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	Date Received by QEV

	PC
	Confirmation that the outline proposal has been given initial approval to proceed to full development



Departments/Schools should submit outline proposals for new degree programmes in advance of a full proposal being developed.  This will help to assist Departments and Schools in developing new programmes, ensuring that matters for discussion are identified as early as possible.  By presenting outline proposals to the College Programmes Committee for approval in principle strategic matters will be considered first, as well as earlier inclusion in the online and print prospectus, with formal sign off as the second stage.   

An outline proposal MUST be submitted to the Head of Quality Enhancement and Validation (Registry Services) by 28TH FEBRUARY (18 months in advance of commencement of the programme) to allow for consideration by a meeting of the College Programmes Committee at the end of the spring term.  This will allow the Department/School to meet the deadline of 1st May to advertise the title of the new programme in the next following edition of the College prospectus and of 15th May for programme entry information. Permission to proceed to further development of the programme and to advertise the new programme must be obtained from the College Programmes Committee following consideration of this form.
This form should be completed with reference to the attached Guidance Notes and the ‘Programme Approval Guidance Notes’.  It is the responsibility of the author of the outline proposal to draft and lead on this matter with the support of the Head of Department (or Executive Dean for School held programmes).
In developing a new programme, account should be taken of the College’s Quality Assurance/Quality Enhancement Code of Practice and Common Awards Scheme, the national Framework for Higher Education Qualifications, Higher Education Credit Framework for England relevant QAA Subject Benchmark Statements, and, where appropriate, the requirements of Professional, Statutory and Regulatory Bodies, taking particular note of the specialized features of programmes, such as Foundation degrees and those involved with collaborative provision or flexible and distributed learning (including distance and e-learning).  See:
· http://www.bbk.ac.uk/qa/strategies/collegeqaecodeofpractice
· http://www.bbk.ac.uk/reg/regs
· http://www.qaa.ac.uk/academicinfrastructure/FHEQ/EWNI08/default.asp
· http://www.qaa.ac.uk/england/credit/default.asp
· http://www.qaa.ac.uk/academicinfrastructure/benchmark/default.asp
· http://www.qaa.ac.uk/reviews/foundationDegree/benchmark/FDQB.asp
· http://www.qaa.ac.uk/academicinfrastructure/codeOfPractice/section2/default.asp
	1
	Award Title(s)

(entry points) (See Guidance Note 1)
	

	2
	Intermediate Awards 

(See Guidance Note 2)
	

	3
	Department/School responsible for the Programme (Indicate if School held programme)
	

	4
	Other Department(s)/School(s) contributing to the Programme 
	

	5
	Other Institution(s) contributing to the Programme (See Guidance Note 5)
	

	6
	Mode of Study
(tick if offered)
(See Guidance Note 6)
	FT
	
	PT
	
	DL
	
	NL
	

	7
	Duration (years)
	
	
	
	

	8
	Student Numbers in each year (Max/ min)
	/
	/
	/
	/

	9
	Programme Director
	

	10
	Proposed Start Date
	

	11
	Programme Structure (See Guidance Note 11)

	

	12
	Summary of the programme including its distinctive features (See Guidance Note 12)

	

	13
	Rationale (See Guidance Note 13)

	The rationale should include full written evidence to demonstrate the following: (i) developments in the marketplace (advice should be sought from External Relations); (ii) current research; (iii) employer needs; (iv) professional, statutory or regulatory body requirements; (v) the subject team’s expertise in the specified level and subject. 
Evidence is required to support the view that there is not only a present demand for the programme but there will continue to be a demand for the programme in the future. The evidence for this may be in terms of national/local manpower trends, growth areas in the economy, or identified shortfalls in certain areas of expertise. It may take the form of a member of staff's experience from another institution. It could also be monitored from requests for programmes by potential students.  
Details of target student groups should therefore be provided and any marketing information that indicates a strong student demand for this programme including for overseas students, where appropriate.  
If the proposal relates to an existing programme the title and code of the related programme(s) should be given together with an explanation of how this relationship will work.  


	14
	Consistency with the College’s Mission, relevant Codes of Practice and Strategies (including Learning and Teaching) and School’s Strategic Plan (see Guidance Note 14)

	

	15
	Suggested advertising media

	

	16
	Resources (See Guidance Note 16)

	Please note that the teaching and learning must be sufficiently flexible to enable all reasonable adjustments to be made in accordance with the Disability Discrimination Act (DDA).  
Are additional resources required for this programme?
YES /  NO

(Delete as appropriate)
If YES, please give details of additional resources required and confirm that consultation has taken place with relevant colleagues supporting these services (detailed below) to indicate initial agreement, ensuring that the full costs of providing these have been taken into account.  This consultation should be evidenced by covering emails.

	Accommodation – additional resources required:
Consultation with Room Bookings:        YES / NO


	Library  




                                                            
Have you discussed library provision for the proposed programme with your subject librarian?  
Yes / No



	ITS
Have you discussed any requirements for the use of specific software packages or IT facilities (including workstation rooms) with Information Technology Services (ITS) technical support staff?  
Yes / No


	Other

Please state requirements for any other resources and give details of any external funding.


	17
	Agreement

	
	Name
	Signature
	Date

	Author of this outline proposal*
	
	
	

	Programme Director
	
	
	

	Head of Department (or Executive Dean for School held programmes)*
	
	
	

	Executive Dean
	
	
	


OUTLINE PROGRAMME PROPOSALS SHOULD BE SUBMITTED TO THE HEAD OF QUALITY ENHANCEMENT AND VALIDATION (REGISTRY SERVICES) BY 28TH FEBRUARY (18 months in advance of commencement of the programme) TO ALLOW FOR CONSIDERATION BY A MEETING OF THE COLLEGE PROGRAMMES COMMITTEE AT THE END OF THE SPRING TERM.  YOU MUST ALSO OBTAIN ALL OF THE ABOVE SIGNATURES AND MUST ENSURE ALL OF THE ABOVE CONSULTATION HAS TAKEN PLACE AND IS EVIDENCED BY COVERING EMAILS BEFORE YOU SUBMIT THE FORM.
*  In signing this form the author of the proposal and the Head of Department (or Executive Dean) confirm that all contributing Departments/Schools, including relevant Module Leaders, have been consulted regarding the outline proposal and are in agreement with this.

Outline Programme Proposal Form Guidance Notes
	Section
	Note

	1
	This section should detail all awards that students can directly enrol on (and will therefore be advertised in the Prospectus).  


	2
	A student who successfully completes part of their programme of study but is not eligible, or able, to complete the full programme may be eligible for an intermediate-award, also called an exit award.  For example a student who only partially completes an MA programme may be eligible for a Pg Dip or Pg Cert award.  Please note that certain awards may be offered as entry points to programmes of study and may also be available as intermediate-awards and could therefore be listed in both boxes 1 and 2 of this form.


	5
	Attach a draft initial memorandum of agreement between Birkbeck and the collaborating institution.



	6
	Mode of study may be: full time; part time; distance learning; network learning.



	11
	Brief details of the programme structure should be given here including the modules to be offered as core, compulsory and options at each level including how many of these are new or existing.


	12
	A brief summary of the programme should be included here detailing the proposed overall aims and entry requirements as well as an overview of the teaching & learning and assessment methods.  

If the programme has any distinctive features that mark it out from other programmes they should be mentioned here. These might include the opportunity to engage in relevant extra-curricular work, possible recognition by one of the research councils or accreditation by a professional, statutory or regulatory body. All part-time programmes should state “part-time, evening, face-to-face study” as a distinctive feature.


	13
	This section is to be completed by the Head of the proposing Department or Chair of the School’s Teaching and Quality Enhancement Committee.



	14
	All programmes must be developed in line with the College’s Mission, relevant Codes of Practice and Strategies (including Learning and Teaching).
All programmes put forward for consideration by the College Programmes Committee must already have been included in the School Strategic Plans approved by the College Strategic Planning Committee in February.  Programmes that are put forward that were unable to be included in the Strategic Plan, such as those being considered through the “fast track” process, will be approved subject to presentation at the next meeting of the Strategic Planning Committee.


	16
	This must be filled in completely so that Room Bookings, the Subject Librarian and relevant Head of ITS section can properly assess the resources required and in the case of the Library where University of London Library tickets are required this should be clearly stated.  Such consultation should be evidenced by email.  If the programme proposer is unsure of specific requirements to comply with the DDA they should consult with their Department/School Disability Liaison Officer and/or the College Disability Coordinator.
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