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Use this form to ask for approval to introduce one of the following forms of study that doesn’t already exist on a current course:
· Part-time variant
· Modular variant
· Blended learning variant
· Distance learning variant
Please fill out all relevant boxes in each of the sections. Further guidance on course design and the course approval process can be found on the QUAD webpages.
	Section
	Information gathered

	SECTION A: Course outline
	Key information required for the course.

	SECTION B: Strategic and portfolio fit
	Rationale for introduction of the new mode of study and its strategic fit.

	SECTION C: Business case
	Resources required for the new mode of study

	SECTION D: Academic design
	Indicative course structure

	SECTION E: Consultation
	Consultation with externals, students, and other teams

	SECTION F: Recommendations
	Recommendations to be given prior to submission to QUAD

	SECTION G: Approval
	Approval by QUAD and Faculty


Consultation
Where a box indicates that you need to consult with another team, please do this prior to submission of the form to the Quality and Academic Development (QUAD) Team.  
Approval process
The department putting forward the proposal is responsible for ensuring that the submission addresses all relevant issues. All proposals must be authorised by every Head of Department contributing to the course prior to submission of the form to QUAD.
Once submitted, the form will be considered by the appropriate Faculty Dean. The Faculty Dean will determine if approval can be given.
Submission
Please return this form to the relevant Quality and Academic Development Manager via quad@essex.ac.uk. If you have any questions or queries, please contact the QUAD Team
SECTION A: Course outline
	Level of course
	☐ UG  ☐ PGT  ☐ PGR  

	Title of course  (including award qualification, for example BA, MSc)
	

	Faculty
	

	Department
	

	Key Contact
	

	Proposed date of introduction
	dd/mm/yyyy

	Variants that already exist
	




	Type/Length of new variant: (please tick all that apply and add details)

	
Undergraduate: 
Duration of course: ____________________________
☐ Full time ☐ Part time ☐ Apprenticeship ☐ Accelerated  ☐ Credit Accumulation  
☐ Distance Learning (fully online or blended learning)

Variants    
☐ Year Abroad  ☐ Placement Year  ☐ CPD ☐ Year Zero 
☐ Term Abroad: Year X, Term X. Modules replaced:____________  ☐ Other: ________________

Postgraduate Taught
Duration of course: ____________________________
☐ Full-time (12 months)   ☐ Part-time (24 months)   ☐ Apprenticeship  ☐ Credit Accumulation     
☐ Full-time including Professional Placement  (24 months) ☐ Distance Learning (fully online or blended learning)
☐ CPD    ☐ Accelerated  ☐ Other: ________________




SECTION B: Strategic and portfolio fit
Analysis of Market Demand

	Has the Marketing and Student Recruitment Team been consulted?
	☐ Yes     ☐ No
If yes please include response in rationale below.

	Has a market research report been completed?
	☐ Yes     ☐ No
If yes please send the report alongside this form.



Rationale
	Please set out why this new mode of study should be approved and any objectives that you hope to achieve with its development and introduction.
All new course proposals should set out clearly how they support and align with the University’s Strategic Plan and its supporting Education Strategy, as well as any relevant department-level plans.  Explain how the new variant of the course will complement existing courses and if there will be an impact on recruitment for existing variants.

	



	For new variants that will include other departments (including Year Zero), please provide details of the consultation that has been undertaken with other departments.

	




SECTION C: Business case

RESOURCES
All new courses have resource implications and your Faculty Accountant will help identify costs and advise on any bids which may need to be made for additional funding. The proposer should contact the Faculty Accountant, who will provide a costing report for consideration by the Executive Dean.

Please note that any new staff posts identified in this section must be formally applied for via the “Request to Recruit” process at the point the post is required, which is a separate process to this form. 

	Income


Please indicate in the table below what you expect the net increase in student numbers to be during the first four years of operation as a result of introducing this new course variant.
In each year please give new student registrations only; do not include expected student progression numbers.
	
	Year 1
	Year 2
	Year 3
	Year 4

	Home/EU
	
	
	
	

	Overseas
	
	
	
	



	Do you wish to apply for an exception to the published fee band for the department?
	☐ Yes     ☐ No
If yes a fee proposal will need to be submitted to the University’s Fees Group



	Expenditure

	Is the proposed course variant entirely based on existing modules and requires no new resources?
(such as staffing, additional classes, library resources or facilities) 
	☐ Yes     
Please proceed to Section D
	☐ No
Please answer the below questions



	New modules needed for new variant

	Module Title
	FHEQ Level
	Credits
	Module Status
	Format and Contact Hours
	Unique to this course?

	
	
	
	Choose an item.	
	☐

	
	
	
	Choose an item.	
	☐

	
	
	
	Choose an item.	
	☐

	Please list any planned discontinuations of courses and/or modules in order to free up teaching resources for the new course(s) Please include titles and date of withdrawal

	




	New staff required to deliver the course

	Job Title
	FTE
	Start Date
	Grade or estimated salary (in case of part-time staff)

	
	
	
	

	
	
	
	



	Additional non-staff resources


For example:
· Additional classes/labs	 - Library resources	 - IT/office equipment	 	
· Specialist equipment	 - Consumables	 - DBS checks
· Non-standard teaching requirements		 - Field Trips

	Start-up costs
	

	Ongoing costs
	Year 1
	Year 2
	Year 3
	Year 4

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



SECTION D: Academic design
	Please provide details of any variations to the existing course structure that will be needed for the new mode of study:
· Please also complete the relevant course structure table below to highlight the changes to the course structure.
· Depending on the level of changes being made, an updated programme specification and module map may need to be submitted.

	For online/blended learning, please provide percentages of delivery:
	Face-to-face delivery
	X%
	Online delivery
	X%

	








	Please provide further information regarding the format of the teaching sessions for this mode of study:
· Please include whether teaching events will need to be timetabled with existing course variants or timetabled separately.

	








	Please provide details of how the new mode of study will be managed within the Department and what support will be provided to students: 

	








	For new course variants including blended or online delivery, please provide details of consultation with the Technology-Enhanced Learning Team:

	









	Aspects of Course Design

	Do any compulsory/core modules rely on the expertise of a single member of staff?
	☐ Yes     ☐ No

	Are the proposed course dates different to the University’s published term dates?
	☐ Yes     ☐ No
If yes please view the guidance

	[bookmark: _Hlk88809403]Would final assessment deadlines fall outside the normal student registration and CAS dates? 
	☐ Yes     ☐ No
If yes please view the guidance 

	Are there any elements of the course that might pose a specific risk to staff, students or University property (i.e. placements, study visits, field trips)? 
	☐ Yes     ☐ No 
If yes contact safety@essex.ac.uk.

	Is there any aspect of this course that might present any difficulties for students with disabilities (including mental health and medical conditions)?
	☐ Yes     ☐ No 
If yes contact include@essex.ac.uk.

	Will the proposed course require a variation to (UG) or new (PG) Rules of Assessment?
	☐ Yes     ☐ No 
If yes this must be discussed with the Assessment Team.

	Are there any elements to this course which may affect university/student funding?
Please also refer to online guidance and check for eligibility:
Course eligibility requirements for the UG courses
For the postgraduate courses the course eligibility: 
Masters and research 
	☐ Yes     ☐ No 
If yes contact funding@essex.ac.uk.

	Are there any elements to this course which may affect timetabling?
	☐ Yes     ☐ No 
If yes contact timetable@essex.ac.uk.

	Are any modules for this course taught entirely online?
Please provide information on what support will be provided to students and how this will be managed within the Department.
If the course is open to students from outside the UK and Ireland, they may require a Student visa. To be eligible for University sponsorship they must only have in-person teaching timetabled. Remote and online study is not permitted for Student visa holders.
If the course is to be taught entirely online, then please consult with the TEL team (tel@essex.ac.uk).
	☐ Yes     ☐ No 
If yes, please specify how many credits.

_______________________

	All new modules will be introduced at the same time as the introduction of the course. Are there any modules on this course which should not be made available at the date of introduction?
If you have selected yes then please provide the specific module details below. 
Please note that modules created as ‘future’ rather than ‘current’ will affect whether direct entrants into subsequent years of the course can be admitted.
	☐ Yes     ☐ No 


	If you have answered yes to any of the above questions, then please provide further details and the response from the relevant University team here:





9
Course Structure 
· The details below should be a strong indication of the final structure.  It is recognised that this may change during the approval process.
· New modules will require financial approval in addition to academic approval.
· Please ensure the amount of credits on offer match the amount required to complete the course.
· New modules would include existing modules taught at a different level, but a module delivered in a different term would not be considered new.

Undergraduate Courses
	Year Zero

	Module Code 
	Module Title
	FHEQ Level
	Credits
	Status
(core/comp/opt)
	New Module

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐



	Year 1

	Module Code 
	Module Title
	FHEQ Level
	Credits
	Status
(core/comp/opt)
	New Module

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐



	Year 2

	Module Code 
	Module Title
	FHEQ Level
	Credits
	Status
(core/comp/opt)
	New Module

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐



	Placement Year

	Module Code 
	Module Title
	FHEQ Level
	Credits
	New Module

	
	
	
	
	☐



	Year Abroad

	Module Code 
	Module Title
	FHEQ Level
	Credits
	New Module

	
	
	
	
	☐



	Final year

	Module Code 
	Module Title
	FHEQ Level
	Credits
	Status
(core/comp/opt)
	New Module

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐

	
	
	
	
	Choose an item.	☐



Postgraduate Taught Courses
If an Integrated Masters course is being proposed then please use the below table to detail Year 4.
	Module Code 
	Module Title
	FHEQ Level
	Credits
	New Module
	Main Status
(core/comp/opt)
	PG Diploma 
Exit Award Status
	PG Cert 
Exit Award Status

	
	
	
	
	☐
	Choose an item.	Choose an item.	Choose an item.
	
	
	
	
	☐
	Choose an item.	Choose an item.	Choose an item.
	
	
	
	
	☐
	Choose an item.	Choose an item.	Choose an item.
	
	
	
	
	☐
	Choose an item.	Choose an item.	Choose an item.
	
	
	
	
	☐
	Choose an item.	Choose an item.	Choose an item.


Section E: Consultation – to be undertaken by department before submission to QUAD 
Please indicate who you have consulted with over the development of the course(s) to date

	External Academic Consultation
	Area consulted and summary of feedback

	
	

	External Industry Consultation
	Means of consultation and summary of feedback

	
	

	Student Consultation
	Means of consultation and summary of feedback

	
	

	Internal Sections / Departments
	Area consulted and summary of feedback

	
	

	Other, e.g. PSRB
	Organisation consulted and summary of feedback

	
	



SECTION F: Recommendations – to be undertaken by department before submission to QUAD 
Department Support
	Proposal supported by the Head of Administering Department

	Department
	

	Signed
	
	Date
	

	Proposal supported by the Head of other department(s) contributing to the course

	Department
	

	Signed
	
	Date
	




Marketing Recommendation
	For completion by Marketing, Student Recruitment and Admissions Section (MSRA)

	Please provide an analysis of market demand and feasibility below:

	




	MSRA Recommendation
For areas to be further clarified, please indicate in the comments above at what stage these need to be addressed
	

	Name
	
	Date
	



International Services Team
	CONSULTATION REQUIRED – 
This form should be reviewed by the International Services Team international@essex.ac.uk.

	Comments and questions from IST: (For completion by the International Services Team)

	


	Name
	
	Date
	



Once all the sections above have been completed, please forward this form and any accompanying information to the QUAD team (quad@essex.ac.uk)

Section G: Approval – to be completed after submission
QUAD Comments
	Any additional consultation/approval(s) required?  

	Partnerships
☐ Yes     ☐ No
	Faculty Manager
☐ Yes     ☐ No
	International Services Team
☐ Yes     ☐ No
	Apprenticeship Hub
☐ Yes     ☐ No

	Course Records
☐ Yes     ☐ No
	RoA Variations
☐ Yes     ü No
	Fees Group
☐ Yes     ☐ No
	Marketing Team
☐ Yes     ☐ No

	Date form sent to ugadsnr@essex.ac.uk or pgmanagers@essex.ac.uk after approval
	

	Date form sent to dbs@essex.ac.uk after approval (if applicable)
	

	Comments 

	

	
	

	Signed
	
	Date
	




Faculty Approval
	Faculty Dean Approval

	Approval given:
	☐ Yes (no conditions)
	☐ Yes (with conditions)
Please specify conditions below
	☐ No

	Comments

	



	Deadline for response to conditions and recommendations
	dd/mm/yy

	Signed
	
	Date
	









Document review information
	Document owner
	Quality and Academic Development Team

	Document last reviewed by
	Hannah Nieuwenhuis, Quality and Academic Development Manager

	Date last reviewed
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