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	This pro forma should be completed if you want to make a modification to an existing programme of study. Boxes will expand as you write.

The completed pro forma should be submitted to the Board of Studies (or Graduate School Board) with relevant supporting documentation. Once the modification has been considered and approved, a date of approval should be recorded on the pro forma. The completed pro forma should then be filed in the department for audit purposes.

For minor modifications, approval by the Board of Studies (or Graduate School Board) marks the end of the approval process, although there are a series of related actions, for which departments are responsible, that may need to be carried out following approval (these are detailed in the document Approval of Modifications to Existing Taught Programmes of Study).

For major modifications, the completed pro forma along with written comments from the external examiner(s) and other documentation as outlined in the pro forma should be forwarded by the Chair of the Board of Studies (or Graduate School Board), to the department’s Quality Assurance team contact (http://www.york.ac.uk/about/departments/support-and-admin/academic-support/staff/quality-assurance/)  and also to the department’s contact on UTC
(http://www.york.ac.uk/about/organisation/governance/sub-committees/teaching-committee/contacts/). Where there are resource implications, Planning Committee approval may be needed and departments should consult their Planning Officer about this.

For exceptional modifications, the completed pro forma should be forwarded by the Chair of the Board of Studies (or Graduate School Board), to the department’s Quality Assurance team contact  (http://www.york.ac.uk/about/departments/support-and-admin/academic-support/staff/quality-assurance/)   and also to the department’s contact on UTC (http://www.york.ac.uk/about/organisation/governance/sub-committees/teaching-committee/contacts/). The ASO will advise on what further supporting documentation may be required on a case-by-case basis (NB where there are resource implications, Planning Committee approval may be needed and departments should consult their Planning Officer about this).

To determine whether a modifications is ‘major’, ‘minor’ or ‘exceptional’ please refer to the flow chart and section E in the document Procedures for the Approval of Modifications to Existing Programmes of Study.
 
If you have any questions about the approval of modifications please contact your Quality Assurance team contact (http://www.york.ac.uk/about/departments/support-and-admin/academic-support/staff/quality-assurance/).



	1 Programmes affected by the modification

	


	2 Summary of the proposed modification (please attach revised programme specification(s)/written statement on assessment policies and practices where appropriate)

	

	3 Nature of the modification – minor, major or exceptional (see note above)

	



	4 Proposed date for introduction of the modification
Please note that modifications to programmes should not usually be implemented for a current cohort of students. If a modification will affect a current cohort of students (other than where additional option modules are being made available with no linked withdrawal of modules), this constitutes an ‘exceptional’ modification and requires UTC approval. Modifications with timetabling implications need to be approved by the start of the Spring Term before the year of introduction, to be taken into account in the annual timetable.

	


	5 Does the modification have implications for other departments? 
If so, please list the relevant Boards of Studies/Combined Executive Committees affected and confirm that they have been formally consulted and have agreed to the proposed changes. Relevant email or paper-based correspondence should be kept for reference.

	




	6 Does the modification require approval by a professional, statutory and regulatory body (PSRB)? Relevant email or paper-based correspondence should be kept for reference.

	5a
	PSRB approval required?
	Yes/No

	5b
	Name of relevant PSRB
	

	5c
	PSRB approached
	Yes/No
Date of approach:

	5d
	PSRB approval received:
	Date:

	


	7 Does the proposed modification entail new or substantially revised modules? 
If so, you will need to produce module descriptions following the University template: http://www.york.ac.uk/staff/teaching/programme-development/modules/ 

	6a
	New or substantially revised modules?
	Yes/No

	6b
	Module descriptions attached?
	Yes/No

	


	8 Does the modification entail the addition, or substantial revision, of a work-based placement or study abroad element? Please refer to the University Policy Statement on Placement Learning http://www.york.ac.uk/media/staffhome/learningandteaching/documents/programmedevelopment/Placement%20Study%20Abroad%20Policy.pdf 

	Yes/No
Brief description:




Supporting documentation attached: Yes/No

	9 Are there any resource implications arising from the proposed modification? 
Appropriate consultations within and beyond the department should take place regarding any resource implications identified, this should involve your departmental Planning Officer. Some areas for consideration are outlined below. Please consult your Academic Liaison Librarian regarding all new modules or significant changes to existing modules.

	Staff resources identified
	Yes/No/Not applicable

	Library resources identified
	Yes/No/Not applicable

	Computing resources identified
	Yes/No/Not applicable

	Use of Virtual Learning Environment (VLE)
	Yes/No/Not applicable

	Laboratory/teaching space needs
	Yes/No/Not applicable

	Study/field trips
	Yes/No/Not applicable

	Relevant supporting documentation attached
	Yes/No/Not applicable

	


	10 Equal opportunities
Does the modification have any implications for equal opportunities (e.g. disability, gender or race relations)?

	Yes/No
Further information:


	11 Other University consultation
Has consideration been given to other parties within the University who need to be consulted? For example, 
Director of Registry Services (rosemary.royds@york.ac.uk ) in Registry Services in relation to the structure of programmes 
 Student Progress Office (jen.winter@york.ac.uk) in relation to assessment rules 
Head of Campus Services (sue.johnston@york.ac.uk) in relation to timetabling matters.

	Yes/No
Further information:


	12 Date approved by the Board of Studies or Graduate School Board:

	

	13 Comments from the external examiner(s)
In the case of major modifications and, if required, in the case of exceptional modifications, please attach comments from the relevant external examiner(s). You may also wish to consult with your external examiner(s) in the case of certain minor modifications, e.g. the introduction of new modules.

	Comments provided/attached: Yes/No/Not applicable

	14 Any other relevant information
Please provide/attach additional information as required.

	








 

