
 

                                                                                                                                                                                                                                             

PROCESS FLOW INVOLVED WHEN MODULES WHICH ARE APPROVED ON MODULE MANAGER NEED TO BE CHANGED 
                                                                               FOR THE NEXT ACADEMIC YEAR 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

  *Programme changes will only be considered twice yearly (December and April)                                                                                                                        

Before Programme 

Board takes place 

faculty sends out 

request form to 

lecturers for 

application to make 

change to 

module(s) 

 

Summary of 

changes sheet is 

produced by 

faculty detailing all 

applications in 

preparation for                   

Programme Board 

 

Programme Board takes 

place where all 

applications are 

considered including the 

volume of change at 

Programme Level 

 

HoD creates a subversion/copy 

of the programme on MM with 

updated modules attached, still 

in draft 

Summary of changes sheet is 

updated by Faculty based on 

outcome of the Programme 

Board and sent to Quality Office 

for ASQ meeting (one week in 

advance of the ASQ meeting) 

 

*ASQ approves 

Outcome of ASQ is sent from 

Quality Office to Deans, 

HoD, and Faculty 

Administrator (following ASQ 

meeting) 

Faculty sends 

outcome to 

lecturers concerned 

in order for them to 

make any necessary 

changes. 

 

Changes are made 

by lecturer and 

communicated to 

HoD within one 

week 

HoD approves the 

modules and 

completes 

mapping of MLOs 

to PLOs. 

Programme is 

then approved              

(Jan 31st)           

(May 20th) 

 

 

Faculty informs Quality 

Office by email that all 

updates have been 

made on the system    

(Jan 31st)                    

(May 20th) 

 

 

  

Quality Office   

notifies Banner Office  

(Jan 31st)                

(May 20th) 

Banner Office uploads the 

programme and sends 

confirmation to faculty 

that programme has been 

uploaded to Banner     

(July 10th) 

 

 

If successful at Programme 

Board the lecturer then goes 

into MM and makes either a 

subversion or copy of the 

module depending on changes 

required keeping it in draft with 

new effective date/term.  

Lecturer then sends it to HoD 

for approval 

 

The Lecturer 

identifies the 

level of change 

proposed after 

consultation with 

the HoD and 

submits the 

completed 

request form to 

faculty office 

 

 

 

 

If rejected by ASQ then the 

creator of the module(s) 

deletes any subversions or 

copies in Module Manager 

  


