rigorous programme approval process, followed by an annual
review each year to ensure that they remain current in terms of both academic content (Annual Programme Review) and viability (Annual Portfolio Review).
All programmes are also reviewed in detail periodically through an in-depth Quality Review, to ensure the programme has been continuously enhanced and continues to meet the relevant and evolving expectations and standards of the University,
employers, external bodies and agencies and students.
In this Code of Practice, the stages of programme design, development, approval
and review are explored in more detail, with information and guidance provided
on how to undertake each element through a series of Frequently Asked Questions. Additional specific guidance, information and forms are available through
the hyperlinks in this document and from the Academic Quality Services website.

An Overview of Programme Development
and Approval
Like developing any new product for market, establishing a new academic programme takes time, commitment, partnership and an understanding of key academic and educational principles.
This can be quite daunting, but Academic Quality Services provides a range of
training, development and support options to assist any programme developers
through the development and approval process. This support is tailored to meet
the needs of the programme developers, taking into account the experience of the
team. The descriptions below provide an oversight of the process for taking a new
programme of study through the various development and approval phases.
Academic Quality Services has developed a Programme Delivery Plan for developers, which will guide you through the required steps and establish key milestones to help structure your development. An indicative recommended development timeline is also provided for reference; please do not underestimate the time
commitment required for success, and ensure that you approach this as a major
project. It can take as long as two years to develop a new programme of study.
If you are thinking about developing a new programme, or if you are unsure how
to approach what you are planning, please contact Academic Quality Services at
to see how we can help you.
The following bodies within the University’s Governance structure are involved in
the development, approval and review of new programmes:
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An Overview of Programme Development
and Approval
Governance Level

Body

Phase

College/School

Learning & Teaching
Committee
and
Board of Studies
Programme
Management Board

Proposal/Development

Programme Approval
Committee and
Collaborative
Partnership Board
Learning, Teaching &
Quality Committee

Development/
Approval

University

University

University

Concept and Business
Planning/Proposal

Approval

Please see Assuring Quality and Standards for further information on the
University’s Governance structure for Quality Assurance.
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An Overview of Programme Development
and Approval

L&T = Learning & Teaching Committee
PMB = Programme Managemnent Board
PAC = Programme Approval Committee
AQS = Academic Quality Services

13

Concept and Business Planning Phase
All new concepts and ideas must be tested before significant effort is expended
in design and development. You should consider engaging students and external
expertise from the very start of this process to ensure that the programme is designed in partnership with its key stakeholders. Internally, Programme Management Board will oversee this phase for the University, and the College/School
Learning and Teaching/Research Committees will oversee the phase locally at
College/School level. The purpose of establishing the concept is to ensure that
ideas are aligned to the University’s strategic priorities for development and
growth. All new concepts must be recorded and submitted using the Proof of
Concept Form.
Each year the University (centrally and within Colleges/Schools) will review
Higher Education Statistical Analysis (HESA) data looking at recruitment trends
in Higher Education nationally, along with supporting data and information
gathered by the International Development Office. Together, the University has
established a Portfolio Development Strategy that is updated regularly to record
progress.
In addition, Colleges/Schools may develop and present additional concepts
internally, which may be driven by the identification of potential new growth
markets, specified by employers or commissioning bodies or raised at Boards of
Studies.
The Concept and Business Planning Phase of the process aligns to Guiding
Principles 1and 2 for Course Design and Development set out in in the Advice
and Guidance associated with to QAA UK Quality Code which states:
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Concept and Business Planning Phase
Guiding Principle 1
“Strategic oversight ensures that course design, development and approval processes and outcomes remain consistent and transparent. As well as assuring
the standards and quality of their courses, providers ensure that their academic
portfolio is reflective of their mission and strategic objectives. Strategic oversight
enables providers to set clear direction and promote a shared understanding of
the processes for, and outcomes of, course design, development and approval.
It enables providers to oversee the integration of the academic and business aspects of course approval in an objective manner.”
Guiding Principle 2
“Accessible and flexible processes for course design, development and approval facilitate continuous improvement of provision and are proportionate to risk.
Course design and development processes should be straightforward and tailored to the perceived level of risk. This encourages constructive engagement from
staff, students and other stakeholders, and supports the continuous improvement
of courses. Engagement can be effectively supported by providing accessible information, which details key steps, timescales, roles and responsibilities, and links
to external/internal reference materials.”
Actions Required:
• Complete Proof of Concept form.
• Seek College Learning and Teaching/Research Committee Approval.
• Submit for Programme Management Board Approval.
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Concept and Business Planning Phase

Proposal Phase
Once the Concept is approved and the Market Intelligence indicates a favourable
market, the next step is to complete the full programme proposal using the online
Programme Approval and Management system (PAM). In the first instance, you
should contact Academic Quality Services at academicprogrammes@swansea.
ac.uk to set up the outline programme and to provide some initial training and
support in using the system if you are new to it. This will help to make the process
smoother throughout as we can ensure that you have the correct set up for your
programme from the outset.

Market Intelligence
It is vital for the College/School to establish a clear case to demonstrate that the
programme is viable, and as such Programme Management Board will expect to
see a Market Intelligence Report alongside the Proof of Concept. To provide evidence of market demand, the Market Intelligence Team within Marketing, Recruitment and International office will provide a Market Intelligence report which will
draw upon a range of key data sources which may not be available to Colleges/
Schools.
To request a Market Intelligence Report, the Proposal Team should contact the
Market Intelligence Team and submit the Request for Market Intelligence Form.
Reports can take up to six working weeks to process depending on demand and
complexity, so please ensure that this time is built into your planning.
Actions Required:

Colleges/Schools should complete the required information in the Programme
Approval and Management (PAM) system which focuses primarily on the business case, including the rationale, viability and projected growth, resource requirements and tuition fees. All developments must either be identified within the
College/School Business Plan, or will need approval from the Head of College/
School and College/School Finance Manager to ensure the development can be
included within the Business Plan approach.
The PAM system can be accessed by logging into the intranet and selecting Academic Records > Courses > PAM. Once approved by the Colleges’/School’s
Learning and Teaching Committee, the Proposing Team must present a case to the
Programme Management Board.
f the proposal is approved to proceed to full development, Colleges/Schools will
be permitted to list the new programme on the University’s ’Coming Soon’ page.
The University does not normally approve formal marketing or recruitment at this
stage to ensure compliance with consumer law and the Competitions and Markets Authority (CMA) guidelines.

• Complete and submit request for Market Intelligence Form.
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Development Phase

Proposal Phase

Programme Development
Once the Programme Management Board approves the programme for full
development, the College/School and the Proposing Team will need to develop
the full programme proposal online on the Programme Approval and Management (PAM) System.

However, the ‘Coming Soon’ approach enables Colleges/Schools to promote
the programme to potential applicants in advance of full approval, enabling them
to submit expressions of interest for the new programme, but no formal offers are
made.
At this point, Academic Quality Services will establish a full Programme Delivery
Plan to support the development of the programme through to completion.
Actions Required:
• Create new proposal on Programme Approval and Management (PAM) System.
• Complete sections and upload Market Intelligence Report.
• Embed any resource requirements within College/School Business Plan.
• Seek approval from College/School Learning & Teaching/ Research Committee.
• Submit to Programme Management Board.
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At this point, the Proposing Team should engage external expertise to support
and advise them through the academic development of the programme. If the
programme is entirely new as opposed to being a development of an existing
programme an External Subject Specialist and Employer should be engaged to
support development.
Students should be engaged from the concept phase, but if they have not yet
been engaged, ensure that they are fully engaged as part of the Proposing
Team from this point forward.
The Proposal must cover each section identified in the proposal template, focusing on Learning and Teaching, Employability, Assessment and Feedback,
Student Experience and other key elements. The Proposing Team must also develop and upload the following documents which frame the structure of the programme:
• Programme Structure/Student Journey Map
• Assessment and Feedback Strategy
• Curriculum Map
• Approved and Updated Module Proformas for all modules (including any
optional modules)
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Development Phase

Development Phase

As part of the process of Programme Development, the Proposing Team must develop and/or review all modules that form the programme and present these as
part of the programme proposal. Each module must be completed using the Module Proforma and approved by the College’s/School’s Learning and Teaching
Committee, prior to inclusion within the proposal. Once complete, the modules
must be updated on the Programme Pathways/Syllabus Rules system, which can
be accessed via the PAM system.

The Development Phase of the process aligns to the EXPECTATION FOR
QUALITY

All teams proposing new programmes are required to complete a proforma which
identifies if there are any issues relating to Tier 4 compliance in the proposed programme. If there are matters requiring attention, for example lack of clarity around
UKVI compliance, it would normally be picked up by Programme Approval Committee as a condition of approval. Where necessary teams will be referred to the
Governance team who will be able to advise how UKVI compliance can be assured. If you are amending an existing programme you should also consider UKVI
compliance using the same form
The Guidelines on the Development, Approval and Review of Modules provide
full information on the development of new modules.
During this phase, the Proposing Team and College/School will need to work
closely with the Academic Partnerships Directorate for any programmes including collaborative partnerships. More information on this process can be found
in Code of Practice for Collaborative Partnerships and in the Frequently Asked
Questions relevant to this section.
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‘Courses are well-designed, provide a high-quality academic experience for all
students and enable a student’s achievement to be reliably assessed.’
Feedback from key stakeholders/sources and multidisciplinary research allow
developers to craft relevant and innovative courses of study. Sources of feedback
for course design may include internal and external specialists, prospective, current and past students, employers and PSRBs. The incorporation of a systematic,
relevant and stimulating assessment strategy, which enables course and module
learning outcomes to be met, is also a key consideration for course design and
development.
This phase of the process aligns to Guiding Principles 3 and 4 for Course Design
and Development set out in in the Advice and Guidance associated with to QAA
UK Quality Code which states:
Internal guidance and external reference points are used in course design, development and approval.
The credibility of courses is anchored in recognised national and European frameworks, applicable PSRB requirements and degree-level Apprenticeship Standards.
These reference points help to maintain sector-recognised standards by offering
consistency across the range of provision. Providers also develop and use internal
guidance against which courses are designed, developed and approved.
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Development Phase

Approval Phase

Feedback from internal and external stakeholders is used to inform course content.

Programme Scrutiny

Continuous engagement with internal and external stakeholders such as students,
academic colleagues from other providers, employers and professional bodies
informs the design and development of courses, ensuring the continuing relevance
of curricula, assessment methods and teaching approaches. Within their own
context, a provider might consider how stakeholder input is gathered and integrated as part of the core process. The nature and extent of external input should be
proportionate to the stage of the process, the decision being taken and the level of
risk associated with the development.
Actions Required:
• Nominate External Assessor/External Subject Specialist.
• Nominate Employer.
• Create programme proposal in PAM.
• Create/update all modules.
• Create Programme Pathways/Syllabus Rules.
• Create Assessment and Feedback Strategy.
• Create Curriculum Map.
• Create Programme Structure/Student Journey Map.
• Complete relevant approval processes for any new partners.
• Submit Programme Proposal to College/School Learning and Teaching Committee for final internal approval.
• Submit Programme Proposal to Programme Approval Committee by assigned
Programme Delivery Plan deadline.
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Once the Proposal Document is completed, reviewed and approved within the
College/School by the College/School Learning & Teaching Committee and
submitted, it will be subject to initial scrutiny by Academic Quality Services prior
to submission to the Programme Approval Committee (PAC).
Only complete proposals deemed to meet the University’s standards will be put
to the Committee for review. Those proposals deemed to be incomplete will be
returned to the College/School and will not be submitted onto the approval
stage.
This process takes time, so the Programme Delivery Plan which sets the schedule
for development will require final submission at least four weeks prior to your
assigned PAC meeting. By taking this approach, Academic Quality Services can
ensure that a programme proposal stand the best chance of successful approval,
and can ensure that the Committee, Lead Reviewer, Student members, Employers
and the External Subject Specialist receive proposals with sufficient time to properly review and scrutinise. This is deemed to be at least two weeks.

Programme Approval
Once the proposal passes initial scrutiny by Academic Quality Services, the Programme Approval Committee (including the External Subject Specialist, Employers and Students), guided by the Lead Reviewer and External Subject Specialist’s
Report will review the proposal. The date of the specific Programme Approval
Committee meeting will be set in the Programme Delivery Plan and will not normally be changed without sufficient justification and notice. The Proposing Team
will be invited to attend to provide any further clarity needed on the programme
proposal (the time and venue will be provided via email beforehand).
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Approval Phase

Approval Phase

Outcomes

Actions Required:

The Programme Approval Committee can identify conditions of approval where
issues identified mean that the proposal is inadequate for immediate approval of
the programme, which must be addressed within one month of decision. Alternatively, where the Committee is convinced that issues are being addressed, it can
elect to implement affirmations on approval, which do not delay approval, but
must be addressed by the Proposing Team within the deadline set and normally
before the programme is delivered. The Committee will also identify recommendations for further enhancement, and any areas of effective practice, which will be
collated and shared with SALT. In rare cases, where Programme proposals do not
meet the required standards, the Committee will not approve the proposal, which
will be returned to the College/School for further development.

• Attend Programme Approval Committee Meeting.
• Provide Response to Conditions/Affirmations/Recommendations by the deadline set.
• Make any required amendments to the proposal identified within Conditions/
Affirmations by the deadline set and resubmit proposal.

The Approval Phase of the process is aligned to Guiding Principle 6 for Course
Design and Development set out in in the Advice and Guidance associated with to
QAA UK Quality Code which states:

Actions Required:

Course design, development and approval processes result in definitive course
documents.
Approval processes should ensure that definitive course documentation is produced accurately and fairly describing the learning opportunities, intended student outcomes and support offered. Providers are responsible and accountable
for the information they produce and for ensuring definitive course documentation
remains current, transparent, focused on the intended audiences and complies
with any external or legal requirements.
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Post Approval Process
Following approval by the Programme Approval Committee, the Proposing Team
should then undertake a series of activities which require completion prior to the
launch of the programme and the intake of students. The University will also undertake a number of post-approval processes to establish the programme within the
institution (including route and UCAS codes where applicable) and notify all relevant parties.

• Meet any affirmations affixed to approval.
• Market and promote the programme and recruit students.
• Ensure Programme web pages are created, accurate and launched (including
KIS pages).
• Nomination and appointment of External Examiner(s).
• Completion of relevant Module/Programme Student Handbooks.
• Ensure appropriate module Blackboard pages are created and populated.
• Assign Programme to an existing Board of Studies or convene a new one.
• In case of Collaborative Programme(s) – ensure sufficient training is given to
collaborative partner on University regulations and procedures, supported by
the Academic Partnerships Directorate.
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Developing a Programme with a Partner
(Collaborative Programmes)

Developing a Programme with a Partner
(Collaborative Programmes)
Declaration of Interest
In the first instance, a declaration of interest can be established which is non-binding and seeks merely to explore opportunities. In some cases, this section is bypassed to establish a Memorandum of Understanding, depending on local conditions and expectations.
Due Diligence on Partner(s)

Developing a new programme with a partner (or partners) external to the University (academic or industrial) can be extremely rewarding (and potentially lucrative
for the University), but is also more complex and time consuming to develop, approve and manage, bringing higher risk to the University along with the potential
for higher reward. The Code of Practice for Collaborative Partnerships delivers
full support and guidance for proposal and programme teams engaged or seeking to develop collaborative programmes, but a summary is included below for
reference.
Developing a new programme with a partner follows essentially the same approach as developing any other new programme (taught or research), but has an
additional stage focusing on the review and approval of the partner(s) in addition
to the scrutiny and approval of the academic programme. In addition to the aspects of approving a new programme outlined in Designing, Developing and Approving a New Programme of Study, proposals with collaborative partners must
also complete the following additional processes:
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To ensure the status and security of the partnership and proposal, the Academic
Partnerships Department, with support from the University’s Finance and Legal
teams in conducting thorough due diligence on the financial, legal, academic
and ethical status of the proposed partner(s). Full information on what is explored
within Due Diligence can be found in the Code of Practice for Collaborative Partnerships.
Site Visit Report
For any new collaborative programmes (and for any expansions into new subject
areas with existing partners) a completed site visit report is required. This report
provides evidence to the University that the resources, equipment, facilities, support arrangements and teaching quality are in place and can deliver a student
eperience at least equivalent to that students would receive at Swansea University.
For information on who can conduct site visit reports see the Code of Practice for
Collaborative Partnerships.
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Developing a Programme with a Partner
(Collaborative Programmes)

Developing a Programme with a Partner
(Collaborative Programmes)

Risk Assessment

Programme Approval*

Based on the information and due diligence provided, Academic Quality Services
will carry out a detailed risk assessment of the proposed partner, referring to the
University’s risk management strategy and team for support.

Once all the steps have been completed, the programme approval process is conducted as normal by the Programme Approval Committee.
*Wherever possible, the approval required from both the Programme Approval
Committee and Collaborative Partnerships Board will be integrated through a
Joint Committee approach to streamline the process.

Memorandum of Understanding (MoU)
A memorandum of Understanding can be signed before due diligence has taken
place, but would normally be signed after initial due diligence has taken place to
ensure that the University has verified the status of the proposed partner. In some
cases where the partner’s reputation is high and the risk is low, this element can
be accelerated. A Memorandum of Understanding (MoU) is not legally binding,
therefore careful wording is crucial. The Academic Partnerships Directorate will
support the drafting of this document, with the University’s Legal Team.

Memorandum of Agreement (MoA)

Agreement of Financial, Legal and Regulatory Issues

Collaborative programmes are subject to the same Quality Review (including Annual Programme Review) process as any other programmes.

Academic Partnerships will liaise between the College/School, Professional Services and partner(s) to ensure any and all financial, legal, regulatory and any
other student experience issues are confirmed and in place.
Approval of Partner by Collaborative Partnership Board

The final stage is to finalise and agree the contract of operation in the Memorandum of Agreement, which will be prepared by the Academic Partnerships Directorate in consultation with the University’s Legal Team.
Programme Review

Please see the Code of Practice for Collaborative Partnerships for further information and guidance, and contact the Academic Partnerships Directorate at the
earliest opportunity for additional expert support on developing collaborative
programmes.

Following completion of Due Diligence, the Partner will need to be approved by
the University’s Collaborative Partnership Board to ensure it meets the standards
required to deliver programmes with or on behalf of Swansea University.
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Developing and Approving Postgraduate
Research Programmes of Study

Developing and Approving Postgraduate
Research Programmes of Study

Developing or Amending a Research Programme
Developing or amending a Postgraduate Research programme follows essentially the same processes as those outlined for standard taught programmes, but will
utilise slightly different forms and focus on different areas to assess quality and
assure the student experience. In summary, the primary differences are that for research programmes, the approval process focuses on the aspects that are relevant
to establishing and maintaining the student experience, notably in terms of supervisory capacity, resources and facilities and the research environment.
In many cases you will be able to undertake development activity by amending
an existing programme, although in subject areas which currently do not have
postgraduate research programmes, or where Colleges/Schools wish to establish
new partnerships with dual or double degrees, these will normally constitute new
programmes.

Amending an Existing Research Programme

Where possible, the establishment of any new programmes should be carried out
before or simultaneously with establishing research scholarships or partnerships,
to avoid any delays in recruitment and to maximise quality assurance and the protection of students.

Common areas that constitute a change to a research programme which will
need to be approved include:

If you are unsure as to which process to follow, please contact academicprogrammes@swansea.ac.uk and we will be able to assess the proposal and support
you through the correct process as efficiently as possible.

More often than not, the process will follow the Amending Existing Programmes
process, given that most subject areas have a PhD programme in existence. For
this process, complete the Amending an Existing Research Programme form.

• Any change to programme title;
• Addition of a partner (delivery or location)*;
• Addition of a taught element (e.g. MSc Social Research methods);
• Any change to candidature period.
*When proposing to add a partner to an existing programme, please refer to the
Code of Practice for Collaborative Partnerships for establishing partnerships,
and contact the Academic Partnerships Directorate for advice and support.
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Developing and Approving Postgraduate
Research Programmes of Study

Developing and Approving Postgraduate
Research Programmes of Study

For Postgraduate Research programmes that include a taught component (e.g.
MRes or Professional Doctorate) the process is the same as for taught programmes
of study.

the student experience between the institutions involved, but can provide excellent
opportunism for students. The Academic Partnerships Directorate provides support
and guidance on establishing new collaborative partnerships and programmes.

Actions Required:

Proposals that will require completion of a New Research Programme Proposal
Form:

• Discuss any proposed changes with existing students.
• Complete the Amending an Existing Research Programme Form.
• Seek approval from the College/School Research Committee.
• Submit to academicprogrammes@swansea.ac.uk for approval.
Please see the section on Amending Existing Programmes for further information
and guidance.
Developing a New Research Programme
To develop a new research programme, the process is essentially the same as for
taught programmes, with a slightly different set of information and focus for both
proposal and review. Currently the process is offline, using the New Research
Programme Proposal Form, but this will be taken online and integrated with the
online Programme Approval and Management system (PAM) in the future.
There are very few areas within the University which do not have specific research
programmes, so it is worth contacting Academic Quality Services and the Postgraduate Research Office (Academic Services) to determine what is required.

• A new subject area within the University without relevant named research programmes in place.
• A proposal to deliver a new or significantly revised subject area with a collaborative partner.
• A new taught research programme e.g. a Professional Doctorate or MRes.
Please review the section on developing and approving new programmes of
study and the specific guidance on establishing new research programmes in the
Frequently Asked Questions. For Collaborative Programmes, please also see the
Code of Practice for Collaborative Partnerships.
Actions Required:
• Complete New Research Programme Proposal Form.
• Contact Academic Partnerships Directorate for Collaborative Programmes.
• Complete Site Visit Report Form for Collaborative Programmes.
• Seek approval from College/School Research Committee.
• Submit to academicprogrammes@swansea.ac.uk for review.

Most new postgraduate programmes are collaborative, which can be more complex to develop and manage, particularly in terms of ensuring the equivalence of
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Review Phase

Review Phase

Continuous improvement is central to Swansea University ethos.

Providers ensure that course design, development and approval processes remain
effective and continue to contribute to the enhancement of the provision offered
(see also Monitoring and Evaluation Theme). In evaluating processes, providers
may draw upon a wide range of evidence including feedback from academic
staff, professional services, students and external stakeholders. There are also opportunities to identify and benchmark against sector best practice.

Swansea University keeps its curriculum offer under continuous review. Monitoring and Evaluation processes take place in relation to all provision. In addition to
Annual Programme Review conducted by the Colleges/Schools and overseen by
Academic Quality Services, programmes of study are periodically reviewed with
the support of Academic Quality Services. This process is risk-based and leads to
ongoing enhancement.
Ongoing monitoring of programmes can result in amendments. Amendment can
include minor or major amendment of modules, deletion, substitution or addition
of new modules to programmes.
Annual Portfolio Review is described in detail in section The Quality Review Process.
In addition, the design, development and approval processes are regularly reviewed and enhanced.

The Review Phase of the process is aligned to Guiding Principle 7 for Course
Design and Development set out in in the Advice and Guidance associated with to
QAA UK Quality Code which states:

Swansea University also ensures that academic staff students and other stakeholders are developed and supported.
This aspect is aligned to Guiding Principle 5 for Course Design and Development
set out in in the Advice and Guidance associated with to QAA UK Quality Code
which states:
Development of staff, students and other participants enables effective engagement with the course design, development and approval processes.
Providers determine the criteria which underpin effective course design within their
organisational context, including how the criteria are reflected in the course. To
achieve desired outcomes and to use collective expertise, providers should support those involved. Internal and external stakeholders require clear information
and guidance, and those new to these processes will need appropriate support to
facilitate their contribution.

Design, development and approval processes are reviewed and enhanced.
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Amending an Existing Programme of Study
To ensure an enhancement led and proportionate approach to ongoing quality assurance of existing programmes, the University has revised the process for
amending existing programmes. The previous approach, requiring approval
where ‘25% of the programme has been changed’ has now been removed and
replaced with an approach focusing on areas which may affect the nature of the
programme itself.
In some cases, existing programmes can be used as the basis for what is otherwise
a brand new programme; for example, creating an Advanced Paramedic Practice
programme from an Advanced Nursing Practice programme. These major amendments may make use of aspects from both the new programmes process above
and the amendments process in this section. Please speak to Academic Quality
Services for more advice about this.
Existing programmes can be updated, enhanced or changed through the Amending an Existing Programme process. It is essential that all proposed changes are
discussed with students during the design phase to ensure that they can help to
shape enhancements to the programme.

Programme Directors are expected to keep their programmes and modules under
continuous review, notably through the Annual Programme Review process, to
ensure they continue to meet QAA Benchmark statements, deliver research-led
and practise-driven teaching and meet rising student expectations.
Sometimes, more major changes are required to ensure programmes remain current, continue to recruit strongly and meet market demands, or to be recalibrated
dependent on changing conditions within the institution, sector or market.
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The following aspects constitute a ‘significant’ change to a programme which usually requires University approval via the Programme Approval Committee.
University Level Approval
• Changes to the title of a programme;
• Changes to the delivery location;
• Adding a delivery Partner;
• Changes to the mode of delivery (e.g. distance, online, part-time);
• Changes to the credit load;
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Amending an Existing Programme of Study

• Changes to the programme structure;
• Adding a year or semester abroad or in industry;
• Significant changes to the Programme Learning Outcomes;
• Changes to core or compulsory modules;
• Significant overall changes to the Assessment and Feedback Strategy (e.g. shift
to programme level assessment);
• Any changes to independent learning modules for PGT programmes;
• Adding or changing exit qualifications;
• Adding interim awards which can be applied for (e.g. Cert HE, Dip HE, PgCert,
PGDip, M Phil);
• Making modules ‘stand-alone’ and which are taken as a professional learner
– this is a separate approval process and managed by the Academic Partnerships Directorate;
• Conversion to a higher or degree apprenticeship;
• Adding a foundation (level 3) year.

• Wording changes to programme specifications which do not alter the fabric of
the programme.

Other changes (an indication of which are below) can be approved by the College/School Learning and Teaching Committee once the programme specifications have been updated via the Programme Approval and Management system.
College/School Level Approval

If you are unsure whether the changes you are proposing can be approved within
the College/School or need University approval, please contact academicprogrammes@swansea.ac.uk, and we will be able to guide you through the most
appropriate and efficient process.
Actions Required:
• Discuss any proposed changes with existing students.
• Determine whether the changes trigger a University level approval requirement.
• Complete the Amending an Existing Programme Form.
• Update the programme specification and module proformas, include changes
to the curriculum map and assessment strategy.
• Seek approval from the College/School Learning and Teaching Committee
• Submit to academicprogrammes@swansea.ac.uk for approval.
Please see the Frequently Asked Questions on Amending Existing Programmes for
further information and guidance.

• Changes to module titles or codes;
• Changes to optional modules available;
• Changes to module learning outcomes;
• Changes to module assessment;
• Resulting changes to the curriculum map from any of the above changes;
• Resulting changes to the assessment and feedback strategy from any of the
above changes;
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Suspending or Withdrawing a Programme
The system will identify whether there are any students enrolled on the programme,
or any applicants/offers pending, although it is advisable to check with the Admissions Team.
Where there are students enrolled, you must complete and submit a Student Experience Management Plan to ensure the student experience will be maintained
throughout the duration of the programme’s suspension or, if it is being withdrawn,
that there is no loss of resource or motivation to deliver an excellent student experience as the programme closes.
Please Note: Withdrawing a programme is final, and once withdrawn, programmes cannot be ‘unwithdrawn’. If you wished to re-establish a withdrawn
programme, you must follow the New Programme Development process.
Actions Required:

A College/School’s programme portfolio is reviewed at least annually at University level through the Annual Portfolio Review process, to ensure that they are
viable. However, Colleges/Schools may also wish to suspend or withdraw programmes for other reasons, including changes to staff expertise, limited recruitment of challenges with managing the programme to deliver on student expectations.
The Programme Approval and Management (PAM) system is used to submit
requests for the suspension and withdrawal of programmes, which are then submitted to the Programme Management Board for approval.
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• Complete and submit request form on Programme Approval and Management
system.
• Complete and upload student experience management plan where students
remain of programme(s) affected.
If you require further information or clarification, please contact academicprogrammes@swansea.ac.uk.

Managing a Suspended programme
Programmes can only be suspended for one session at a time to prevent them from
languishing in the portfolio without recruiting students. All suspended programmes
are considered an annual basis through both the Annual Portfolio Review (for viability) and Annual Programme Review (for academic quality) processes to ensure
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Reviewing Programmes of Study

the portfolio remains current. Any programme suspended for more than two consecutive academic sessions will be identified by the Programme Management
Board and raised with Colleges/Schools as recommended for either re-activation (where appropriate) or withdrawal.
In order to extend the suspension of a programme for more than one academic
session, Colleges/Schools and/or Programme Directors will be required to provide a rationale for maintaining the suspension through the Annual Portfolio Review process. Normally, two academic sessions will be the maximum permissible
duration for a programme suspension, as the programme could be significantly
out of date.

Re-activating a Suspended programme
Programmes which are suspended for one session can be reactivated through the
Annual Portfolio Review and/or Annual Programme Review process. Where a
programme requires re-activation, ensure that this is noted in the College/School
response to the Annual Portfolio Review, and that the relevant programme has
been specifically referenced and reviewed for re-activation in the Annual Programme Review.
Actions Required:
• Ensure programme identified for reactivation is noted in College/School Annual Portfolio Review Response.
• Complete Annual Programme Review process.
• Update Programme Specification and complete amendments to existing programme form (where relevant) and submit to Programme Approval Committee
for review (for programmes suspended for two or more years).
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Annual Portfolio Review

The Quality Review Process

Each year, the Programme Management Board oversees the review of every
programme across the University at all levels, based on recruitment trend data
and market intelligence, to ensure its programme portfolio remains current and
viable. All Colleges/School are required to review their portfolios and respond
to the Programme Management Board’s recommendations on maintaining, enhancing, suspending or withdrawing programmes from the overall portfolio.
Through this process, the Programme Management Board will also identify suspended programmes which require further action (either request an extended
suspension to a maximum of two academic sessions, re-activation or withdrawal).
Actions Required:
• Review your College/School Annual Portfolio Review data and recommendations.
• Assess each programme based on viability and recruitment data and provide
a response to the Programme Management Board.
• Complete the suspension/withdrawal process for each programme to be
removed (see Suspending and Withdrawing programmes).
• Provide a specific response for managing suspended programmes.

In 2016, Swansea University approved and launched a new holistic and integrated approach to the Quality Assurance and Enhancement of programmes and
subject areas – the Quality Review process. This replaced the previous separate
Annual and Periodic Programme Review and Student Experience Engagement
Review processes, to deliver a new data-informed and holistic approach to the
review and continuous enhancement of subject area and programme performance.
The Quality Review approach reviews a range of evidence relating to individual
student experience, the modules, the programme and the overall University. As a
result, the following discrete elements Quality Review process at Swansea University include:
• Annual Module Review
• Annual Programme Review
• Quality Reviews
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Annual Module Review

The Annual Programme Review (often referred to as APR) process is critical to the
ongoing enhancement of programmes, learning opportunities and awards made
by the University that underpin the student experience. In 2016, the Annual Programme Review process was enhanced to reflect the structure and data used as
part the Teaching Excellence Framework, ensuring that subject areas and programmes are linked to the external national and international environment.

All modules in the University should be formally reviewed after each delivery
point, taking into account student performance, student module feedback, peer
observation feedback and tutor-reflection, to ensure the curriculum remains
current and research/practice informed, and to ensure that there is continuous
enhancement of delivery and assessment. Annual Module Review provides the
detailed foundation for Programme Directors to complete the Annual Programme
Review process.
The Annual Module Review process is integrated with the Quality Review process.
Further information on the Annual Module Review process can be found within
Developing New Modules and Reviewing and Enhancing Modules.
Actions Required:
• Complete the Annual Module Review Form for each Module you are Module
Co-ordinator for.
• Submit your Annual Module Review Forms to the relevant Programme Directors for inclusion in the Annual Programme Review process.
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Annual Programme Review now uses a more pro-active approach to managing
programme review throughout the year, aligned to the release of key performance
indicators and compliance elements. However, whilst the process is informed by
data and risk analysis, it will not lose the core qualitative and reflective foundation
in terms of enhancement-led quality assurance, curriculum review and development, and, at the centre, the delivery of an exceptional student experience.
The enhanced Annual Programme Review process provides a useful framework
for subject areas to review and formalise existing enhancement and reflective
practice, and to offer a formal and coherent vehicle for the consideration of a
range of existing data (including External Examiners’ reports, student feedback,
admissions, progression and completion, assessment results, degree outcomes
and employability, throughout the year to drive continuous enhancement and improvement of the student experience.
The intention is that Annual Programme Review is a continuous monitoring and
evaluation exercise with the aim of improvement and not a bureaucratic ‘tick box’
exercise which adds additional burden to academic workloads.
The Purpose of Annual Programme Review
Annual Programme Review is informed by the QAA Quality Code Advice and
Guidance on Monitoring and Evaluation.
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Annual Programme Review
Annual Programme Review is designed to:
• Ensure that programmes and curricula remain valid in light of revised QAA
Subject Benchmarks, developments within the sector and subject area and/or
recent research and practice, whilst continuing to deliver against their intended
learning outcomes.
• Ensure the quality and consistency of the student experience and ensure that
students are fully engaged in the design and review of all programmes of study
in partnership with academic staff.
• Ensure that key University initiatives and developments are fully embedded
across all programmes and reviewed as appropriate.
• Continuously reflect upon, evaluate and enhance current curricula, programmes and modules, using key management information to inform practice.
• Identify practice or innovation worthy of dissemination and draw matters of
generic interest or concern to the institution.
• Ensure that appropriate action is taken to address shortcomings identified by
the College/School, Institution or External Bodies.
Further guidance on the Annual Programme Review process can be found in the
Frequently Asked Questions for this section.
Actions Required:
• Review all programmes of study for which you are Programme Director using
the data provided, and other qualitative sources of information available.
• Complete relevant sections of the Annual Programme Review process at key
points throughout the year using the Annual Programme Review Form.
• Ensure all actions arising from Annual Programme Review are recorded on the
relevant College/School Student Experience Action Plan.

48

The Quality Review Process Explained
The Quality Review Process has been designed to be data informed, risk-based
and to deliver a focused approach to Quality Assurance and Enhancement, reflecting national changes including the Teaching Excellence Framework and the
QAA’s revised approach to institutional Quality Enhancement Reviews in Wales.
The Quality Review itself considers the findings and actions of Annual Programme
Review process for the previous five years within the context of a broader and
more holistic review approach. The Quality Review takes into account all aspects
which drive or impact upon the student experience, including learning, teaching
and assessment; research performance and its interface with teaching; departmental culture and practice; and other quality assurance information (such as
Professional, Statutory and Regulatory Body (PSRB) engagement), ensuring that
the approach is integrated and avoids duplication of effort where appropriate.
The Quality Review Process applies to ALL subject areas and programmes, including newly introduced programmes where cohorts have yet to graduate and programmes subject to professional/statutory body accreditation.
Academic Quality Services have developed an optimised and graded approach
to implementing the Quality Review Process. This ensures that it is lean and robust,
pro-active and flexible and tailored according to need.
Quality Review normally takes place every five years where a programme performs within defined parameters and is assessed as low risk.
If the subject area/programme has been subject to an Enhanced Quality Review,
the Quality Review point will change to ensure a five-year review process is maintained, unless otherwise determined through risk assessment.
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The Quality Review Process Explained

Enhanced Quality Reviews are used to ensure the University can intervene early where a risk to the student experience is identified (e.g. when a subject area
performance falls below expectations in a student survey), to identify and help
Colleges/Schools resolve issues swiftly. Enhanced Quality Reviews can occur as
frequently as required and whilst proportionate, can be intensive and focussed
where action to enhance a particular programme or subject areas is required.

How do the types of Quality Review differ?

On the other hand, if the collected evidence from previous years of review indicate a record of continuing high performance then the need for quinquennial
Quality Review is negated. Academic Quality Services will determine the type
of Quality Review that your programme/ subject area will be subject to.

The Quality Review and Enhanced Quality Review cover the same information to
the same depth. This ensures the consistency and rigour of the quality assurance
process throughout. However, due to the wide range of subject area and programme types at Swansea, and the consequent potential for highly specific local
issues, Academic Quality Services may in some cases work with the College/
School Directors of Learning and Teaching and/or Postgraduate Research to
adapt the Quality Review process to meet local needs. Please contact quality@
swansea.ac.uk to discuss any specific requirements.
The Quality Review process is designed to:

Factors Determining the Type of Quality Review Required:
• Programme maturity.
• Last external accreditation by professional body.
• Funding model.
• Enrolment/Admissions trends.
• Retentions trends.
• Module performance trends.
• Programme performance trends/Student outcomes.
• NSS Student Experience risk.
• External Examiners risks.
• Action Plans/APR risks.
• Culture risk.
• Student complaints.
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• Ensure that the curricula, learning outcomes, structure, teaching, learning and
assessment methods remain valid, current and appropriate in the light of external subject standards, latest academic and pedagogic research and practise
and the UK Quality Code for Higher Education, and deliver the student experience expected of a Swansea University award.
• Ensure that the Subject Area or Programme under review has the resources,
expertise, space and facilities to continue to deliver an excellent student experience.
• Ensure an effective culture is in place within the subject area to embed an approach of continuous enhancement and student partnership.
• Highlight areas of good practice or innovation worthy of dissemination and to
draw to the attention of the institution matters of generic interest or concern.
• Ensure that appropriate and timely action is taken to address shortcomings
identified by students, the College/School, the University or other stakeholders
including external bodies.
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The Quality Review Process Explained
Core Elements of Quality Reviews
There are three core elements of all Quality Reviews:
• Self-Evaluation Document (SED): Is a structured and data-informed, self-reflection exercise designed to ensure subject area teams reflect fully on the
performance of all aspects of their subject and programmes, and explore
ideas for enhancing the student experience. The document brings together
key information around learning, teaching and assessment, culture and values
and postgraduate research, to ensure subject areas reflect holistically, and
provides subject leaders with the opportunity to provide context for the Quality Review Event.
As the Self-Evaluation Document includes the core information included in
Annual Programme Review, subject areas undergoing Quality Review are
exempt from the Annual Review process. The Self-Evaluation Document and
the data contained within provide the basis for risk assessment, which will
determine the type of review required.

The Quality Review Process Explained
• Quality Review Report: Reports will be published within five working days of
the Quality Review Event, and will provide a summary record of areas of discussion and any commendations, requirements and recommendations made by
the Review Team. The Subject Area must provide a response to actions taken to
address any requirements and recommendations within the timeframe provided
by the Review Team.
Actions Required:
• Reflect on the trends and actions identified within the previous Annual Programme Reviews.
• Complete the Self-Evaluation Document and submit to quality@swansea.ac.uk
• Take part in Quality Review Event.
• Address any requirements or recommendations within the timeframe agreed.
Further information can be found in the Frequently Asked Questions on the integrated Quality Review process.

• Quality Review Event: The primary benefit of the Quality Review process is in
bringing stakeholders together to talk through the challenges and learn from
effective practice. A meeting, varying in time between a few hours and two
days) will be held to ensure the subject area can be reviewed in depth, and
conclusions for enhancement formed.
The Subject Area/Programme Team will meet with the Review Team, which
will include academics, students, an External Subject Specialist and, increasingly, engage employers wherever possible.

52

53

