Module/Course Change Guide & Checklist 
Making changes to a module/course is not only a pedagogical decision but also entails regulatory responsibilities. Degree programmes are subject to institutional policies, accreditation requirements, and quality assurance standards, meaning that certain changes must be formally reviewed or approved by the programme director, programme committee, or examination board. 
This document outlines which types of changes need to be reported and the appropriate steps to follow. Teachers are encouraged to contact programme management (PMT) at an early stage so that guidance can be provided, including linking teachers with the BMS Teaching Academy for practical support, such as advice on course redesign.
[image: ]How to use this checklist
Section 1: To be completed by teacher
1.1 General Information
	Module/Course name
	

	Module/Course code
	

	Teacher name
	
	Date
	Click to enter date

1.2 What are you planning to change?
	Detail
	Yes/No

	Module/course name
	☐ Yes / ☐ No

	Intended learning outcomes of module/course 
	☐ Yes / ☐ No

	EC distribution/workload
	☐ Yes / ☐ No

	Assessment mode/design (if yes, attach constructive alignment table)
	☐ Yes / ☐ No

	Content (topics added/removed) (if applicable, attach constructive alignment table)
	☐ Yes / ☐ No

	Teaching methods and learning activities (if applicable, attach constructive alignment table)
	☐ Yes / ☐ No

	Other, please specify:
	☐ Yes / ☐ No

	Description of the proposed change (2-3 sentences, 50 words)

	





	


1.3 Why are you making this change? 
	Short justification for the change (2-3 sentences, 50 words)

	





	Short description of anticipated impact for students (2-3 sentences, 50 words)

	





	Short description of anticipated impact on teaching team (2-3 sentences, 50 words)
e.g. increased/decreased workload, better allocation of tasks, or no impact

	





	Implementation timeline and support required

	






1.4 Supporting documentation
Please attach/email relevant course materials (course manual, constructive alignment table, assessment plan, rubrics, and example assignments) as part of this submission and return to the programme coordinator.



Section 2: To be completed by programme management
2.1 Areas of Responsibility: Guidance
[image: ]This section provides a structured overview of the areas of responsibility of the programme director (PD), examination board (EB), and programme committee (PC) in relation to proposed module/course changes.

The table below functions as a guide for programme management and the relevant bodies. Depending on the nature and scope of the proposed changes, it helps determine which aspects need to be reviewed and by whom and clarifies which body is responsible for which type of consideration. Ultimately, the PD approves the changes.[footnoteRef:1] [1:  A more detailed description of the roles and responsibilities of Programme Directors, Examination Boards, and Examiners relating to assessment can be found on the website of the UT Assessment Policy (UT Framework)] 

	Aspects to be reviewed
	PD
	EB
	PC

	Clear justification for proposed changes
	
	
	

	Alignment with programme profile
	
	
	

	ILOs aligned with PILOs
	
	
	

	Constructive alignment ensured 
	
	
	

	Curriculum coherence (e.g. progression between courses, sequencing, learning lines)
	
	
	

	Assessment is valid, reliable, transparent (rubrics attached)
	
	
	

	Assessment is AI-robust/AI-proof
	
	
	

	Assessment contributes to programme-level assessment diversity
	
	
	

	Feasibility of staffing, workload, scheduling, follows faculty norms
	
	
	

	Reasonable student workload and assessment burden
	
	
	

	Change coordinated with related modules/courses
	
	
	

	Transitional arrangements required
	
	
	


2.2 Approval (to be completed by programme management)
This section records formal approval and consultation outcomes to ensure all required bodies have been involved before implementation. Please include a brief summary of discussions in the comments section below.
	
	Comments

	PD approval: ☐ Yes / ☐ No / ☐ N/A
	

	EB consulted: ☐ Yes / ☐ No / ☐ N/A
	

	PC consulted: ☐ Yes / ☐ No / ☐ N/A (advice/consent)
	

	Teacher informed: ☐ Yes / ☐ No 
	Date
	Click to enter date
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Programme Director

Responsible for the design,
coherence, structure, and quality
of the programme. Leads and
approves course changes; ensures
alignment with programme profile,
PILOs, curriculum coherence,
workload norms, and assessment
design.

Examination Board

Responsible for safeguarding the
quality of assessment of the
programme, including setting

standards, and ensuring the proper
implementation of examination
procedures, examiner roles, or
academic integrity; does not
approve curriculum content
changes.

Programme Committee

Advises on promoting and
ensuring the quality of the
programme and individual courses.
Provides statutory advice/consent
on EER components and reviews
quality implications for students
and the programme.
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