
Item 5 Appendix 1 
Education and Student Committee 14.04.16 

 
Implications of terms and conditions for programme approval, amendment and withdrawal processes 

Current arrangements and issues Proposed actions 

Programmes subject to approval 
 
New programmes can be marketed with a ‘subject to approval’ caveat 
after Stage 1 approval is given to publicise the programme. This can be 
removed when Stage 2 approval is given and all Stage 2 conditions have 
been signed off. 
 
The caveat was expanded for the hard copy 2017/18 UG prospectus 
following legal advice. The previous caveat appears on relevant pages on 
the website. 
 

1. Amend the Publicising Programmes of Study policy to reflect the 
expanded caveat. 

 
2. Add the expanded caveat to the website for relevant programmes. 

There have been occasions where the caveat has been omitted from the 
website, or removed before full approval is given. 
 

3. New programme pages to be reviewed by S&AS for accuracy and use 
of caveat once set up by Web Team and this check documented. 
Removal of the caveat to only take place on the request of S&AS. The 
Web Team will be notified by S&AS when Stage 2 conditions have 
been signed off. 

 
Stage 1 University Programme Approval Committee occasionally requires 
certain Stage 1 conditions to be met prior to a new programme being 
marketed, e.g. where there is concern about a proposed programme title 
or substantive changes are required to proposed content.  This decision 
has been made through judgement on a given proposal rather than a 
documented set of principles about core information required to enable 
marketing to take place. 
 

4. Develop guidance to support consistent decision-making by Stage 1 
UPAC on when a programme can be marketed to align with CMA 
guidance. 

 

Programme details may change between Stage 1 approval and final 
approval being given as part of the programme development process 
and/or as a result of approval conditions. 

5. Develop guidance and templates for communications with applicants 
and offer-holders once Stage 2 sign-off is achieved including 
notification of substantive changes and rights to cancel. 
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Current arrangements and issues Proposed actions 

 
The Publicising Programmes of Study states that ‘where substantive 
changes are made to programmes between Stage 1 and Stage 2 approval, 
appropriate communications will take place with applicants and offer-
holders about the changes.’ It is not clear whether this is taking place in 
practice or, where there are no substantive changes, whether 
applicants/offer-holders are advised of the programme receiving full 
approval. 
 
S&AS is responsible for undertaking institutional level checking of the 
accuracy of prospectus information. However, checks of any changes 
made to the website to reflect changes between Stage 1 and Stage 2 
approval are not currently formally documented in an auditable way. 
 

 
6. Establish who is responsible for managing and keeping records of 

these communications. 
 
7. Keep retrievable records of checks undertaken by S&AS of the 

accuracy of website information after Stage 2 approval. 

The Publicising Programmes of Study policy states that ‘any offer of a 
place on a programme which has received Stage 1 approval but has not 
yet been granted University Stage 2 approval must include a statement 
that the offer is “subject to final approval of the programme”.’ It is 
unclear whether offer letters for programmes subject to approval include 
this statement in all cases. 

8. UG offer letter text for programmes subject to approval to be checked 
and amended as appropriate. 

 
9. Include this requirement in guidance for staff in relation to PG 

programmes. 
 
10. School staff to be advised of this requirement when notified of Stage 

1 approval. 
 

Programme amendment 
  
The Programme Amendment Policy defines three types of amendment: editorial change, minor change and major change. The type of amendment 
determines the level of approval required: programme, School or University level. In certain instances, a judgement may be required as to whether a 
change is major or minor. Minor changes over time which amount cumulatively to major change would trigger University-level consideration. 
A change deemed to be minor under City’s policy could potentially be 
considered to be a material change under the T&Cs. For example, 
replacement of a few core modules could be material to a student but 

11. Review the definitions in the policy and consider if they remain 
appropriate or if changes are needed to reflect action required for 
material changes under the T&Cs. 
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Current arrangements and issues Proposed actions 

could be classed as minor change within the policy. It could be useful to 
make a distinction between material changes that can be approved at 
School level (i.e. considered minor for the level of approval required), but 
would require different action under the T&Cs than a non-material minor 
change. 

 

The policy states that ‘where major changes are proposed, particularly 
where they would have a significant effect on the type or nature of the 
degree that students will receive, active engagement with current 
students on the proposed changes should be undertaken in advance of an 
approval and their comments used to inform the final proposal put 
forward for approval.’ The associated guidance refers to ‘active 
engagement’ with students for significant amendments and notification 
where amendments are minor. 
 
The Board of Studies amendment form for minor changes requires 
Schools to identify whether the programme amendment affects current 
students or offer-holders and provide information on how they have or 
will be advised of this. 

12. Review the policy and guidance to identify any changes required to 
align with the T&Cs, in particular where we would notify students of a 
change, where we would consult and where a change would not be 
implemented for current students. 

 
13. Develop further guidance as to what would constitute ‘suitable 

consultation’ with students for material changes and how students 
should be informed of other changes. 

 
14. Adjust forms to reflect any policy change, to align with T&Cs, and to 

elicit better quality information about communications with students. 
 

The Programme Amendment Policy states that ‘any major changes to the 
programme of study must also be notified to prospective students who 
have received an offer of a place but have yet to register, particularly 
where those prospective students have accepted the offer.’ 
 
Our current arrangements for managing programme information and 
amendments present the following issues for meeting our obligations on 
provision of information to prospective students: 

• Programme information is contained in Word documents on a 
network drive. Tracking changes and versioning are manual 
processes.  

• Information in amendment forms does not always reflect the 
specific changes that are being made, meaning it is sometimes not 

The Programme and Module Information project within the 
Transformation Programme should address the majority of issues 
identified. The revised Transformation Programme business case will 
highlight the potential need to expedite the project for compliance 
reasons. 
 
 
In the meantime, the following actions are proposed: 
 
15. Require amendment forms to be accompanied by a tracked change 

version of specification documents so all changes can be clearly 
identified. 
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Current arrangements and issues Proposed actions 

clear exactly what has changed. 
• Potentially, a number of separate amendments could be made to 

a programme between the point of when an applicant views the 
information and accepts an offer. Cumulatively, this might 
amount to material change. 

• There can be a delay between an amendment being approved 
within a School, when it is submitted for implementation and 
when it is implemented in publicity materials. A web form for 
amendments has been developed and is in the process of being 
tested. It is envisaged that this will reduce delays. 

• There are instances where the formal approval of a change is 
made retrospectively to reflect changes made within the 
delivery/assessment of a module and/or information given to 
students by an individual lecturer, which subsequently comes to 
light. In 2012/13 there were 45 such amendments, the majority 
relating to assessment. In two cases the amendments affected 
award rules so are likely to have been material. This is also of 
concern for current students. 

• Published timescales for amendments for implementation in the 
following academic year are not always adhered to.  There are 
frequently in-year amendments. 

• The BoS amendment form requires Schools to indicate if the 
amendment requires a change to the information on city.ac.uk. 
There is no formal check to confirm that this assessment is 
correct. 

 

16. Require an annotated copy of the website course information to be 
considered alongside the amendment at the School PARC. 

 
17. Develop guidance for staff on our obligations when making 

programme changes and seek support from Deans and Heads of 
Department for adherence to this. 

 
18. Consider how we provide prospective students with a definitive copy 

of the programme information that forms part of their offer and 
contract. Note: PDFs of programme specifications are published are 
published on the website. 

 
19. Consider whether we establish specific times of the year when 

amendments can be made, and communications with prospective 
students about changes take place, to facilitate management of the 
process and accurate communication of the offer to prospective 
students.  

 
20. Keep an auditable record of checks made by S&AS of the accuracy of 

amendments on the website. 
 

21. Consider any further actions required to ensure the accuracy of 
information on third party websites, e.g. UCAS, Unistats, following 
amendments. 

 
 

Programme withdrawal 
 
Arrangements for programme termination are set out in the Programme Termination and Suspensions Policy and associated guidance for staff. All 
terminations/suspensions require final approval by the Deputy Vice-Chancellor. 
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Current arrangements and issues Proposed actions 

The policy states that ‘transitional arrangements will be established to protect the experience of the students on the programme. Termination or 
suspensions will normally be phased, enabling existing students to complete their programme of study. In the exceptional circumstances where this 
may not be possible, alternative arrangements will be put in place to safeguard the ability of students to complete their studies.’  
 
Termination arrangements for partnership provision are set out in the relevant partnership agreement and also seek to enable students to complete 
their studies. Standard exit clauses have been developed for each type of partnership to safeguard students’ interests. 
 
There can be delays between a School knowing it wishes to 
terminate/suspend a programme and putting forward the 
termination/suspension proposal for approval. There can also be delays 
between a programme termination/suspension being approved by a 
School and it being submitted to S&AS for final approval by the DVC. 
 
This means that changes to website information and communication with 
prospective students about a terminated/suspended programme do not 
always take place in a timely manner. 
 
The termination form states that termination and suspension requests 
should be received by 30 June to be effective from September of the next 
academic year. 
 

22. Work with Schools to support better understanding of the process 
and the need for timely submission of termination/suspension 
proposals. 

 
23. Change the paper form to a web form to support quicker submission 

following School approval. 
 

24. Consider whether the deadline for terminations/suspensions is 
appropriate and what the final cut-off point should be for a 
termination/suspension due to poor recruitment. 

 
 
  

The policy and guidance refer to communication with applicants about a 
termination/suspension but do not mention trying to find a suitable 
replacement programme for offer-holders where a programme is 
withdrawn prior to registration, although this is normal practice. 
 
Schools are responsible for undertaking communications with current and 
prospective students on terminations and suspensions. The University 
guidance focuses on discussions with current students about a potential 
termination prior to approval and does not provide guidance on the 
contents of communications following approval. There is a risk of 

25. Update the policy and guidance to include the expectation that the 
University will try to find a suitable replacement programme for offer-
holders. 
 

26. Develop further guidance and template letters for communications 
with current and prospective students. 
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Current arrangements and issues Proposed actions 

inconsistent or inappropriate communications. 
 

 

Current policies and guidance 

Programme Approval Policy http://www.city.ac.uk/__data/assets/pdf_file/0006/68919/approval_of_a_new_programme.pdf 
Programme Approval Guidance http://www.city.ac.uk/__data/assets/pdf_file/0005/68963/guidance_approvals.pdf 

Programme Amendment Policy http://www.city.ac.uk/__data/assets/pdf_file/0012/68889/amendments_of_a_programme.pdf  
Programme Amendment Guidance http://www.city.ac.uk/__data/assets/pdf_file/0004/68890/programme_approval_and_amendment.pdf 

Publicising Programmes of Study Policy http://www.city.ac.uk/__data/assets/pdf_file/0004/69007/publicising_programmes_of_study.pdf 
Notifying Prospective Students about Significant Changes to Programmes Policy – status unclear 
http://www.city.ac.uk/__data/assets/pdf_file/0007/68983/notifying_prospective_students_about_significant_changes_to_.pdf 

Programme Terminations and Suspension Policy 
http://www.city.ac.uk/__data/assets/pdf_file/0016/133702/termination_and_suspension_of_programmes_policy.pdf 
Programme Terminations and Suspension Guidance 
http://www.city.ac.uk/__data/assets/word_doc/0010/133858/guidance_termination_suspension_programmes.docx 

 

Alison Edridge 
Student and Academic Services 

April 2016 
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