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Acronyms/Abbreviations

	Acronym / Abbreviation
	Description

	AB
	Academic Board

	CIR
	Curriculum Information Repository

	C-SALT
	Centre for Support and Advancement of Learning and Teaching

	CSO
	Curriculum Support Officer

	CSU
	Curriculum Support Unit - refers to the relevant staff within the Centre for Support and Advancement of Learning and Teaching (C-SALT) who are responsible for supporting and facilitating the program accreditation and course approval process.

	DVC(A)
	Deputy Vice Chancellor - Academics

	HoS
	Head of School (the role)

	PACC
	Program And Course Committee

	PVC (Students)
	Pro Vice-Chancellor (Students)

	SAO
	Student Administration Officer

	SIAU
	Strategic Information and Analysis Unit

	USC
	University of the Sunshine Coast

	USC IT
	The USC Department of Information Technology

	VCP
	Vice Chancellor and President
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Glossary

	Term
	Definition

	Course	

	A discrete element of a program, normally undertaken over a single teaching session, in which the student enrols, and on completion of which the student is awarded a grade.

	Course outline
	The document that represents the statement of course requirements that are authoritative for both the University and the students undertaking the course. It is prepared in accordance with the requirements specified in the Program Accreditation and Course Approval Procedures and includes: graduate attributes, learning outcomes, details of assessment tasks, details of the minimum essential requirements necessary to pass the course, and any required attendance and/or participation.

	Program
	A set of coherently scoped, sequenced and structured studies or courses undertaken by the student in order to meet the requirements for award of a qualification, including a program of study with a major research component.

	School
	A designated academic unit, usually based on discipline groupings, including the Thompson Institute.

	Semester, Trimester and Session
	Named teaching periods within Study Period 1 and 2, consisting of a variable number of weeks of teaching.

	ServiceNow
	IT Help Desk solution used by USC to facilitate the creation and management of requests (tickets) related to USC applications and ICT infrastructure. 

	Study component
	A coherent set of courses that develop a particular academic theme which is formally recognised on the Official Statement of Academic Record. This includes Majors, Extended Majors, Minors, Specialisations and Dean’s Scholars.

	Study period
	The academic year is organised into two study periods, each spanning half a calendar year. Study Period 1 covers the period 1 January – 30 June; Study Period 2 covers the period 1 July – 31 December.
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The purpose of this document is to provide a central resource for all the business process maps associated with the use of the Curriculum Information Repository (CIR).
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The context diagram defines the scope and context of the business process maps within this document. Each individual business process map uses a numeric prefix to identify the process in terms of the context diagram and in terms of its hierarchical position relevant to other process maps and process tasks.
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	Business Process Name:
	1.0 CIR New Program

	Description
	This is the process required to initiate a new Program in CIR and manage the request through the formal review and approval business process.

	Roles
	· Program Coordinator – Program Development Team
· School Administration Officer - School
· Curriculum Support Officer – C-SALT
· Head of School - School
· PACC Secretary – Program and Course Committee
· AB Secretary – Academic Board

	Triggers
	· A Program Coordinator initiates the request for a new Program to be created.
· 15.0 Program Business Case Approval process has completed with a Post Condition of Business Case Approved;
· If the Program is to be a Double Degree, 16.0 New Double Degree Program Approval process has completed with a Post Condition of Double Degree Program Approved.

	Pre-Conditions
	· The Program to be created does not already exist in CIR;
· The business case for the creation of the Program has been endorsed and approved;
· The ‘Program Proposal’ document has been created.

	Process Task Description
	1.1 <ServiceNow> Request Creation of Program Entity
The Program Coordinator will request the creation of a Program entity in CIR by raising a ticket in ServiceNow.

	
	1.2 <CIR> Create Program Entity
The CSO will access CIR, and enter the minimum amount of information required to create a new Program entity in CIR.
Note: It is anticipated that codes and reporting fields required by SIAU will be entered by the CSO.
Note: by default, the status is ‘Draft’ when creating a new entity, which allows the Program Coordinator and SAO to edit the Program details. 
The Program Coordinator will be facilitating the development of the ‘Program Proposal’ document at this time.

	
	1.3 <CIR> Develop Program Entity
The Program Coordinator will facilitate the development of the Program information in CIR to the point where it is ready for SAO review.
Note: A link will be created in CIR to the Program Proposal as an attachment.

	
	1.4 <CIR> Set Status ‘Pending SAO Review’
The status of the Program will be set to ‘Pending SAO Review’. 
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	1.5 <CIR> Review Program Entity Details
The SAO upon receiving email notification (which is generated by the CIR workflow), will review the details of the Program to determine if the information is complete and compliant. If the current information is not compliant, the Program Coordinator will be notified, and the status of the Program change will be set back to ‘Draft’ for modification.
The SAO will also review the ‘Program Proposal’ documentation in parallel with this process task.

	
	1.6 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	1.7 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board.
Prior to the HoS consideration the SAO will complete  a request to the Student Services and Engagement for: the allocation of a Program Code; the allocation of Study Components codes for any new Study Components; and the allocation of Course codes for any new Courses.
The SAO will update the Accreditation documentation and the Resource Impact Statements.
The Head of School will consider the merit of the proposed program on the basis of the Accreditation documentation and the advice from the School Board and make a determination on the approval of the new Program.

	
	1.8 Program Proposal Determination
The Head of School will consider the merit of the proposed program on the basis of the Accreditation documentation and the advice from the School Board and make a determination on the approval of the new Program.

	
	1.9 Action HoS Decision
The SAO will determine what action is required of the HoS decision for the proposed new Program. If the proposal is not endorsed, the SAO will return the proposal to the Program Coordinator (Program Development Team) for modification based on the HoS recommendations. If the change is endorsed, the SAO will progress the process.
Note: If the proposal is not endorsed, the SAO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	1.10 Set Status ‘Pending CSU Review’
If the HoS endorses the proposal, the SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	1.11 Review Policy Compliance
The CSO reviews the Program details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified. 
Note: If the proposal is not compliant, the CSO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	1.12 <CIR> Set Status
The CSO will set the status to be ‘Pending PACC Endorsement’ if the Program is still to be endorsed by PACC; or 
The CSO will set the status to be ‘Pending AB Approval’ once the Program has been endorsed by PACC.

	
	1.13 Facilitate Program Review
This task is relevant for all the endorsement/approval workflows (PACC, AB).
The CSO will export the information out of CIR in PDF format (accreditation documentation) and be distributed using a collaboration space (SharePoint). The CSO will then monitor the progress for a response.

	
	1.14 Review the Program Proposal
This task is relevant for the: PACC Secretary or the AB Secretary.
The PACC Secretary will receive the submitted documentation from CSU and facilitate the deliberation of the PACC to enable the PACC Chairperson to provide a recommendation to the Academic Board.
The AB Secretary will receive the submitted documentation from CSU and facilitate the deliberation of the Academic Board to enable the Chair of the Academic Board to determine if the Program will be accredited. 

	
	1.15 Provide Determination
This task is relevant for the: PACC Secretary or AB Secretary.
The PACC or AB representative will send the decision of endorsement or approval back to the CSO via the committee meeting minutes.

	
	1.16 <CIR> Set PACC Review Status
The CSO will set the status determined by the PACC decision:
If the decision is that the new Program needs to be modified, the CSO will set the status ‘Draft’.
If the decision is that the new Program should be accredited (i.e. PACC have endorsed the change), the CSO will set the status ‘Pending AB Approval’. 

	
	1.17 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the returning authority’s recommendation required to accredit the Program. The SAO will either make the required administrative updates and refer back to the Head of School for review or initiate the process to amend the Program accreditation documentation with the Program Coordinator.

	
	1.18 <CIR> Set Status ‘Draft’
The workflow status of the Program entity will be set to ‘Draft’ to enable editing of the Program information in CIR.

	
	1.19 <CIR> Amend Program Details
With the status of the Program entity as ‘Draft’, the Program Coordinator will make any the changes to the Program (accreditation) information in CIR to meet the approval requirements.

	
	1.20 <CIR> Set AB Review Status
The CSO will set the status determined by the AB decision:
If the decision is that the proposed Program needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the proposed Program will be accredited, the CSO will set the status ‘ Approved’ and notify the School.

	
	1.21 Action Program Proposal Decision
The Program Coordinator will review and action the required changes of the Program proposal. This may require amendments to be made to the proposal or in fact abandon the creation of the new Program.

	
	1.22 Prepare Program Proposal
The Program Coordinator will initiate the creation of a ‘Program Proposal’. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The new Program is accredited and has a CIR status of ‘Approved’; or
· The process to accredit the proposed Program is discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository
· ServiceNow

	Forms/Templates
	· Business Case for a New Program
· Proposal for a New Program

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· Accreditation of a new Program is the responsibility of Academic Board.
· A2.2 The following deadlines have been established for the accreditation of programs: Study Period 1 offering – accredited by 31 August for the following academic year; Study Period 2 offering – accredited by 30 November for the following academic year.
· A2.4 Expedited Pathway
A2.4.1 In exceptional circumstances, approval to expedite the accreditation/approval of a program can be given by the Deputy Vice Chancellor (Academic). 
A2.4.2 An expedited option allows for the Chairperson of Academic Board or the Program and Course Committee, to act on behalf of the relevant Committee in considering a proposal for program accreditation or program change. The Chairperson has the option to consult with members of the committee before making a decision on an expedited proposal.
A2.4.2 An application to expedite can be made by the Head of School to the Deputy Vice-Chancellor (Academic), through the Curriculum Support Unit, C-SALT, for approval to expedite. The written request outlines: the reasons for requesting expedition; the consequences if the expedited process were not followed; and the anticipated accreditation/approval date. 
A2.4.3 The Curriculum Support Unit, C-SALT informs the relevant School of the decision of the Deputy Vice Chancellor (Academic).
A2.4.4 The Chairperson of the relevant committee reports to the ensuing meeting of the committee on any actions taken on the committee’s behalf.
· B3.3 Double degree proposal
B3.3.1 Where a new double degree using existing programs is proposed, the Head of School investigates the proposed double degree’s contribution to the University’s strategic direction and financial sustainability, and the Deputy Vice-Chancellor (Academic) (as delegate of the Vice- Chancellor and President) must be satisfied that the proposed combination will not compromise the academic integrity of either University program.
B3.3.2 The Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President) considers the Program Brief (New Double Degree) and decides to approve or not approve the new double degree program for development and for offering at the nominated locations.
B3.3.3 The Curriculum Support Unit, C-SALT, informs the relevant School of the decision of the Deputy Vice Chancellor (Academic).
· B7 Program Development
B7.1 The program development team develops the proposed program ensuring that: 
(a) consultations are held with all relevant parties: 
(i) with a legitimate interest in the proposed program, including for example other Schools and service areas of the University, potential employers, professional and registration bodies, and the relevant advisory committee; 
(ii) for whom there may be resource, legal or administrative implications with the proposed program, including for example USC International, Information Technology Services, Information Services, Student Services and Engagement, and Marketing and External Engagement; and 
(b) input is sought from other appropriate sources with expertise relevant to development of the program, for example, the school’s curriculum body, academic developers within the Centre for Support and Advancement of Learning and Teaching (C-SALT), Governance and Risk Management and the Curriculum Support Unit, C-SALT for alignment with University policies and procedures and the external requirements listed in B7.2; 
B7.2 The program is designed and developed consistent with: the Australian Qualifications Framework and associated guidelines and principles; the Higher Education Standards Framework; any standards for external recognition, registration or accreditation of the proposed program or for potential graduates.
B7.3 The program is in line with the University’s values and relevant policies procedures and good practice in program design and learning and teaching.
B7.4 The program development team documents the proposed new program using templates identified in the next section.
B7.5 In the case of a proposal to develop a jointly conferred award, the development of the legal agreement with the partner institution(s) should occur in parallel with the program development and accreditation process, but the formal legal agreement cannot be signed until the program itself has been approved by both the University’s Academic Board and an appropriate authority at the partner institution(s). The legal agreement is, in effect, the implementation plan specifying how the jointly conferred coursework program is to be delivered, administered, completed and reviewed. This agreement documents the understandings and obligations of all parties, to ensure that the academic aspirations and standards embodied in the jointly conferred coursework program are met.
· B8 Accreditation Documentation
B8.1 The program development team documents the proposed new program using: the Program Proposal template; and the Program Outline template (including Study Component and Course Outlines and Resource Impact Statements for new curriculum).
B8.2 Program Proposal
The Program Proposal provides information on the academic rationale for the introduction of the program and the design and development process, including the consultation undertaken in support of the proposed program.
B8.3 Program Outline
The Program Outline is the detailed description of the proposed new program that is used to assess the academic integrity of that program and forms the basis for provision of information to students, prospective students, the University community and the broader community concerning the program.
B8.3.1 Study Component Outline
All proposed new study components in the program should be documented using the Study Component Outline template and added to the Program Outline as appendices.
B8.3.2 Course Outlines
All proposed new courses in the program should be documented using the Course Outline template and added to the Program Outline as appendices, except where the program is proposed to be approved subject to further documentation (refer to B8.3.3).
B8.3.3 Course Synopses
In some circumstances, full development and documentation of new courses to be undertaken in the second or subsequent years of offer of a proposed new program may not be possible. In these cases, a Course Synopsis can be substituted for the relevant Course Outline when documenting the new program. Refer to Section B4.5 of the Course Approval, Change and Discontinuation – Procedures for details.
· B9 Consideration of the accreditation documentation by the Head of School
B9.1 Before consideration by the Head of School, the documentation is deliberated by the School Board, the Board would provide advice to the Head of School on the merit and quality of the proposed program and required documentation.
B9.2 Following endorsement from the School Board and before consideration of the proposal by the Head of School, the School Administration Officer completes a template to request from Student Services and Engagement the:
(a) allocation of a Program code;
(b) allocation of Study Component codes for any new study components; and
(c) allocation of Course Codes for any new courses.
B9.3 The School Administration Officer requests the creation of any new files required for the University’s records management system.
B9.4 The School Administration Officer updates the accreditation documentation and Resource Impact Statements to include program and course codes and file numbers, and then provides a copy to Student Services and Engagement (Timetabling Unit), Asset Management Services, Information Services and Information Technology Services.
B9.5 The Head of School considers the merit of the proposed program on the basis of the accreditation documentation and advice of the School Board and approves the proposal.
B9.6 The School Administration Officer arranges for the signed accreditation documentation to be submitted to the Curriculum Support Unit, C-SALT and captures the accreditation documentation on the relevant program and course files in the University’s records management system.
B8.3.4 Resource Impact Statements
Resource Impact Statements detail the resource needs and implications of the component courses in the proposed program for provision of support and services by Student Services and Engagement, Information Services and Information Technology Services.
· B10 Consideration of the accreditation documentation by Program and Course Committee
B10.1 The Curriculum Support Unit, C-SALT checks the accreditation documentation for completeness and clarity, accuracy, internal consistency and compliance with relevant University and external reference points and liaises with the relevant School so that action and/or amended documentation can be submitted to the secretary, Program and Course Committee via the Curriculum Support Unit, C-SALT as required.
B10.2 The Chairperson, Program and Course Committee can determine that the accreditation documentation is incomplete or under-developed and delay the consideration of the proposal by the Program and Course Committee until such time as the School has responded to the Chairperson’s concerns regarding the completeness of the accreditation documentation.
B10.3 The Program and Course Committee considers the academic merit of the program on the basis of the accreditation and related documentation and: (a) resolves to recommend to Academic Board that the proposed new program as documented be accredited; or (b) resolves to recommend to Academic Board that the proposed new program as documented be accredited, subject to identified amendments being made; or (c) makes such other resolutions as may be appropriate.
B10.4 If (a), the resolution is to recommend unqualified accreditation, then the Secretary, Program and Course Committee refers the accreditation documentation to the Academic Board for consideration.
B10.5 If (b), the resolution is to recommend accreditation subject to amendments, then: (i) the relevant parties are advised to make the amendments and resubmit to the Chairperson of the Program and Course Committee, through the committee secretary via the Curriculum Support Unit, C-SALT, the amended documentation together with a written response to the matters identified, including a statement detailing the changes made to the documentation (with page references); (ii) the School resubmits the amended accreditation documentation for reconsideration vis the Curriculum Support Unit, C-SALT to the Secretary, Program and Course Committee; and (ii) the Chairperson of the Committee reviews the amended documentation and if satisfied that the required amendments have been made, the Secretary, Program and Course Committee forwards the revised accreditation documentation to the Secretary, Academic Board.
B10.6 Courses and Study Components
B10.6.1 The Program and Course Committee considers the academic merit of the proposed new courses and study components on the basis of the accreditation and related documentation; and
(a) resolves to approve the proposed new courses and study components as documented; or
(b) resolves to approve that the proposed new courses and study components as documented be approved subject to identified amendments being made; or
(c) makes such other resolutions as may be appropriate.
B10.6.2 If approval is recommended subject to amendments being made then:
(i) the relevant School is advised to make the amendments and submit to the Chair of the Committee, through the Secretary, Program and Course Committee via the Curriculum Support Unit, C-SALT, the amended documentation together with a written response to the matters identified, including a statement detailing the changes made to the documentation;
(ii)   the School resubmits the amended accreditation documentation for reconsideration vis the Curriculum Support Unit, C-SALT to the Secretary, Program and Course Committee; and
(iii) the Chairperson, Program and Course Committee, reviews the amended documentation and if satisfied that the required amendments have been made approves the proposal.
B11.6.3 The Secretary, Program and Course Committee sends the relevant School/s the Committee minutes when they have been approved by the Chairperson. Any queries in relation to the accreditation documentation will be referred to the Curriculum Support Unit, C-SALT.
· B12 Consideration of the accreditation documentation by Academic Board
B12.1 Academic Board considers academic merit of the proposed program on the basis of the accreditation documentation, and:
(a) resolves to accredit the program subject to the standard conditions of accreditation as specified in the parent policy and any other conditions that the Academic Board may impose, confirming when the program will be offered for the first time; or
(b) resolves to accredit the program subject to identified amendments being made; or
(c) makes such other resolutions as may be appropriate, for example, for the proposal to be revised and brought back to a future meeting of Academic Board.
B12.2 Where accreditation is subject to any required amendments being made:
(i)   the relevant School is advised to make the amendments and submit to the Chair of the Academic Board, through the Secretary, Academic Board via the Curriculum Support Unit, C-SALT, the amended documentation together with a written response to the matters identified, including a statement detailing the changes made to the documentation;
(ii)   the School resubmits the amended accreditation documentation for reconsideration via the Curriculum Support Unit, C-SALT to the Secretary, Academic Board; and
(iii) the Chairperson, Academic Board, reviews the amended documentation and if satisfied that the required amendments have been made approves the proposal.
B12.3 The Secretary, Academic Board sends the relevant School/s the Committee minutes when they have been approved by the Chairperson. Any queries in relation to the accreditation documentation will be referred to the Curriculum Support Unit, C-SALT.

	Issues
	· The process for a Program Coordinator to request the creation of a new Program entity in CIR is still to be endorsed and approved.

	Notes
	· It is an assumption of this business process, that the IT Help Desk solution – ServiceNow will be used to facilitate the creation and management of requests for new entities to be created in CIR.
· It is an assumption of this business process, that with the introduction of CIR, Curriculum Bulletins will not be required to be prepared and submitted. The information contained in the Curriculum Bulletin will be available in CIR.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	2.0 CIR Program Change 

	Description
	This is the process required to initiate a change to an existing Program in CIR and manage the change through the formal review and approval business process.

	Roles
	· Program Coordinator – Program Development Team
· School Administration Officer – School
· Head of School - School
· Curriculum Support Officer – C-SALT
· PACC Secretary – Program and Course Committee
· AB Secretary – Academic Board
· VCP or Delegate – Office of the Vice-Chancellor & President

	Triggers
	· A Program Coordinator initiates the request for a change to an existing Program. 

	Pre-Conditions
	· The Program to be changed does exist in CIR;
· The Program Coordinator has received an approval from the Head of School to initiate the Program change.

	Process Task Description
	2.1 <CIR> Set Program change Approval Pathway
The Program Coordinator will access CIR and select the ‘Program change’ Approval Pathway for the Program entity.
Note: This action will set the status of the Program entity to ‘Draft’.

	
	2.2 <CIR> Edit Program Details
The Program Coordinator will access CIR, and edit the relevant information required for the change to the Program.
The Program Coordinator will be facilitating the development of the ‘Proposal to Change Program’ document at this time.

	
	2.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Program will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Program Coordinator will also attach the ‘Proposal to Change a Program’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	2.4 <CIR> Review Program Change Details
The SAO upon receiving email notification, will review the details of the Program change to determine if the details are compliant. If the current information is not compliant, the Program Coordinator will be notified, and the status of the Program change will be set back to ‘Draft’ for modification.
The SAO will also review the ‘Proposal to Change’ document template in parallel with this process task.

	
	2.5 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	2.6 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. 

	
	2.7 Program Change Determination
The Head of School will consider the merit of the proposed program change on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Program change.

	
	2.8 Action HoS Decision
The SAO will determine what action is required of the HoS decision for the requested Program change. If the change is not endorsed, the SAO will return the change request back to the Program Coordinator for review and modification based on the HoS recommendations. If the change is endorsed, the SAO will progress the process.
Note: If the change is not endorsed, the SAO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	2.9 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	2.10 Review Policy Compliance
The CSO reviews the Program change details for policy compliance, data quality and completeness. If the information is not compliant, the SAO will be notified, and the Program change will be sent back for amendment.
Note: If the proposal is not compliant, the CSO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	2.11 Determine Level of Approval
If the Program change information is compliant, the CSO will determine the level of approval that is required and set the relevant workflow status. The CSO can initiate: a PACC endorsement and/or approval process; an AB endorsement and/or approval process; or a VCP approval process.

	
	2.12 <CIR> Set Status
The CSO can set the status of the workflow to be either:
‘Pending PACC Endorsement’ or
‘Pending PACC Approval’ or
‘Pending AB Approval’ or
‘Pending VCP Approval’.
All statuses will require the CSO to provide supporting comments for the status change.

	
	2.13 Facilitate Program Review
This task is relevant for all the endorsement/approval workflows (PACC, AB, VCP).
The CSO will export the information out of CIR in PDF format: for PACC and AB, the information will be distributed using a collaboration space (SharePoint); for VCP, the information will be emailed directly. The CSO will then monitor the progress for a response.

	
	2.14 Review the Program Change
This task is relevant for the: PACC Secretary; AB Secretary; VCP or Delegate.
The PACC Secretary and the AB Secretary will facilitate the review and determination of the Program change at the relevant committee meeting.
The VCP or Delegate will review and provide a determination of the Program change in direct response to the sent documentation.

	
	2.15 Provide Determination
This task is relevant for the: PACC Secretary; AB Secretary; VCP or Delegate.
The PACC, AB, or VCP representative will send the decision of endorsement or approval back to the CSO. PACC and AB will be via the committee meeting minutes, VCP will be via an emailed memo.

	
	2.16 <CIR> Set PACC Review Status
The CSO will set the status determined by the PACC decision:
If the decision is that the Program change needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the Program change is approved, the CSO will set the status ‘ Approved’ and notify the School.
If the level of approval requires further determination from AB (i.e. PACC have endorsed the change), the CSO will set the status ‘Pending AB Approval’.

	
	2.17 <CIR> Set AB Review Status
The CSO will set the status determined by the AB decision:
If the decision is that the Program change needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the Program change is approved, the CSO will set the status ‘ Approved’ and notify the School
If the level of approval requires further determination from VCP (i.e. PACC and AB have endorsed the change), the CSO will set the status ‘Pending VCP Approval’.

	
	2.18 <CIR> Set VCP Review Status
The CSO will set the status determined by the VCP decision:
If the decision is that the Program change needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the Program change is approved, the CSO will set the status ‘ Approved’ and notify the School.

	
	2.19 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the returning authority’s recommendation required to change the Program. The SAO will either make the required administrative updates and refer back to the CSU for review or initiate the process to amend the Program change documentation with the Program Coordinator.

	
	2.20 Action Program Proposal Decision
The Program Coordinator will review and action the required changes of the Program proposal. This may require amendments to be made to the proposal or in fact abandon the changes to the Program.

	
	2.21 <CIR> Set Status ‘Draft’
The Program entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	2.22 <CIR> Amend Program Details
With the status of the Program as ‘Draft’, the Program Coordinator will make any the changes to the Program information in CIR to meet the approval requirements.

	
	2.23 Prepare Proposal to Change Program
The Program Coordinator will facilitate the creation of a ‘Proposal to Change Program’ document. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The Program change has been approved and is a legitimate curriculum entity for use; or 
· The Program change has not been approved, and the change to the Program will not be progressed and the process will be discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Request to Develop a Change Proposal Within the Three-Year Program Period
· Program Change Proposal requiring Committee(s) approval
· Program Change Proposal requiring VCP (or delegate) approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· C1 Program change approval authorities
C1.1 Approval of changes to existing programs is the responsibility of either Academic Board, the Program and Course Committee or the Vice-Chancellor and President depending on the nature of the proposed changes.
C1.2 Any proposals for program changes that proceed to Program and Course Committee, or Academic Board or Vice-Chancellor and President (or delegate) for approval, would first be endorsed by the Head of School, giving due regard to resourcing and the program’s continued financial viability.
C1.3 Proposed program changes requiring Program and Course Committee, or Academic Board approval are presented on the same template. A separate template is used for changes requiring Vice-Chancellor and President approval.
· C2 Changes approved by Program and Course Committee
C2.1 Following endorsement by the Head of School, Program and Course Committee will consider and approve the following program changes: (a) alterations to the requirements for completion of a program, including the addition or removal of exit and entry points; the creation, alteration and removal of study components; and/or changes to the number of required courses. (b) minor changes to the learning outcomes of the program; (c) minor alterations to the entry requirements (including English language requirements); and (d) any other program changes not requiring Academic Board or Vice-Chancellor and President approval.
· C3 Changes approved by Academic Board
C3.1 Following consideration by Program and Course Committee, Academic Board will consider and approve: (a) a significant re-visioning of the learning outcomes and any consequential structural changes; (b) a change to the award title (requires a new program code); (c) a change to the total unit value of a currently accredited program (requires a new program code); (d) a change to the duration (standard completion time) of an accredited program; and (e) a significant alteration to the entry requirements.
· C4 Program management changes approved by the Vice-Chancellor and President or delegate
C4.1 The following types of proposed program changes will be documented by the Head of School, for the approval of the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President): (a) the addition or removal of a program offering at a location; (b) changing the funding arrangement (for example changing from CGS funded to full-fee) for an existing program; (c) the offering of an existing program at an additional calendar entry point; and (d) a change to a program that has significant resource impact outside the proposing school or for the University.
· C6 Restrictions on program change
C6.1 A program (including study components “owned” by a program) may only be changed once in a three-year period (Program Period). The commencement date of the Program Period is determined from the date that any previous program changes were approved or from the date that the program was introduced by the University.
C6.2 Notwithstanding C6.1, a program may be changed independently of a Program Period as follows: 
(a) The Head of School may request that the Chair, Program and Courses Committee via the Curriculum Support Unit, C-SALT to the Secretary, Program and Course Committee, consider a program change within the Program Period. The grounds for approving consideration of a program change within the Program Period include changes: in response to recommendations related to program structural change from professional accreditation reviews; in response to significant issues raised in curriculum evaluations, including University program reviews; that would demonstrably increase student demand for the program, for example introduction of a new topical study component; and resulting from changes approved to another program that impact directly on the program’s structure. For the avoidance of doubt, if the Chair, Program and Courses Committee, approves a program change within the Program Period, a new Program Period commences from the date of the approval of the program change. 
(b) The Deputy Vice-Chancellor (Academic) may determine that there are changes to the University’s curriculum that result in a program change. Such changes may be implemented independently of the Program Period and will not affect the commencement date of the Program Period.

	Issues
	

	Notes
	· It is an assumption of this business process, that with the introduction of CIR, Curriculum Bulletins will not be required to be prepared and submitted. The information contained in the Curriculum Bulletin will be available in CIR.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	3.0 CIR Program Suspension

	Description
	This is the process required to initiate the suspension of intake to a Program in CIR and manage the request through the formal approval business process.

	Roles
	· Program Coordinator – Program Development Team
· School Administration Officer – School
· Head of School - School
· Curriculum Support Officer – C-SALT
· PACC Secretary – Program and Course Committee
· AB Secretary – Academic Board

	Triggers
	· A Program Coordinator initiates the request for a Program to be suspended.

	Pre-Conditions
	· The Program to be suspended already exists in CIR.

	Process Task Description
	3.1 <CIR> Set Suspend an intake Approval Pathway
The Program Coordinator will access CIR and select the ‘Suspend an intake (study component/program only)’ Approval Pathway for the Program entity.
Note: This action will set the status of the Program entity to ‘Draft’.

	
	3.2 <CIR> Edit Program Details
The Program Coordinator will access CIR, and edit the relevant information required to initiate the suspension to a Program.
The Program Coordinator will be facilitating the development of the ‘Proposal to Change Program’ document at this time.

	
	3.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Program will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Program Coordinator will also attach the ‘Proposal to Change a Program’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	3.4 <CIR> Review Program Suspension Details
The SAO upon receiving email notification, will review the details of the Program suspension to determine if the details are compliant. If the current information is not compliant, the Program Coordinator will be notified, and the status of the Program change will be set back to ‘Draft’ for modification.
The SAO will also review the ‘Proposal to Change’ document template in parallel with this process task.

	
	3.5 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	3.6 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. The Head of School will consider the merit of the proposed suspension of intake on the basis of the documentation and the advice from the School Board and make a determination.

	
	3.7 Program Suspension Determination
The Head of School will consider the merit of the proposed program suspension on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Program suspension.

	
	3.8 Action Review Decision
The SAO will determine what action is required of the HoS decision for the requested Program suspension. If the suspension is not endorsed, the SAO will return the request back to the Program Coordinator (Program Development Team) for review and modification based on the HoS recommendations. If the change is endorsed, the SAO will progress the process.
Note: If the change is not endorsed, the SAO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	3.9 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	3.10 Review Policy Compliance
The CSO reviews the suspension of intake to a Program details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified, and the Program request will be sent back for amendment.
Note: If the proposal is not compliant, the CSO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	3.11 <CIR> Set Status ‘Pending DVC(A) Approval’
The CSU will set the workflow status to be ‘Pending DVC(A) Approval’.

	
	3.12 Facilitate Program Review
The CSO will export the information out of CIR in PDF format and facilitate the distribution to the Office of the DVC(A). The CSO will then monitor the progress for a response.

	
	3.13 Review the Program Suspension
The DVC(A) or Delegate will receive the submitted documentation from CSU and facilitate any discussions with relevant parties to provide a decision to the School. 

	
	3.14 Provide Determination
The DVC(A) or Delegate will make a determination on whether to approve the suspension of intake to a Program or not and notify CSU.

	
	3.15 <CIR> Set DVC(A) Review Status
The CSO will set the status for the workflow dependant on the determination by the DVC(A):
If the decision is that the request for suspension of intake to a Program needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the request for the suspension of intake to a Program is approved the CSO will set the status ‘Approved’ and then set the action ‘Suspend an intake’ and notify the School.
The CSO will also add the ‘to and from’ dates for the period the suspension is valid for into CIR.

	
	3.16 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ from the CSO outlining the returning authority’s recommendation required to change the Program. The SAO will either make the required administrative updates and refer back to the CSU for review or initiate the process to amend the Program suspension documentation with the Program Coordinator.

	
	3.17 Action Program Proposal Decision
The Program Coordinator will review and action the required changes of the Program proposal. This may require amendments to be made to the proposal or in fact abandon the suspension of the Program.

	
	3.18 <CIR> Set Status ‘Draft’
The Program entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	3.19 <CIR> Amend Program Details
With the status of the Program entity as ‘Draft’, the Program Coordinator will make any the changes to the Program information in CIR to meet the approval requirements.

	
	3.20 Prepare Proposal for Change to Program
The Program Coordinator will initiate the creation of a ‘Proposal to Change Program’ document. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The suspension of intake to a Program is approved and has a CIR status of ‘Suspend an intake’; or 
· The process to suspend an intake to a Program is discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Proposal to Suspend an Intake to a Program

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· No changes will be made to the Program Entity in CIR while it is in a suspended state (i.e. status is ‘Suspend an intake’)
· E1 Suspension of intake approval authority
Suspension of intake is a management decision made by the Deputy Vice-Chancellor (Academic) that there will be no intake of students for a particular program in a specified period. A suspension of intake is temporary and may or may not lead to discontinuation of a program.
· E2 Timeframes and consultations
If it is proposed that there be a temporary suspension of intake into a program, the Head of School initiates the process for approval to suspend intake and consults all interested parties as soon as possible.
· E4 Proposal to Suspend an Intake
E.4.1 After the closing date for submissions in response to the Curriculum Bulletin (Program Suspension), the Head of School completes a Proposal to Suspend an Intake, using the relevant template and forwards it to Curriculum Support Unit, C-SALT. Curriculum Support Unit, C-SALT refers the proposal to the Deputy Vice-Chancellor (Academic).
E.4.2 The Deputy Vice-Chancellor (Academic) decides whether to approve the suspension of intake and signs the relevant section of the proposal.
E5.1 Curriculum Support Unit, C-SALT provides written advice to the School Administration of the Deputy Vice-Chancellor (Academic) decision concerning the proposal for suspension of intake.
E5.2 Following notification of approval, the School Administration Officer arranges for: the notification of the relevant Program Coordinator; (b) the approved documentation to be recorded and registered in the University’s records management system; and (c) requesting action from the relevant University’s administration units in regard to admission (informing QTAC), updating curriculum Web pages, and system data changes (Peoplesoft).

	Issues
	· CIR does not currently have functionality to capture the period a suspension of intake to a Program is valid for.

	Notes
	· It is an assumption of this business process, that with the introduction of CIR, Curriculum Bulletins will not be required to be prepared and submitted. The information contained in the Curriculum Bulletin will be available in CIR.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	4.0 CIR Program Discontinuation

	Description
	This is the process required to initiate a discontinuation of an existing Program in CIR and manage the change through the formal review and approval business process.

	Roles
	· Program Coordinator – Program Development Team
· School Administration Officer – School
· Head of School - School
· Curriculum Support Officer – C-SALT
· PACC Secretary – Program and Course Committee
· AB Secretary – Academic Board
· VCP or Delegate – Office of the Vice-Chancellor & President

	Triggers
	· A Program Coordinator initiates the request for a discontinuation of an existing Program. 

	Pre-Conditions
	· The Program to be discontinued does exist in CIR;
· The Program Coordinator has received an approval from the Head of School to initiate the Program change.

	Process Task Description
	4.1 <CIR> Set Discontinue Approval Pathway
The Program Coordinator will access CIR and select the ‘Discontinue’ Approval Pathway for the Program entity.
Note: This action will set the status of the Program entity to ‘Draft’.

	
	4.2 <CIR> Edit Program Details
The Program Coordinator will access CIR, and edit the relevant information required for the discontinuation of the Program.
The Program Coordinator will facilitate the creation of the ‘Proposal to Discontinue a Program’ document at this time.

	
	4.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Program will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Program Coordinator will also attach the ‘Proposal to Discontinue a Program’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	4.4 <CIR> Review Program Discontinue Details
The SAO upon receiving email notification, will review the details of the Program discontinuation to determine if the details are compliant. If the current information is not compliant, the Program Coordinator will be notified, and the status of the Program will be set back to ‘Draft’ for modification.
The SAO will also review the ‘Proposal to Discontinue a Program’ document in parallel with this process task.

	
	4.5 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	4.6 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. The Head of School will consider the merit of the proposed discontinuation of the Program on the basis of the documentation and the advice from the School Board and make a determination.

	
	4.7 Program Discontinuation Determination
The Head of School will consider the merit of the proposed program discontinuation on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Program discontinuation.

	
	4.8 Action HoS Determination
The SAO will determine what action is required of the HoS decision for the requested Program discontinuation. If the request is not endorsed, the SAO will return the request back to the Program Coordinator for review and modification based on the HoS recommendations. If the change is endorsed, the SAO will progress the process.
Note: If the change is not endorsed, the SAO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	4.9 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	4.10 Review Policy Compliance
The CSO reviews the Program discontinuation details for policy compliance, data quality and completeness. If the information is not compliant, the SAO will be notified, and the request will be sent back for amendment.
Note: If the proposal is not compliant, the CSO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	4.11 <CIR> Set Status
The CSO can set the status of the workflow to be either:
‘Pending PACC Endorsement’ or
‘Pending VCP Approval’. 
Both statuses will require the CSO to provide supporting comments for the status change.

	
	4.12 Facilitate Discontinue Program Review
This task is relevant for all the endorsement/approval workflows (PACC, VCP).
The CSO will export the information out of CIR in PDF format: for PACC, the information will be distributed using a collaboration space (SharePoint); for VCP, the information will be emailed directly. The CSO will then monitor the progress for a response.

	
	4.13 Review the Program Discontinuation
This task is relevant for the: PACC Secretary; VCP or Delegate.
The PACC Secretary will facilitate the review and endorsement of the Program discontinuation at the relevant committee meeting. The committee will consider the proposal, with attention to the impact on the student experience and the quality of the teach-out arrangements.
The VCP or Delegate will consider the information and recommendations from PACC provided for the discontinuation of the Program and make a decision.

	
	4.14 Provide Determination
This task is relevant for the: PACC Secretary; VCP or Delegate.
The PACC, and VCP representative will send the decision of endorsement or approval back to the CSO. PACC will be via the committee meeting minutes, VCP will be via an emailed memo.

	
	4.15 <CIR> Set PACC Review Status
The CSO will set the status determined by the PACC recommendation:
If the decision is that the Program discontinuation request needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the Program discontinuation is endorsed, the CSO will set the status ‘ Pending VCP Approval’.

	
	4.16 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ from the CSO outlining the amendments required to make the Program discontinuation compliant. The SAO will either make the required amendments and refer back to the CSU for review or initiate the process to amend the Program discontinuation with the Program Coordinator.

	
	4.17 Action Program Proposal Decision
The Program Coordinator will review and action the required changes of the Program proposal. This may require amendments to be made to the proposal or in fact abandon the discontinuation of the Program.

	
	4.18 <CIR> Set Status ‘Draft’
The Program entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	4.19 <CIR> Amend Program Details
With the status of the Program as ‘Draft’, the Program Coordinator will make any the changes to the Program information in CIR to meet the approval requirements.

	
	4.20 <CIR> Set VCP Review Status
The CSO will set the status determined by the VCP decision:
If the decision is that the Program discontinuation needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the Program discontinuation has been approved for immediate discontinuation, the CSO will set the status ‘ Approved’ then set the Status ‘Discontinued’ and notify the School.

	
	4.21 <CIR> Set Status ‘Planned Discontinuation’
If the decision of the VCP is that the Program has been approved for a planned (future dated) discontinuation, the CSO will set the status ‘Approved’ and then set the status ‘Discontinuation Planned’. The CSO will also enter in a date for the planned discontinuation (‘final study period of offer’).

	
	4.22 Prepare Proposal to Discontinue a Program
The Program Coordinator will initiate the creation of a ‘Proposal to Discontinue a Program’ document. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The discontinuation of the Program is approved and has a CIR status of ‘Discontinued’; or 
· The planned discontinuation of the Program is approved, has a CIR status of ‘Discontinuation Planned’ and the planned date for discontinuation has been recorded; or 
· The process to discontinue the Program is abandoned.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Request to Develop a Change Proposal Within the Three-Year Program Period
· Program Change Proposal requiring Committee(s) approval
· Program Change Proposal requiring VCP (or delegate) approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· The date associated with the ‘Planned for Discontinuation’ status will be the ‘final study period of offer’.
· D1 Discontinuation of a program approval authority
D1.1 Discontinuation of a program means that: (a) there can be no new intake of students into that program from a specified date; (b) the program can no longer be advertised or marketed as available to students; and (c) the program is to be eventually removed from the suite of programs available to students.
D1.2 Approval of the discontinuation of a program is the responsibility of the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President).
· D2 Timing of program discontinuation
D2.1 If it is proposed to discontinue a program, the School consults all interested parties and arranges for development of a timetable for the discontinuation from the proposed date from which there will be no new intake up to the proposed date of permanent removal of the program. The timetable and preliminary plan takes into account: (a) the requirements for transition and teach-out as identified in Section G of these procedures; (b) any courses or study components that are “owned” by the program also available in other programs; (c) the date of the most recent intake into the program (base year/semester); (d) prior offers of a place in the program that have been made to any international student (agreed commencement date for student plus maximum completion time); (e) any obligation of the University to continue to offer the program to a student who is currently enrolled in the program, or a student or intending student relevant to 3.1.1(b) or 3.1.1(c); (f) the need to provide timely information to the University community, relevant authorities, e.g. Queensland Tertiary Admissions Centre (QTAC), and the public concerning discontinuation of the program and any applicable transition arrangements; and (g) University timeframes for progressing proposals for discontinuation as outlined in guidelines prepared by the Curriculum Support Unit, C-SALT.
· D3 Seeking approval to commence the discontinuation of a program
D3.1 To commence the approval of the discontinuation of a program the relevant Head of School submits a Curriculum Bulletin (Program Discontinuation) to the Deputy Vice-Chancellor (Academic) through the Curriculum Support Unit, C-SALT.
D3.2 The Curriculum Support Unit, C-SALT forwards the Curriculum Bulletin to the Deputy Vice-Chancellor (Academic) for consideration, who discusses any issues related to the proposed discontinuation with the relevant parties and then advises the Curriculum Support Unit, C-SALT whether to release the Curriculum Bulletin.
· D4 Proposal to Discontinue a Program
D4.1 Incorporating any submissions received or issues raised in response to the Curriculum Bulletin (Program Discontinuation), the Program Coordinator completes the Proposal to Discontinue a Program template. The document is forwarded to the Head of School for consideration.
D4.2 If the Head of School decides that approval for discontinuation should be sought, they sign the relevant section of the proposal and submit the proposal to the Curriculum Support Unit, C-SALT.
· D5 Endorsement by the Program and Course Committee
D5.1 The Head of School completes a Proposal to Discontinue a Program, using the relevant template and forwards it to Curriculum Support Unit, C-SALT. Curriculum Support Unit, C-SALT refers the proposal to the secretary, Program and Course Committee.
D5.2 The Program and Course Committee considers the proposal, with particular attention to the impact on the student experience and the quality of the teach-out arrangements and decides whether to endorse the discontinuation of the program.
D5.3 The secretary, Program and Course Committee informs the Curriculum Support Unit, C-SALT of the outcomes of the consideration of the proposal at the Program and Course Committee.
· D6 Approval by the Vice-Chancellor and President or delegate
D6.1 The Curriculum Support Unit, C-SALT refers the proposal to the Deputy Vice-Chancellor (Academic).
D6.2 The Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President) decides whether to approve the proposed program discontinuation and signs the relevant section of the proposal.
· G2 Program Discontinuation
G2.1 When discontinuing a program with active student enrolments, the following principles should inform the approach adopted for the transition and teach-out period: proposed arrangements allow students to meet the learning outcomes of the program being discontinued; courses substituted for required courses are delivered and assessed at the appropriate level; assessment processes are comparable and call on the knowledge and skills requirements of the program being discontinued; proposed arrangement do not disadvantage transitioning students (e.g. arrangements allow balanced study loads, part-time or full-time study options, completion of their program without delay); the level of service, resources and support to students should not be reduced as part of any teach out process.
G2.2 The School has the following options available: teach-out arrangements with a time limit; transfer arrangements to new or similar USC program; or a combination of teach-out or transfer for different student cohorts.
G2.3 As part of the documentation for approval for a program discontinuation, the School is responsible for including: (a) a study plan for each student cohort in the program and for all locations it is offered (or individual students); and (b) a communication plan for all students enrolled in the program.
G2.4 The development of (a) and (b) above should be done in consultation with the appropriate units in Student Services and Engagement and USC International with responsibility for providing student support and advice and communication with students. Student Services and Engagement and USC International must be supplied with the final full discontinuation documentation prior to delivery to students.
G2.5 The communication plan must ensure that all students including those that are currently on deferment, leave of absence and academic exclusion receive clear and accurate information regarding their options. Refer to the Admissions – Procedures and the Enrolments and Graduation – Procedures for the University’s obligations regarding students in these situations, noting that readmission is not automatic following exclusion or where a student’s enrolment was discontinued due to an absence without leave status.
G2.6 Students must be notified in writing within 21 days of the approval to discontinue a program so that they can gain advice as to the best course of action.
G2.7 International Students
G2.7.1 The School ensures that the transition arrangements enable international students to complete all requirements of the program within the duration of their existing student visa, providing the student is maintaining satisfactory progress.
G2.7.2 The impact of any transfer arrangements on international students must be determined in consultation with USC International.
· G.3 Teach-out
A teach-out is an arrangement that has been put in place to provide a reasonable opportunity for students to complete a discontinued program without disadvantage.
G3.1 Length of the Teach-Out period
G3.1.1 Where the University is offering a replacement program and a transfer is an option, then the teach-out period is fixed at two years.
G3.1.2 Where the discipline is being discontinued entirely at the University, with no replacement program available, then the length of the teach-out period for a program is determined by the amount of remaining studies, expressed in years which is then doubled. Example 1: a three year degree is approved for discontinuation and no alternative program in the discipline is available. The program had its last intake in the previous semester, therefore two and half year of the program is required to be offered – program length remaining = 2 ½ years, double this amount, the teach-out period would therefore be five years.
G3.1.3 The minimum teach-out period is two years regardless of the length of the program.
G3.1.4 The length of the teach-out is not extended for individual students who seek leave of absence during the teach-out period.
G3.1.5 At the end of the teach-out period, the School, based on the number of students remaining, makes a decision as to whether to extend the teach-out period or put into place other mechanisms to allow the remaining students to complete their studies.
G3.2 Courses and structure of the Teach-out
G3.2.1 The courses included in the teach-out arrangement, should be those that were included in the original structure. If different courses are offered, the School must ensure that all students completing the teach-out meet the identified learning outcomes of the discontinuing program on graduation. The level of service and support to students should not be reduced as part of any teach out process. Courses introduced in the new version of the program, that have the same content, learning outcomes and level (for example, a course code change) as existing courses can be substituted into the teach-out structure.
G3.2.2 A study plan should be developed for each entry cohort in the discontinued program to demonstrate the teach out arrangement for that cohort. Individualised study plans may be used to ensure that individual students are aware of the applicable study plan/enrolment pattern they need to follow to complete the program within the teach-out period.
G3.2.3 A student following a teach-out arrangement should not be required to complete more courses or units than was originally required (additional financial cost must not be incurred by the student) or be required to overload (undertake more than four 12 unit courses, or equivalent, in a teaching period).
G3.2.4 The teach-out arrangement must include details of: availability of study components (majors, minors, etc); changes to compulsory course requirements (if any); waiving or changing course prerequisite requirements; and changes to semester offerings or delivery mode(s) of courses.
G3.2.5 The teach-out arrangement should be continually available to students and must be updated by the School on an annual basis.
G3.3 Students not completing program requirements within the “teach-out” period
Students who do not complete the program requirements within the teach-out period will be managed on a case-by-case basis. Every effort will be made to accommodate such individuals, however the University cannot guarantee suitable options will be available and cross-institutional study may need to be considered to complete the original qualification from USC.

	Issues
	CIR does not currently have functionality to capture the date that the discontinuation of the Program has been planned for (planned discontinuation date).

	Notes
	This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	15.0 Program Business Case Approval

	Description
	This process outlines the endorsement and approval tasks required for a new Program Business Case to be determined by all relevant stakeholders. The Business Case is considered the resource and planning component of the Program accreditation process.
Note: This does not include the process for Double Degree Programs. Refer 16.0 New Double Degree Program Approval.

	Roles
	· Program Coordinator – Program Development Team
· School Administration Officer – School
· School Board – School
· Head of School – School
· Director – C-SALT
· Curriculum Support Officer – C-SALT
· VCP or Delegate – University Executive/Office of the Vice-Chancellor & President

	Triggers
	· A new Program has been requested by the Program Development Team.

	Pre-Conditions
	· The Program does not currently exist in CIR;
· The Program Coordinator has had initial discussions with the Head of School to initiate the business case.

	Process Task Description
	15.1 Prepare Business Case
The Program Coordinator will facilitate the creation and preparation of the business case for review by the Head of School. The business case is produced as a hard copy document.

	
	15.2 Review the Business Case
The SAO receiving the business case, will review the information to confirm the details are compliant and accurate. 
If the current information is not compliant, the Program Coordinator will be notified, and the business case will be sent back for amendment.
If the business case is compliant, all relevant information will be collated and scheduled for consideration by the School Board.

	
	15.3 Consider the Business Case
The School Board will consider the business case and provide advice on the academic and financial merit of the proposed program and if the case meets relevant policy and procedural requirements.

	
	15.4 Determination of Business Case
The Head of School considers the merit of the proposed program on the basis of the documentation and advice of the School Board and will provide a recommendation of support for the University Executive through C-SALT.
If the Business Case requires changes (i.e. not supported), the document will be sent back to the School Administration Officer to facilitate the amendments.

	
	15.5 Review Business Case Compliance
The Curriculum Support Officer reviews the business case for compliance, data quality and completeness. 
If the information is complete, the business case will be sent to the Director, C-SALT for review and endorsement.
If the business case is not compliant, the SAO will be notified, and sent back for amendment.

	
	15.6 Review Business Case
The Director, C-SALT will review the business case and provide feedback to the University Executive by way of endorsement to assist the determination of the business case.
If the business case is endorsed, the CSO will be notified.
If the business case is not endorsed, the SAO will be notified, and sent back for amendment.

	
	15.7 Schedule Review for University Executive Agenda
The CSO will schedule the business case as an agenda item for the next available University Executive meeting.

	
	15.8 The University Executive will meet to consider the business case and provide a recommendation to the VCP or delegate.

	
	15.9 Determination of the Business Case
The VCP or delegate will consider the recommendation of the University Executive and make a decision as to whether the Program will progress or not.
If the business case is approved, CSU will be notified to advise the School. The DVC(A) will also determine the nominated locations for the Program at this stage.
If the business case is not approved, and requires amendments, the School will be notified via the SAO.

	
	15.10 Advises School of Approval
The CSU will notify the School via the SAO that the Business Case has been approved. This will initiate the creation of the Program Proposal by the Program Development Team.

	
	15.11 Facilitate Amendments
The SAO will determine what changes are required and facilitate the amendments. The SAO may be able to effect the changes required or they may need to be resolved by the Program Development Team or the business case may not be approved and abandoned.

	
	15.12 Amend Business Case Detail
The Program Coordinator will facilitate resolving the issues or changes required of the business case by the approval groups.

	Post-Conditions
	· The Business Case has been approved and the Program can continue further development; or 
· The Business Case has not been approved and the Program development will be discontinued. 

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Business case for a New Program
· Proposal for a new program

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· B3 Approval to develop a new program
B3.1 Approval to develop a new program proposal, and to offer a new program at nominated locations, is the responsibility of the Deputy Vice-Chancellor (Academic) as delegated by the Vice-Chancellor and President. 
B3.2 For a new program (other than a new double degree using existing programs), the business case for a new program is the resource and planning component of the program accreditation process.
B3.2.1 The Business Case template is completed by the program development team to provide the case for the proposed new program’s contribution to the University’s strategic direction, financial viability, and all its resourcing requirements. In the case of a proposal to develop a jointly conferred award, in-principle approval, additionally addressing the Partner Institution Selection (Jointly Conferred Award) Guidelines, must be obtained before detailed planning and negotiations about collaboration arrangements with the potential partner institution/s occur and before any binding commitments are made.
B3.2.2 The program development team forwards the proposals to the relevant Head of School who considers the documentation.
B3.2.3 Before endorsement, the Head of School requests that the documentation is considered by the School Board, providing advice on the following: the academic and financial merit of the proposed program and benefit to the School; and whether the proposed program meets the requirements of relevant policies and procedures.
B3.2.4 The Head of School considers the merit of the proposed program on the basis of the documentation and advice of the School Board and recommends to the Deputy Vice-Chancellor (Academic) that the proposed program as documented be considered for development.
B3.2.5 The request to the Deputy Vice-Chancellor (Academic) is made through the Curriculum Support Unit, C-SALT.
B3.2.6 The Deputy Vice Chancellor (Academic) endorses the Business Case prior to consideration and comment by the Chief Financial Officer. Following the provision of comments by the Chief Financial Officer, the Deputy Vice Chancellor (Academic) arranges through the Curriculum Support Unit, C-SALT, for the Business Case to be scheduled on the University Executive agenda and provides the relevant documentation to the Secretary, University Executive.
B3.2.7 The University Executive considers the Business Case and makes a recommendation to the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President) who decides whether to approve or not approve the new program for development and to determine its offering at the nominated locations.
B3.2.8 The secretary, University Executive will advise the Curriculum Support Unit, C-SALT of the decision of the Deputy Vice Chancellor (Academic). The Curriculum Support Unit, C-SALT then informs the relevant School.

	Issues
	

	Notes
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	Business Process Name:
	16.0 Double Degree Program Approval

	Description
	This process outlines the endorsement and approval tasks required for a new Double Degree Program Business Case to be determined by all relevant stakeholders. 

	Roles
	· Program Coordinator – Program Development Team
· School Administration Officer – School (A) indicates the School proposing the double degree
· Head of School – School (A)
· Head of School – School (B) indicates the School owning the other degree
· Curriculum Support Officer – C-SALT
· Director – C-SALT
· DVC(A) – Office of the Vice-Chancellor & President

	Triggers
	· The Head of School investigates the proposal for a new double degree.

	Pre-Conditions
	· The double degree must propose the use of two existing accredited programs.

	Process Task Description
	16.1 Prepare Program Brief
The Head of School will prepare the Program Brief in support of the double degree. The Program Brief is created as a hard copy document. 
If both degrees are ‘owned’ by the School, the brief is forwarded to the CSO.
If one of the degrees is ‘owned’ by another School, the brief is forwarded to the Head of School for endorsement.

	
	16.2 Review Policy Compliance
The Curriculum Support Officer reviews the Program Brief for policy compliance, data quality and completeness. 
If the information is compliant, the Program Brief will be sent to the Director, C-SALT for review and endorsement.
If the information is not compliant, the School will be notified, and sent back for amendment.

	
	16.3 Review Program Brief
The Director, C-SALT will review the Program Brief and provide feedback to the DVC(A) by way of endorsement to assist the determination of the brief.
If the Program Brief is supported, the brief will be sent to the DVC(A) for determination.
If the Program Brief is not supported, the School will be notified and sent back for amendment.

	
	16.4 Determination of Program Brief
The DVC(A) as delegate of the VCP will consider the brief and make a determination on whether or not to approve the Double Degree proposal. 
If the DVC(A) approves the brief, the nominated locations for the offering will be decided at this stage.

	
	16.5 Advises School of Decision
The CSU will advise the School of the DVC(A) decision.
If the Double Degree proposal is approved, the Program Development Team will initiate the preparation of the Program Proposal.
If the Double Degree proposal is not approved, the School will be advised of the amendments required or to abandon the proposal.

	
	16.6 Facilitate Amendments
The SAO will facilitate any changes or amendments required to progress the Program Brief through to DVC(A) approval or initiate the process to abandon the proposal.

	
	16.7 Review Program Brief
If one of the degrees proposed in the Double Degree proposal is ‘owned’ by another School, the Head of School will review the Program Brief and provide feedback to the DVC(A) by way of endorsement to assist the determination of the brief.
If the Program Brief is supported, the brief will be sent to C-SALT for review and endorsement.
If the Program Brief is not supported, the School will be notified and sent back for amendment.

	Post-Conditions
	· The Program Brief has been approved and the development of the Double Degree can be progressed; or  
· The Program Brief has not been approved, and the progression of the Double Degree is discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Program Brief (New Double Degree)
· Proposal for a New Double Degree

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· B3.3 Double degree proposal
B3.3.1 Where a new double degree using existing programs is proposed, the Head of School investigates the proposed double degree’s contribution to the University’s strategic direction and financial sustainability, and the Deputy Vice-Chancellor (Academic) (as delegate of the Vice- Chancellor and President) must be satisfied that the proposed combination will not compromise the academic integrity of either University program.
B3.3.2 The Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President) considers the Program Brief (New Double Degree) and decides to approve or not approve the new double degree program for development and for offering at the nominated locations.
B3.3.3 The Curriculum Support Unit, C-SALT, informs the relevant School of the decision of the Deputy Vice Chancellor (Academic).
· C7.2. Changes to Double Degrees
A structural change to a program that is also a component degree in a double degree, requires the School owner to consult with the other School involved in the double degree to ensure that requirements of both degrees are met in the revised structure. The consultation and outcomes should be included as part of the approval documentation.

	Issues
	

	Notes
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	Business Process Name:
	17.0 Program Approval to Market

	Description
	This process outlines the endorsement and approval tasks required for all relevant stakeholders to progress a request to market a proposed Program subject to final approval.

	Roles
	· Program Coordinator – Program Development Team
· School Administration Officer – School
· Head of School – School
· Director – Marketing and External Engagement
· Curriculum Support Officer – C-SALT
· DVC(A) or Delegate – Office of the DVC(A)

	Triggers
	· A request to allow the marketing of a proposed Program (i.e. prior to the accreditation of the Program) has been initiated through the Head of School.

	Pre-Conditions
	· If the Program is already progressing through the accreditation process, a Program entity exists in CIR.

	Process Task Description
	17.1 Consult with Marketing & External Engagement
The Head of School will consult with the Director, Marketing and External Engagement to gain support in principle for the request to market the Program subject to final approval.
If the Director, Marketing and External Engagement gives support in principle, the Program Coordinator will be contacted to facilitate the preparation of the ‘Request to Market a Proposed Program Subject to Final Approval’ document.
If the Director, Marketing and External Engagement does not give support in principle, the request will be abandoned.

	
	17.2 <CIR> Review current status of Program
The Program Coordinator will review CIR to determine if the Program exists and if so, at what status the Program is through the accreditation process.
If the Program does not exist in CIR, the Program Coordinator will raise a request with C-SALT to create the entity.

	
	17.3 Prepare Request to Market a Proposed Program
The Program Coordinator will facilitate the creation and preparation of the ‘Request to Market a Proposed Program Subject to Final Approval’ proposal for review by the Head of School.
If the Program has not yet started the accreditation process, the Program Coordinator will update the relevant CIR Program entity when available.

	
	17.4 Verify the Approval to Market Proposal
The SAO receiving the proposal, will review the information to confirm the details are compliant and accurate. 
If the current information is not compliant, the Program Coordinator will be notified, and the proposal will be sent back for amendment.
If the proposal is compliant, all relevant information will be sent to the Head of School for consideration.

	
	17.5 Review the Approval to Market Proposed
The Head of School considers the merit of the proposal to market the Program prior to accreditation and will provide a recommendation of support for the DVC(A) through C-SALT.
If the proposal requires changes (i.e. not supported), the document will be sent back to the School Administration Officer to facilitate the amendments.

	
	17.6 Consider the Approval to Market Proposal
The Director, Marketing and External Engagement will review the proposal and provide feedback to the DVC(A) by way of endorsement to assist the determination of the proposal.
If the proposal is endorsed, the brief will be sent to the DVC(A) for determination through C-SALT.
If the proposal is not endorsed, the School will be notified and sent back for amendment.

	
	17.7 Review Approval to Market Proposal Compliance
The Curriculum Support Officer reviews the proposal for compliance, data quality and completeness. If the Program has not yet started the accreditation process (i.e. a new Program entity has been requested for this proposal), the CSO will also review the Program entity for compliance, data quality and completeness.
If the information is complete, the proposal will be sent to the DVC(A) for determination.
If the proposal is not compliant, the SAO will be notified, and sent back for amendment.

	
	17.8 Determination of Approval to Market Proposal
The DVC(A) or delegate will consider the endorsement from the Head of School and the Director, Marketing and External Engagement  and make a decision as to whether the proposal to market the Program ‘subject to final approval’ will progress or not.
If the proposal is approved, CSU will be notified to advise the School.
If the proposal is not approved, and requires amendments, the School will be notified via the SAO.

	
	17.9 Advises School of Approval
The CSU will notify the School via the SAO that the proposal has been approved.

	
	17.10 <CIR> Set ‘Approval to Market’ flag
The CSO will set a flag/indicator in CIR to identify the Program entity has been approved to market (subject to final approval).
Note: This functionality is still TBD in CIR. Refer Issues section.

	
	17.11 Facilitate Amendments
The SAO will determine what changes are required and facilitate the amendments. The SAO may be able to effect the changes required or they may need to be resolved by the Program Development Team or the proposal may not be approved and abandoned.

	
	17.12 Amend Approval to Market Proposal Detail
The Program Coordinator will facilitate resolving the issues or changes required of the proposal by the approval groups.

	
	17.13 <ServiceNow> Request Creation of Program Entity
The Program Coordinator will request the creation of a Program entity in CIR by raising a ticket in ServiceNow.

	
	17.14 <CIR> Create Program Entity
The CSO will access CIR, and enter the minimum amount of information required to create a new Program entity in CIR.
Note: If the ‘Request to Market a Proposed Program Subject to Final Approval’ proposal is sent through with the request, it is anticipated that the CSO will update the Program entity with the relevant information. 
Note: by default, the status is ‘Draft’ when creating a new entity, which allows the Program Coordinator and SAO to edit the Program details and/or initiate the accreditation process of the Program if required.

	Post-Conditions
	· The ‘Request to Market a Proposed Program Subject to Final Approval’ proposal has been approved and the Program entity can be consumed by downstream systems as an ‘Approved to Market Program’; or 
· The ‘Request to Market a Proposed Program Subject to Final Approval’ proposal has not been approved and the proposal is abandoned. 

	Supporting Applications/Tools
	· Curriculum Information Repository
· ServiceNow

	Forms/Templates
	· Request to Market a Proposed Program Subject to Final Approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· B6 Approval to market a proposed program subject to final approval
B6.1 Following consultation with the Director, Marketing and External Engagement, the Head of School can make a case to the Deputy Vice-Chancellor (Academic) to market a proposed new program prior to it being accredited by the University.
B6.2. The Head of School completes a request to market a proposed program subject to final approval and submits it to the Deputy Vice-Chancellor (Academic) through the Curriculum Support Unit, C-SALT.
B6.3 The Deputy Vice-Chancellor (Academic) considers the request and decides to approve or not approve the proposal to market a new program “subject to final approval”.
B6.4 When making the decision to market a new program “subject to final approval”, the Deputy Vice-Chancellor (Academic) takes into consideration the potential risk and benefits to the University in advertising the program. To minimise risk, the decision of the Deputy Vice-Chancellor (Academic) may be based on the stage the program proposal has reached in the accreditation approval process.
B6.5 Following approval to market a new program “subject to final approval”, the Curriculum Support Unit, C-SALT informs the relevant School of the Deputy Vice-Chancellor (Academic) decision.
· CIR ‘Approval to Market’ indicator
When a program has been approved to market, this will be indicated in CIR and will be persistent for the life of the entity within CIR.
Program name
Owning school
Semester/Year of Implementation
Program duration
Intakes
Study mode
Location(s) of offer (1)
Student cohort availability
Study components
Professional body membership(s)
External accrediting body
Standard entry requirements 
Pre-requisites 
Recommended prior study
Special selection criteria
Program description (for Web and QTAC)
Career opportunities (for QTAC)
Double degrees and 
Other information relevant to the marketing of the program (e.g. fixed application closing dates, only first year courses offered in 2020, first and second year courses offered in 2021, etc)

	Issues
	· Currently CIR does not have a way to identify that a Program entity has been ‘Approved to Market’. It is expected the resolution will involve a flag/indicator against the entity that is independent of the approval workflow, can be reported on, and can be used as a flag for downstream systems consuming CIR information. This issue is current as of 15/01/2020.

	Notes
	· It is expected that the Program entity ‘Approved to Market’ indicator will be persistent through the life of the entity i.e. CIR will always indicate that this entity was ‘Approved to Market’ regardless of the overall status of the Program (e.g. Suspended, Discontinued, Approved).
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	5.0 CIR New Study Component

	Description
	This is the process required to initiate a new Study Component in CIR and manage the request through the formal review and approval business process.

	Roles
	· Study Component Coordinator – Program Development Team
· School Administration Officer – School
· Head of School - School
· Curriculum Support Officer – C-SALT
· PACC Chairperson – Program and Course Committee

	Triggers
	· A Study Component Coordinator initiates the request for a Study Component to be created.

	Pre-Conditions
	· The Study Component to be created does not exist in CIR.
· An Accredited (Approved) Program considered to be the ‘owning Program’ must exist in CIR

	Process Task Description
	5.1 <ServiceNow> Request Creation of Study Component Entity
The Study Component Coordinator will request the creation of a Study Component entity in CIR by raising a ticket in ServiceNow.

	
	5.2 <CIR> Create Study Component Entity
The CSO will access CIR and enter the minimum amount of information required to create a new Study Component entity in CIR.
Note: It is anticipated that codes and reporting fields required by SIAU will be entered by the CSO.
Note: by default, the status is ‘Draft’ when creating a new entity, which allows the Study Component Coordinator and SAO to edit the Study Component details. 
The Study Component Coordinator will be facilitating the development of the ‘Proposal to Change a Program’ document at this time.

	
	5.3 <CIR> Develop Study Component Entity
The Study Component Coordinator will facilitate the development of the Study Component information in CIR to the point where it is ready for SAO review.
Note: A link will be created in CIR to the Proposal to Change Program as an attachment.

	
	5.4 <CIR> Set Status ‘Pending SAO Review’
The status of the Study Component will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Study Component Coordinator will also attach the ‘Proposal to Change a Program’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	5.5 <CIR> Review Study Component Details
The SAO upon receiving email notification, will review the details of the Study Component creation to determine if the details are compliant. If the current information is not compliant, the Study Component Coordinator will be notified, and the status of the Study Component will be set back to ‘Draft’ for modification.
The SAO will also review the Proposal to Change Program in conjunction with the CIR information.

	
	5.6 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	5.7 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. The Head of School will consider the merit of the proposed Study Component on the basis of the documentation and the advice from the School Board and make a determination.

	
	5.8 Study Component Determination
The Head of School will consider the merit of the proposed Study Component on the basis of the documentation and the advice from the School Board and make a determination on the approval of the new Study Component.

	
	5.9 Action Review Decision
The SAO will determine what action is required of the Head of School decision for the requested Study Component. If the proposal is not endorsed, the SAO will return the request back to the Study Component Coordinator (Program Development Team) for modification based on the HoS recommendations. If the proposal is endorsed, the SAO will progress the process.
Note: If the proposal is not endorsed, the SAO will set the status of the Study Component entity to ‘Draft’ to allow editing of the information.

	
	5.10 Set Status ‘Pending CSU Review’
If the Head of School endorses the proposal, the SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	5.11 Review Policy Compliance
The CSO reviews the Study Component creation details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified, and the Study Component request will be sent back for amendment.
Note: If the proposal is not endorsed, the SAO will set the status of the Program entity to ‘Draft’ to allow editing of the information.

	
	5.12 <CIR> Set Status ‘Pending PACC Approval’
The CSU will set the workflow status to be ‘Pending PACC Approval’.

	
	5.13 Facilitate Study Component Proposal Review
The CSO will export the information out of CIR in PDF format and facilitate the distribution to PACC. The CSO will then monitor the progress for a response.

	
	5.14 Review the Study Component Proposal
The PACC Chairperson or delegate will receive the submitted documentation from CSU and facilitate any discussions with relevant parties to provide a decision to the School. 

	
	5.15 Provide Determination
The PACC Chairperson will decide on whether to approve the creation of the Study Component or not and notify CSU.
The CSU will be notified via the PACC Meeting Minutes.

	
	5.16 <CIR> Set Status
The CSO will set the status for the workflow dependant on the determination by the PACC:
If the decision is that the request for creation of a Study Component needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the request for creation of a Study Component is approved the CSO will set the status ‘Approved’ and notify the School.

	
	5.17 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the returning authority’s recommendation required to approve the new Study Component. The SAO will either make the required administrative updates and refer back to the CSU for review or initiate the process to amend the Study Component documentation with the Study Component Coordinator.

	
	5.18 <CIR> Amend Study Component Details
With the status of the Study Component entity as ‘Draft’, the Study Component Coordinator will make any the changes to the Study Component information in CIR to meet the approval requirements.

	
	5.19 <CIR> Set Status ‘Draft’
The workflow status of the Study Component entity will be set to ‘Draft’ to enable editing of the Study Component information in CIR.

	
	5.20 Action Study Component Proposal Decision
The Study Component Coordinator will review and action the required changes of the Study Component proposal. This may require amendments to be made to the proposal or in fact abandon the creation of the new Study Component.

	
	5.21 Prepare Proposal for Change to Program
The Study Component Coordinator will initiate the creation of a ‘Proposal to Change Program’ document for the ‘owning Program’. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The creation of a new Study Component (and the change to the Program) is approved and has a CIR status of ‘Approved’; or 
· The process to create a new Study Component is discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository
· ServiceNow

	Forms/Templates
	· Program Change Proposal requiring Committee(s) approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· F1 Programs and study Components
F1.1 Study Components are approved as part of the accreditation of the “owning” program. A Study Component can be a requirement in multiple programs but only one program is identified as its “owner”.
F1.2 Study Components that have been identified as owned by a program in the accreditation process are modified or discontinued as a change to the owning program. The consultation process for any changes to a study component should ensure that all other programs requiring the study component are informed of the proposed changes.
F1.3 A program that proposes the inclusion of an existing study component as a new structural requirement will be required to make a program change to have that inclusion approved.
F1.4 The Program Coordinator may seek to have a study component offered at another institution recognised as part of their program’s structural requirements, the process is identified in Section F3 of these procedures.
· F2 Discontinuation of a study component
The discontinuation of a study component requires the approval of the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President).
· F3 Structural requirements for a Study Component
A Study Component Outline is required to be completed for any new or modified study component. The Study Component Outline should be included in the program accreditation/approval documentation.

	Issues
	· The process for a Program Coordinator to request the creation of a new Program entity in CIR is still to be endorsed and approved.

	Notes
	· Conceptually, this process will be run in conjunction with 2.0 CIR Program Change in that the request for a new Study Component will generate a change to the ‘owning Program’. Practically speaking, the processes are run separately, and the dependencies are managed with an informal communication process.
· It is an assumption of this business process, that with the introduction of CIR, Curriculum Bulletins will not be required to be prepared and submitted. The information contained in the Curriculum Bulletin will be available in CIR.
· It is an assumption of this business process that the ‘Study Component Outline’ as named in USC Policy and Procedure documents will be superseded by the introduction of CIR i.e. the information contained in the ‘Study Component Outline’ document will be available as the CIR Study Component entity.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	6.0 CIR Study Component Change

	Description
	This is the process required to initiate a change to a Study Component in CIR and manage the request through the formal review and approval business process.

	Roles
	· Study Component Coordinator – Program Development Team
· School Administration Officer - School
· Curriculum Support Officer – C-SALT
· PACC Chairperson – Program and Course Committee

	Triggers
	· A Study Component Coordinator initiates the request for a change to be made to a Study Component.

	Pre-Conditions
	· The Study Component to be changed exists in CIR.
· An Accredited (Approved) Program considered to be the ‘owning Program’ must exist in CIR

	Process Task Description
	6.1 <CIR> Set Study component change Approval Pathway
The Study Component Coordinator will access CIR and select the ‘Study component change’ Approval Pathway for the Study Component entity.
Note: This action will set the status of the Study Component entity to ‘Draft’.

	
	6.2 <CIR> Edit Study Component Details
The Study Component Coordinator will access CIR, and enter the relevant information required to change the Study Component.
The Study Component Coordinator will facilitate the creation of the Proposal to Change Program at this time. The proposal documentation will be sent to the SAO.

	
	6.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Study Component will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Study Component Coordinator will also attach the ‘Proposal to Change a Program’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	6.4 <CIR> Review Study Component Details
The SAO upon receiving email notification, will review the details of the Study Component change to determine if the details are compliant. If the current information is not compliant, the Study Component Coordinator will be notified, and the status of the Study Component will be set back to ‘Draft’ for modification.
The SAO will also review the Proposal to Change Program in conjunction with the CIR information.

	
	6.5 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	6.6 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. 

	
	6.7 Study Component Change Determination
The Head of School will consider the merit of the proposed study component change on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Study Component change.

	
	6.8 Action Review Decision
The SAO will determine what action is required of the HoS decision for the requested Study Component. If the change is not endorsed, the SAO will return the request back to the Study Component Coordinator (Program Development Team) for review and modification based on the HoS recommendations. If the change is endorsed, the SAO will progress the process.
Note: If the change is not endorsed, the SAO will set the status of the Study Component entity to ‘Draft’ to allow editing of the information.

	
	6.9 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	6.10 Review Policy Compliance
The CSO reviews the Study Component creation details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified, and the Study Component request will be sent back for amendment.
Note: If the proposal is not compliant, the CSO will set the status of the Study Component entity to ‘Draft’ to allow editing of the information.

	
	6.11 <CIR> Set Status ‘Pending PACC Approval’
The CSU will set the workflow status to be ‘Pending PACC Approval’.

	
	6.12 Facilitate Study Component Proposal Review
The CSO will export the information out of CIR in PDF format and facilitate the distribution to PACC. The CSO will then monitor the progress for a response.

	
	6.13 Review the Study Component Proposal
The PACC Chairperson or delegate will receive the submitted documentation from CSU and facilitate any discussions with relevant parties to provide a decision to the School. 

	
	6.14 Provide Determination
The PACC Chairperson will decide on whether to approve the change to the Study Component or not and notify CSU.
The CSU will be notified via the PACC Meeting Minutes.

	
	6.15 <CIR> Set PACC Review Status
The CSO will set the status for the workflow dependant on the determination by the PACC:
If the decision is that the request for change of a Study Component needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the request for change of a Study Component is approved the CSO will set the status ‘Approved’ and notify the School.

	
	6.16 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the returning authority’s recommendation required to change the Study Component. The SAO will either make the required administrative updates and refer back to the CSU for review or initiate the process to amend the Study Component change documentation with the Study Component Coordinator.

	
	6.17 <CIR> Set Status ‘Draft’
The Study Component entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	6.18 Action Study Component Proposal Decision
The Study Component Coordinator will review and action the required changes of the Study Component proposal. This may require amendments to be made to the proposal or in fact abandon the changes to the Study Component.

	
	6.19 <CIR> Amend Study Component Details
With the status of the Study Component entity as ‘Draft’, the Study Component Coordinator will make any the changes to the Study Component information in CIR to meet the approval requirements.

	
	6.20 Prepare Proposal for Change to Program
The Study Component Coordinator will initiate the creation of a ‘Proposal to Change Program’ document for the ‘owning Program’. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The change to the Study Component (and the change to the Program) is approved and has a CIR status of ‘Approved’; or 
· The process to change the Study Component is discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Program Change Proposal requiring Committee(s) approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· F1 Programs and study Components
F1.1 Study Components are approved as part of the accreditation of the “owning” program. A Study Component can be a requirement in multiple programs but only one program is identified as its “owner”.
F1.2 Study Components that have been identified as owned by a program in the accreditation process are modified or discontinued as a change to the owning program. The consultation process for any changes to a study component should ensure that all other programs requiring the study component are informed of the proposed changes.
F1.3 A program that proposes the inclusion of an existing study component as a new structural requirement will be required to make a program change to have that inclusion approved.
F1.4 The Program Coordinator may seek to have a study component offered at another institution recognised as part of their program’s structural requirements, the process is identified in Section F3 of these procedures.
· F2 Discontinuation of a study component
The discontinuation of a study component requires the approval of the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President).
· F3 Structural requirements for a Study Component
A Study Component Outline is required to be completed for any new or modified study component. The Study Component Outline should be included in the program accreditation/approval documentation.

	Issues
	

	Notes
	· Conceptually, this process will be run in conjunction with 2.0 CIR Program Change in that the request for a new Study Component will generate a change to the ‘owning Program’. Practically speaking, the processes are run separately, and the dependencies are managed with an informal communication process.
· It is an assumption of this business process, that with the introduction of CIR, Curriculum Bulletins will not be required to be prepared and submitted. The information contained in the Curriculum Bulletin will be available in CIR.
· It is an assumption of this business process that the ‘Study Component Outline’ as named in USC Policy and Procedure documents will be superseded by the introduction of CIR i.e. the information contained in the ‘Study Component Outline’ document will be available as the CIR Study Component entity.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	7.0 CIR Study Component Suspension

	Description
	This is the process required to initiate a suspension of a Study Component in CIR and manage the request through the formal review and approval business process.

	Roles
	· Study Component Coordinator – Program Development Team
· School Administration Officer – School
· Head of School - School
· Curriculum Support Officer – C-SALT
· DVC(A) or Delegate – Office of the Deputy Vice-Chancellor (Academic)

	Triggers
	· A Study Component Coordinator initiates the request for a suspension of a Study Component.

	Pre-Conditions
	· The Study Component to be changed exists in CIR.
· An Accredited (Approved) Program considered to be the ‘owning Program’ must exist in CIR

	Process Task Description
	7.1 <CIR> Set Suspend an intake Approval Pathway
The Study Component Coordinator will access CIR and select the ‘Suspend an intake (study component/program only)’ Approval Pathway for the Study Component entity.
Note: This action will set the status of the Study Component entity to ‘Draft’.

	
	7.2 <CIR> Edit Study Component Details
The Study Component Coordinator will access CIR, and enter the relevant information required to suspend the Study Component.
The Study Component Coordinator will facilitate the creation of the Proposal to Change Program at this time. 

	
	7.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Study Component will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Study Component Coordinator will also attach the ‘Proposal to Change a Program’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	7.4 <CIR> Review Study Component Details
The SAO upon receiving email notification, will review the details of the Study Component suspension to determine if the details are compliant. If the current information is not compliant, the Study Component Coordinator will be notified, and the status of the Study Component will be set back to ‘Draft’ for modification.
The SAO will also review the Proposal to Change Program in conjunction with the CIR information.

	
	7.5 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	7.6 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. The Head of School will consider the merit of the proposed Study Component on the basis of the documentation and the advice from the School Board and make a determination.

	
	7.7 Study Component Suspension Determination
The Head of School will consider the merit of the proposed study component suspension on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Study Component suspension.

	
	7.8 Action Review Decision
The SAO will determine what action is required of the HoS decision for the requested Study Component. If the suspension is not endorsed, the SAO will return the request back to the Study Component Coordinator (Program Development Team) for review and modification based on the HoS recommendations. If the suspension is endorsed, the SAO will progress the process.
Note: If the change is not endorsed, the SAO will set the status of the Study Component entity to ‘Draft’ to allow editing of the information.

	
	7.9 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	7.10 Review Policy Compliance
The CSO reviews the Study Component suspension details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified, and the Study Component request will be sent back for amendment.
Note: If the change is not endorsed, the CSO will set the status of the Study Component entity to ‘Draft’ to allow editing of the information.

	
	7.11 <CIR> Set Status ‘Pending DVC(A) Approval’
The CSU will set the workflow status to be ‘Pending DVC(A) Approval’.

	
	7.12 Facilitate Study Component Review
The CSO will export the information out of CIR in PDF format and facilitate the distribution to the DVC(A). The CSO will then monitor the progress for a response.

	
	7.13 Review the Study Component Proposal
The DVC(A) or delegate will review the submitted documentation from CSU and facilitate any discussions with relevant parties to provide a decision to the School. 

	
	7.14 Provide Determination
The DVC(A) or delegate will decide on whether to approve the suspension of the Study Component or not and notify CSU.
The CSU will be notified via a DVC(A) Memo.

	
	7.15 <CIR> Set DVC(A) Review Status
The CSO will set the status for the workflow dependant on the determination by the DVC(A):
If the decision is that the request for suspension of the Study Component needs to be modified, the CSO will set the status ‘Pending SAO Review’.
If the decision is that the request for suspension of the Study Component is approved the CSO will set the status ‘Suspend an intake’. The CSO will also add the ‘to and from’ dates for the period the suspension is valid for into CIR.

	
	7.16 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the amendments required to make the Study Component suspension compliant. The SAO will either make the required amendments and refer back to the CSU for review or initiate the process to amend the Study Component suspension with the Study Component Coordinator.

	
	7.17 <CIR> Set Status ‘Draft’
The Study Component entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	7.18 Action Study Component Proposal Decision
The Study Component Coordinator will review and action the required changes of the Study Component proposal. This may require amendments to be made to the proposal or in fact abandon the suspension of the Study Component.

	
	7.19 <CIR> Amend Study Component Details
With the status of the Study Component entity as ‘Draft’, the Study Component Coordinator will make any the changes to the Study Component information in CIR to meet the approval requirements.

	
	7.20 Prepare Proposal for Change to Program
The Study Component Coordinator will initiate the creation of a ‘Proposal to Change Program’ document for the ‘owning Program’. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The suspension of the Study Component (and the change to the Program) is approved and has a CIR status of ‘Suspend an intake’; or 
· The process to suspend the Study Component is discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Program Change Proposal requiring Committee(s) approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· F1 Programs and study Components
F1.1 Study Components are approved as part of the accreditation of the “owning” program. A Study Component can be a requirement in multiple programs but only one program is identified as its “owner”.
F1.2 Study Components that have been identified as owned by a program in the accreditation process are modified or discontinued as a change to the owning program. The consultation process for any changes to a study component should ensure that all other programs requiring the study component are informed of the proposed changes.
F1.3 A program that proposes the inclusion of an existing study component as a new structural requirement will be required to make a program change to have that inclusion approved.
F1.4 The Program Coordinator may seek to have a study component offered at another institution recognised as part of their program’s structural requirements, the process is identified in Section F3 of these procedures.
· F2 Discontinuation of a study component
The discontinuation of a study component requires the approval of the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President).
· F3 Structural requirements for a Study Component
A Study Component Outline is required to be completed for any new or modified study component. The Study Component Outline should be included in the program accreditation/approval documentation.

	Issues
	· CIR does not currently have functionality to capture the period a suspension of intake for a Study Component is valid for.

	Notes
	· Conceptually, this process will be run in conjunction with 2.0 CIR Program Change in that the request for a new Study Component will generate a change to the ‘owning Program’. Practically speaking, the processes are run separately, and the dependencies are managed with an informal communication process.
· It is an assumption of this business process, that with the introduction of CIR, Curriculum Bulletins will not be required to be prepared and submitted. The information contained in the Curriculum Bulletin will be available in CIR.
· It is an assumption of this business process that the ‘Study Component Outline’ as named in USC Policy and Procedure documents will be superseded by the introduction of CIR i.e. the information contained in the ‘Study Component Outline’ document will be available as the CIR Study Component entity.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	8.0 CIR Study Component Discontinuation

	Description
	This is the process required to initiate a discontinuation of a Study Component in CIR and manage the request through the formal review and approval business process.

	Roles
	· Study Component Coordinator – Program Development Team
· School Administration Officer – School
· Head of School - School
· Curriculum Support Officer – C-SALT
· DVC(A) as delegate for the VCP – Office of the Vice-Chancellor & President

	Triggers
	· A Study Component Coordinator initiates the request for the discontinuation of a Study Component.

	Pre-Conditions
	· The Study Component to be changed exists in CIR.
· An Accredited (Approved) Program considered to be the ‘owning Program’ must exist in CIR

	Process Task Description
	8.1 <CIR> Set Discontinue Approval Pathway
The Study Component Coordinator will access CIR and select the ‘Discontinue’ Approval Pathway for the Study Component entity.
Note: This action will set the status of the Study Component entity to ‘Draft’.

	
	8.2 <CIR> Edit Study Component Details
The Study Component Coordinator will access CIR, and enter the information required to discontinue the Study Component.
The Study Component Coordinator will facilitate the creation of the Proposal to Change Program at this time. 

	
	8.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Study Component will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Study Component Coordinator will also attach the ‘Proposal to Change a Program’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	8.4 <CIR> Review Study Component Details
The SAO upon receiving email notification, will review the details of the Study Component discontinuation to determine if the details are compliant. If the current information is not compliant, the Study Component Coordinator will be notified, and the status of the Study Component will be set back to ‘Draft’ for modification.
The SAO will also review the Proposal to Change Program in conjunction with the CIR information.

	
	8.5 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	8.6 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. The Head of School will consider the merit of the proposed Study Component on the basis of the documentation and the advice from the School Board and make a determination.

	
	8.7 Study Component Discontinuation Determination
The Head of School will consider the merit of the proposed study component discontinuation on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Study Component discontinuation.

	
	8.8 Action HoS Determination
The SAO will action the tasks required of the HoS decision for the Study Component. If the discontinuation is not endorsed, the SAO will return the request back to the Study Component Coordinator (Program Development Team) for review and modification based on the HoS recommendations. If the discontinuation is endorsed, the SAO will progress the process.
Note: If the change is not endorsed, the SAO will set the status of the Study Component entity to ‘Draft’ to allow editing of the information.

	
	8.9 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	8.10 Review Policy Compliance
The CSO reviews the Study Component discontinuation details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified, and the Study Component request will be sent back for amendment.
Note: If the change is not endorsed, the CSO will set the status of the Study Component entity to ‘Draft’ to allow editing of the information.

	
	8.11 <CIR> Set Status ‘Pending VCP Approval’
The CSU will set the workflow status to be ‘Pending VCP Approval’.

	
	8.12 Facilitate Study Component Proposal Review
The CSO will export the information out of CIR in PDF format and facilitate the distribution to the DVC(A) as delegate for the VCP. The CSO will then monitor the progress for a response.

	
	8.13 Review the Study Component Proposal
The DVC(A) as delegate for the VCP will review the submitted documentation from CSU and facilitate any discussions with relevant parties to provide a decision to the School. 

	
	8.14 Provide Determination
The DVC(A) will decide on whether to approve the suspension of the Study Component or not and notify CSU.
The CSU will be notified via a DVC(A) Memo.

	
	8.15 <CIR> Set DVC(A) Review Status
The CSO will set the status for the workflow dependant on the determination by the DVC(A):
If the decision is that the request for discontinuation of the Study Component needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the request for discontinuation of the Study Component is approved the CSO will set the status ‘Discontinued’ and notify the School.

	
	8.16 <CIR> Set Status ‘Discontinuation Planned’
If the decision of the DVC(A) is that the Study Component has been approved for a planned (future dated) discontinuation, the CSO will set the status ‘Discontinuation Planned’. The CSO will also enter in a date for the planned discontinuation (‘final study period of offer’).

	
	8.17 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the amendments required to make the Study Component discontinuation compliant. The SAO will either make the required amendments and refer back to the CSU for review or initiate the process to amend the Study Component discontinuation with the Study Component Coordinator.

	
	8.18 <CIR> Set Status ‘Draft’
The Study Component entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	8.19 Action Study Component Proposal Decision
The Study Component Coordinator will review and action the required changes of the Study Component proposal. This may require amendments to be made to the proposal or in fact abandon the discontinuation of the Study Component.

	
	8.20 <CIR> Amend Study Component Details
With the status of the Study Component entity as ‘Draft’, the Study Component Coordinator will make any the changes to the Study Component information in CIR to meet the approval requirements.

	
	8.21 Prepare Proposal for Change to Program
The Study Component Coordinator will initiate the creation of a ‘Proposal to Change Program’ document for the ‘owning Program’. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The discontinuation of the Study Component (and the change to the Program) is approved and has a CIR status of ‘Discontinued’; or 
· The planned discontinuation of the Study Component (and the change to the Program) is approved, has a CIR status of ‘Discontinuation Planned’ and the planned date for discontinuation has been recorded; or 
· The process to discontinue the Study Component is abandoned.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Program Change Proposal requiring Committee(s) approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· The date associated with the ‘Planned for Discontinuation’ status will be the ‘final study period of offer’.
· F1 Programs and study Components
F1.1 Study Components are approved as part of the accreditation of the “owning” program. A Study Component can be a requirement in multiple programs but only one program is identified as its “owner”.
F1.2 Study Components that have been identified as owned by a program in the accreditation process are modified or discontinued as a change to the owning program. The consultation process for any changes to a study component should ensure that all other programs requiring the study component are informed of the proposed changes.
F1.3 A program that proposes the inclusion of an existing study component as a new structural requirement will be required to make a program change to have that inclusion approved.
F1.4 The Program Coordinator may seek to have a study component offered at another institution recognised as part of their program’s structural requirements, the process is identified in Section F3 of these procedures.
· F2 Discontinuation of a study component
The discontinuation of a study component requires the approval of the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President).
· F3 Structural requirements for a Study Component
A Study Component Outline is required to be completed for any new or modified study component. The Study Component Outline should be included in the program accreditation/approval documentation.

	Issues
	· Currently when a status of ‘Discontinuation Planned’ has been applied, the actual planned date for discontinuation (i.e. the final study period of offer) cannot be captured in CIR.

	Notes
	· Conceptually, this process will be run in conjunction with 2.0 CIR Program Change in that the request for a new Study Component will generate a change to the ‘owning Program’. Practically speaking, the processes are run separately, and the dependencies are managed with an informal communication process.
· It is an assumption of this business process, that with the introduction of CIR, Curriculum Bulletins will not be required to be prepared and submitted. The information contained in the Curriculum Bulletin will be available in CIR.
· It is an assumption of this business process that the ‘Study Component Outline’ as named in USC Policy and Procedure documents will be superseded by the introduction of CIR i.e. the information contained in the ‘Study Component Outline’ document will be available as the CIR Study Component entity.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	9.0 CIR New Course

	Description
	This is the process required to initiate a new Course or Course Synopsis in CIR and manage the request through the formal review and approval business process.

	Roles
	· Course Coordinator – Course Development Team
· School Administration Officer – School
· Head of School - School
· Curriculum Support Officer – C-SALT
· PACC Chairperson – Program and Course Committee

	Triggers
	· A Course Coordinator initiates the request for a Course/Course Synopsis to be created.

	Pre-Conditions
	· The Course to be created does not exist in CIR.
· An Accredited (Approved) Program considered to be the ‘owning Program’ must exist in CIR if the Course creation is being proposed as a change to a Program.

	Process Task Description
	9.1 <ServiceNow> Request Creation of Course Entity
The Course Coordinator will request the creation of a Course entity in CIR by raising a ticket in ServiceNow.

	
	9.2 <CIR> Create Course Entity
The CSO will access CIR and enter the minimum amount of information required to create the Course/Course Synopsis.
If the entity is a Course Synopsis, the CSO will also create a dummy Assessment item and criteria to enable the Learning outcomes to be linked to Assessment Criteria, which will be required in order for the entity to be ‘Approved’.
Note: It is anticipated that codes and reporting fields required by SIAU will be entered by the CSO.
Note: by default, the status is ‘Draft’ when creating a new entity, which allows the Course Coordinator and SAO to edit the Course details.
The Course Coordinator will facilitate the creation of the Proposal to Change Program or Course Proposal at this time.

	
	9.3 <CIR> Develop Course Entity
The Course Coordinator will facilitate the development of the Course information in CIR to the point where it is ready for SAO review.
Note: A link will be created in CIR to the Proposal to Change Program or Course Proposal as an attachment.

	
	9.4 <CIR> Set Status ‘Pending SAO Review’
The status of the Course will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Course Coordinator will also attach the ‘Proposal to Change a Program’ or ‘Course Proposal’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	9.5 <CIR> Review Course Details
The SAO upon receiving email notification, will review the details of the Course/Course Synopsis creation to determine if the details are compliant. If the current information is not compliant, the Course Coordinator will be notified, and the status of the Course will be set back to ‘Draft’ for modification.
The SAO will also review the Proposal to Change Program or Course Proposal in conjunction with the CIR information.

	
	9.6 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	9.7 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. The Head of School will consider the merit of the proposed Course/Course Synopsis on the basis of the documentation and the advice from the School Board and make a determination.

	
	9.8 Course Proposal Determination
The Head of School will consider the merit of the proposed Course on the basis of the documentation and the advice from the School Board and make a determination on the approval of the new Course.

	
	9.9 Action Review Decision
The SAO will determine what action is required of the HoS decision for the requested Course. If the creation is not endorsed, the SAO will return the request back to the Course Coordinator (Course Development Team) for modification based on the Head of School recommendations. If the creation is endorsed, the SAO will progress the process.
Note: If the proposal is not endorsed, the SAO will set the status of the Course entity to ‘Draft’ to allow editing of the information.

	
	9.10 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	9.11 Review Policy Compliance
The CSO reviews the Course/Course Synopsis creation details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified.
Note: If the proposal is not compliant, the CSO will set the status of the Course entity to ‘Draft’ to allow editing of the information.

	
	9.12 <CIR> Set Status ‘Pending PACC Approval’
The CSU will set the workflow status to be ‘Pending PACC Approval’.

	
	9.13 Facilitate Course Proposal Review
The CSO will export the information out of CIR in PDF format and facilitate the distribution to PACC. The CSO will then monitor the progress for a response.

	
	9.14 Review the Course Proposal
The PACC Chairperson or delegate will receive the submitted documentation from CSU and facilitate any discussions with relevant parties to provide a decision to the School. 

	
	9.15 Provide Determination
The PACC Chairperson will decide on whether to approve the creation of the Course/Course Synopsis or not and notify CSU.
The CSU will be notified via the PACC Meeting Minutes.

	
	9.16 <CIR> Set Status
The CSO will set the status for the workflow dependant on the determination by the PACC:
If the decision is that the request for creation of a Course/Course Synopsis needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the request for creation of a Course or Course Synopsis is approved the CSO will set the status ‘Approved’ and notify the School.
If the workflow is for the approval of a (full course outline) Course from a Course Synopsis, the CSO will ‘uncheck’ the system Course Synopsis ‘checkbox’ field, and remove the hashtag (‘#’) from the Title field at this point in the workflow.

	
	9.17 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the returning authority’s recommendation required to approve the Course. The SAO will either make the required administrative updates and refer back to the CSU for review or initiate the process to amend the Course documentation with the Course Coordinator.

	
	9.18 <CIR> Set Status ‘Draft’
The workflow status of the Course entity will be set to ‘Draft’ to enable editing of the Course information in CIR.

	
	9.19 Action Course Proposal Decision
The Course Coordinator will review and action the required changes of the Course proposal. This may require amendments to be made to the proposal or in fact abandon the creation of the Course.

	
	9.20 <CIR> Amend Course Details
With the status of the Course entity as ‘Draft’, the Course Coordinator will make any the changes to the Course information in CIR to meet the approval requirements.

	
	9.21 <CIR> Update Course Entity
The Course Coordinator will complete the input of the additional information required of the Course Synopsis for the approval as a Course.
Note: The approval process is repeated to gain Course approval.

	
	9.22 Prepare Proposal for Change to Program
If the creation of the Course is being proposed due to a Program change, The Course Coordinator will initiate the creation of a ‘Proposal to Change Program’ document for the ‘owning Program’. This document will be required to support the CIR generated information for the approval workflow process.

	
	9.23 Prepare Course Proposal
If the creation of the Course is being proposed independent of a new Program proposal or change to an existing Program, the Course Coordinator will initiate the creation of a ‘Course Proposal’. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The creation of a new Course is approved and has a CIR status of ‘Approved’; or 
· The creation of a new Course Synopsis is approved and has a CIR status of ‘Approved’ (with identifiers); or
· The process to create a new Course or Course Synopsis is discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Course proposal
· USC Course Impact Statement
· Course Administration Information
· Program Change Proposal requiring Committee(s) approval

	Related Documentation
	· Course Approval, Change and Discontinuation - Procedures
· Assessment: Courses and Coursework Programs - Academic Policy
· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· Course Synopsis system identifier
A Course Synopsis entity in CIR will require the hashtag symbol (‘#’) suffixing the Title. The hashtag will be used both as a system identifier and visually to define the entity is a Course Synopsis.
· B1 New Course approval authority
Approval of a new course is the responsibility of the Program and Course Committee.
· A3 Scope of application
If a new course is proposed either as part of the accreditation of a program or as part of changes to a program, approval of the course is by Program and Course Committee, regardless of the new program or the program changes requiring approval either by Program and Courses Committee or Academic Board.
· A2.1 Schools plan and progress all proposed new courses, course changes and course discontinuations to meet the University timeframes for approval as identified below:
* New Course - Study Period 1 offering – approved by 31 August for the following academic year Study Period 2 offering – approved by 30 November for the following academic year.
* New course already approved as a Course Synopsis - Study Period 1 offering – approved by 31 August for the following academic year Study Period 2 offering – approved by 30 November for the following academic year.
* Change to Pre-enrolment data for existing courses - Approved by 31 August for all offerings in the following academic year.
* Change to other data fields for existing courses - Approved four weeks prior to the delivery of the course.
* Changes to “service courses” (specified data fields) - Approved by 31 August for all offerings in the following academic year.
* Discontinuation of an existing course - Approved by 31 August for implementation in the following academic year.
· B2 Development of course
B2.1 The relevant School creates a course development team and they develop the course ensuring that: 
(a) consultations are held with all parties: (i) with a legitimate interest in the proposed development, including for example other schools if the course is to be made available in a cross-school or double degree program, and professional and registration bodies; (ii) for whom there may be resource or administrative implications with the proposed developments, including for example Information Technology Services, Information Services, and Student Services and Engagement; 
(b) input is sought from other appropriate sources with relevant expertise, for example a school curriculum body, academic developers and curriculum support staff (CSU) available within the Centre for Support and Advancement of Learning and Teaching (C-SALT); 
(c) the course is designed and developed consistent with: any applicable policies and procedures within the University, in particular the Coursework Curriculum Design – Academic Policy and related procedures, and any standards for external recognition, registration or accreditation of any program in which the new course will be offered.
· B3 Initial approval documentation
B3.1 The Course Development Team documents the proposed new course including resource needs using:
(a) the Course Proposal template;
(b) the Course Outline/Course Administration Information templates;
(c) the resource impact statement template for Library, Information Technology Services (ITS), and Student Services and Engagement;
(d) Course Synopses (only available for courses that are to be introduced in later years of a new program).
B3.2 Course Proposal
The Course Proposal is used when the course is being proposed independently of a new program proposal or a change to an existing program.
B3.3 Course Outline/Course Administration Information
The Course Outline is the description of the proposed new course that is used to assess its academic merit and which forms the basis for provision of information to students, intending students, the University community and the public concerning the course. The Course Administration Information includes data required for the establishment and administration of the course.
B3.4 Resource Impact Statements
Resource Impact Statements detail the resource needs and implications of the proposed course for provision of support and services by, Library and Information Technology Services (ITS) and Student Services and Engagement.
B3.5 Course Synopses
B3.5.1 In some circumstances, full development and documentation of new courses to be undertaken in the second or subsequent years of offer of a proposed new program or an existing program undergoing significant change may not be possible. In these cases, a Course Synopsis can be substituted for the relevant Course Outline when documenting the new program or changed existing program. Consultations should be held with any relevant professional body to confirm the acceptability of this approach for meeting conditions for external accreditation of the program.
B3.5.2 New courses documented only as Course Synopses are provisionally approved by Program and Course Committee on the condition that the course/s must subsequently be fully documented using the Course Outline template and supporting impact statements. Requests for final approval of Course Outline must be approved by the Program and Course Committee, on the recommendation of the Head of School.
· B4 Consideration by Head of School
B4.1 The course development team forwards the proposal and course outline to the relevant Head of School who considers the documentation.
B4.2 Before consideration by the Head of School, the documentation is considered by the School Board, the School Board would provide advice to the Head of School on the merit and quality of the proposed course.
B4.3 Following consideration by the School Board, the School Administration Officer completes a template to request from Student Services and Engagement the: (a) allocation of Course Codes for any new courses.
B4.4 The School Administration Officer requests Information Management Services to create a new University file in the records management system for each new course allocated a code.
B4.5 The School Administration Officer updates the course documentation and Resource Impact Statements to include program and course codes and file numbers, and then provides a copy to Student Services and Engagement (Timetabling Unit), Asset Management Services, the Library and Information Technology Services.
B4.6 The Head of School considers the academic merit of the new course on the basis of the documentation and the advice of the School Board, and sign the relevant section of the Proposal.
B4.7 The School Administration Officer arranges for the signed documentation to be submitted to the Curriculum Support Unit, C-SALT.
· B5 Progression to Program and Course Committee (PACC) for approval
B5.1 Curriculum Support Unit, C-SALT checks the documentation for completeness and clarity, accuracy, internal consistency and liaises with relevant school staff in order for appropriate actions to be taken to address any issues and for amended documentation to be submitted where needed.
B5.2 The Curriculum Support Unit, C-SALT forwards the documentation to the committee secretary for consideration by the Program and Course Committee.
B5.3 Program and Course Committee considers the academic merit of the proposed course on the basis of the documentation, and the Program and Course Committee can:
(a) resolves that the proposed new course as documented be approved; or
(b) resolves to approve the new course as documented, subject to identified amendments being made to the associated documentation; or
(c) makes such other resolutions as may be appropriate.
B5.4 If (b), the resolution is to recommend approval subject to amendments, then:
(i) the relevant parties are advised to make the amendments and resubmit to the Chairperson of the Program and Course Committee, through the committee secretary via the Curriculum Support Unit, C-SALT, the amended documentation together with a written response to the matters identified, including a statement detailing the changes made to the documentation (with page references);
(ii) the School resubmits the amended documentation for reconsideration vis the Curriculum Support Unit, C-SALT to the Secretary, Program and Course Committee; and
(ii) the Chairperson of the Committee reviews the amended documentation and if satisfied that the required amendments have been made, the Secretary, Program and Course Committee forwards the revised accreditation documentation to the Secretary, Academic Board.
B5.5 The Secretary, Program and Course Committee sends the relevant School/s the Committee minutes when they have been approved by the Chairperson. Any queries in relation to the accreditation documentation will be referred to the Curriculum Support Unit, C-SALT.

	Issues
	· CIR has a current issue with the ability to display the Course entity tabs when a Course has been given an approval status of ‘Synopsis Approved’. The current workaround to this issue is to identify the entity as Course Synopsis using a hashtag (‘#’) to suffix the Title and include a checkbox field in the creation of the entity. The checkbox field can be created without the assistance of Akari and expected to be configured and available prior to March 2020. This workaround is current as of 10/02/20. 

	Notes
	· A Course Synopsis in business terms does not require assessment items to be created for the synopsis to be considered complete. However, in order for the Course Synopsis entity to meet all the mandatory field requirements to reach the ‘approved’ status, a dummy Assessment Item and relevant criteria will need to be created, so that the Learning Outcomes of the entity can be linked to Assessment Criteria and the entity can be approved.
· A checkbox field has been added to the creation of a Course entity so that a Course Synopsis can be identified as such in system integration and reporting requirements.
· Due to the system workaround required to create and manage Course Synopsis, the Course Synopsis will be approved as Version 1 of the course entity, and the full course outline will be approved as Version 2.
· If the creation of a Course is required due to a Program change, conceptually, this process will be run in conjunction with 2.0 CIR Program Change in that the request for a new Course will generate a change to the ‘owning Program’. Practically speaking, the processes are run separately, and the dependencies are managed with an informal communication process.
· It is an assumption of this business process that the: ‘Course Outline’; ‘Course Administration Information’; and ‘Course Synopsis’ as named in USC Course Approval, Change and Discontinuation - Procedures documents will be superseded by the introduction of CIR i.e. the information contained in these documents will be available as the CIR Course entity.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	12.0 CIR Course Change

	Description
	This is the process required to initiate a pre-enrolment or pre-delivery change to a Course in CIR and manage the request through the formal review and approval business process.
Note: Refer Notes for the data changes relevant to Pre-Enrolment and Pre-Delivery.

	Roles
	· Course Coordinator – Course Development Team
· School Administration Officer – School
· Head of School - School

	Triggers
	· A Course Coordinator initiates the request for a change to a Course.

	Pre-Conditions
	· The Course to be changed already exists in CIR.
· The change requested is not:
a change of Course Code[footnoteRef:2];
a change that would result in the need for a different Field of Education to be assigned;
a change to the Course Level; or
a change to the Unit Value. [2:  A change of Course Code can be approved as a Course Change if the change is confined to the alphabetic discipline descriptor component of the code.] 


	Process Task Description
	12.1 <CIR> Set Course change Approval Pathway
The Course Coordinator will access CIR and select either the ‘Course change – pre-delivery’ or ‘Course change – pre-enrolment’ Approval Pathway for the Course entity.
Note: This action will set the status of the Course entity to ‘Draft’.

	
	12.2 <CIR> Edit Course Details
The Course Coordinator will access CIR, and edit the relevant information required for the change to the Course.

	
	12.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Course will be set to ‘Pending SAO Review’. 
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	12.4 <CIR> Review Course Details
The SAO upon receiving email notification, will review the details of the Course change proposal to determine if the details are compliant. If the current information is not compliant, the Course Coordinator will be notified, and the status of the Course will be set back to ‘Draft’ for modification.

	
	12.5 <CIR> Set Status ‘Pending HoS Approval’
The SAO will set the workflow status to ‘Pending HoS Approval’. This task requires the SAO to provide a comment/s supporting the status change.

	
	12.6 Review Course Change Proposal
The Head of School will consider the merit of the proposed Course change on the basis of the documentation and documented consultation with other professional and registration bodies, administrative services, curriculum expertise, and the conformity to the relevant policy and procedures.

	
	12.7 Provide Course Change Determination
The Head of School will consider the merit of the proposed course discontinuation on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Course change.

	
	12.8 Action Review Decision
The SAO will determine what action is required of the HoS decision for the requested Course change. If the change is not endorsed, the SAO can facilitate amendments and/or return the request back to the Course Coordinator (Course Development Team) for review and modification based on the HoS recommendations. 
If the change is endorsed, the SAO will progress the process to approve the entity.
Note: If the change is not endorsed, the SAO will set the status of the Course entity to ‘Draft’ to allow editing of the information.

	
	12.9 <CIR> Set Status ‘Approved’
The SAO will set the status of the Course entity to be ‘Approved’ and notify the School.

	
	12.10 <CIR> Set Status ‘Draft’
The Course entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	12.11 Facilitate Amendments
The SAO will either make the required administrative updates and approve the Course entity or initiate the process to amend the Course change documentation with the Course Coordinator.

	
	12.12 Action Course Change Decision
The Course Coordinator will review the amendments required to determine whether to continue the proposal to change the course or abandon the proposal.

	
	12.13 <CIR> Amend Course Details
With the status of the Course entity as ‘Draft’, the Course Coordinator will make any the changes to the Course information in CIR to meet the approval requirements.

	Post-Conditions
	· The change to the Course is approved and has a CIR status of ‘Approved’; or 
· The process to change the Course discontinued.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· USC Course Impact Statement
· Course Administration Information

	Related Documentation
	· Course Approval, Change and Discontinuation - Procedures
· Assessment: Courses and Coursework Programs - Academic Policy
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· The following data fields represent the Pre-enrolment data that can be changed: Course Title; Co-requisites; School Owner; Anti-requisites; Location; Course Components; Teaching Session/ Year offered; Grading Scale; Course description; Attendance Mode; Enrolment Restrictions; WIL level; Pre-requisites; and Study Abroad availability.
· All fields excluding the data fields listed as Pre-enrolment data represent the Pre-delivery data that can be changed.
· A2.1 Schools plan and progress all proposed new courses, course changes and course discontinuations to meet the University timeframes for approval as identified below:
* New Course - Study Period 1 offering – approved by 31 August for the following academic year Study Period 2 offering – approved by 30 November for the following academic year.
* New course already approved as a Course Synopsis - Study Period 1 offering – approved by 31 August for the following academic year Study Period 2 offering – approved by 30 November for the following academic year.
* Change to Pre-enrolment data for existing courses - Approved by 31 August for all offerings in the following academic year.
* Change to other data fields for existing courses - Approved four weeks prior to the delivery of the course.
* Changes to “service courses” (specified data fields) - Approved by 31 August for all offerings in the following academic year.
* Discontinuation of an existing course - Approved by 31 August for implementation in the following academic year.
· C1 Proposed changes that cannot be approved
C1.1 A proposal for any of the following cannot be progressed as a change to a course:
a change of course code (See C1.3 for exception);
a change that would result in the need for a different Field of Education to be assigned;
a change to the course level (refer to section 7.4 of the Coursework Curriculum Design – Procedures);or
a change to the unit value.
C1.2 Any change of the type listed above requires the development of a New Course Proposal and an associated Proposal to Discontinue a Course. (Refer to Part B and D respectively).
C1.3 A change of course code can be approved as a Course Change if the change is confined to the alphabetic discipline descriptor component of the code.
· C2 Course changes and approval authorities
C2.1 Approval of changes to existing courses is the responsibility of the relevant Head of School, except in the following cases:
Late changes to Pre-enrolment Data fields (refer to C3.3)
Changes to a designated “Service” course (refer to C7).
· C3 Timelines
C3.1 The procedures recognise that some elements of course information (Pre-enrolment Data) are required to be approved to facilitate student enrolment for the subsequent academic year. These fields are identified in Appendix 1. This Pre-enrolment Data is required to be approved in June for the following academic year and is collected for all offerings of the course in that year.
C3.2 The Schools establish timelines annually covering all teaching periods to ensure timely progression of course change proposals to meet the identified deadlines and approval pathways.
C3.3 Late changes to Pre-enrolment Data
C3.3 1 Approval to change course data fields as submitted as part of the June collection requires the Head of School to make an application to the Dean (Academic) on the required template. The case would include a risk assessment of the proposed change and the impact on the student experience. The application should include evidence of consultation with Student Services and Engagement.
C3.3.2 The request to the Chair, Program and Course Committee is made through the Curriculum Support Unit, C-SALT to the Secretary, Program and Course Committee.
C3.3.3 The Chair, Program and Course Committee may consult with the Pro-Vice-Chancellor (Students) before making a decision on the request.
C3.3.4 The Curriculum Support Unit, C-SALT, informs the relevant School of the decision of the Chair, Program and Course Committee.
· C4 Consultation
The Course Coordinator proposed changes to the course ensuring that:
(a) consultations are held with all parties: (i) with a legitimate interest in the proposed development, including for example other schools if the course is to be made available in a cross-school or double degree program, and professional and registration bodies; (ii) for whom there may be resource or administrative implications with the proposed developments, including for example Information Technology Services, Information Services, and Student Services and Engagement;
(b) input is sought from other appropriate sources with relevant expertise, for example a school curriculum body, academic developers and CSU staff available within C-SALT;
(c) the course is designed and developed consistent with: any applicable policies and procedures within the University, in particular the Coursework Curriculum Design – Academic Policy and related procedure; any standards for external recognition, registration or accreditation of any program in which the new course will be offered.
· C5 Documentation
The Course Coordinator documents the proposed changes to the course using the appropriate templates (including an appendix that summarises all resource issues and implications identified in consultations with Information Technology Services, Library and Student Services and Engagement, and agreement reached in relation to those matters) and a Course Outline, which is a revised version of the existing Course Outline incorporating the proposed changes.
C5.1 Referral of documentation for information
If the Course Coordinator believes that the proposed changes have an impact on Information Technology Services, Library and Student Services and Engagement, they should email a copy of the proposal, the revised Course Outline and Resource Impact Statement to the relevant persons in these units.
C5.2 Referral of documentation for quality assurance
The Course Coordinator forwards the proposal and Course Outline to the School Administration Officer who checks the documents for accuracy and completeness and determines the approval authority for the proposed change. The documentation is forwarded to Head of School to approve the proposed changes.

	Issues
	

	Notes
	· As at time of writing, a decision has been made to make ‘Service Courses’ a redundant concept; this is in part due to the functionality that will be available in CIR to manage the Course entities including the ability to notify all relevant dependant stakeholders.
· It is an assumption of this business process that the: ‘Course Outline’; and ‘Course Administration Information’; as named in USC Course Approval, Change and Discontinuation - Procedures documents will be superseded by the introduction of CIR i.e. the information contained in these documents will be available as the CIR Course entity.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.
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	Business Process Name:
	13.0 CIR Course Discontinuation

	Description
	This is the process required to initiate a discontinuation of a Course in CIR and manage the request through the formal review and approval business process.

	Roles
	· Course Coordinator – Course Development Team
· School Administration Officer - School
· Curriculum Support Officer – C-SALT
· DVC(A) as delegate for the VCP – Office of the Vice-Chancellor & President

	Triggers
	· A Course Coordinator initiates the request for the discontinuation of a Course.

	Pre-Conditions
	· The Course to be discontinued exists in CIR.

	Process Task Description
	13.1 <CIR> Set Discontinue Approval Pathway
The Course Coordinator will access CIR and select either the ‘Discontinue’ Approval Pathway for the Course entity.
Note: This action will set the status of the Course entity to ‘Draft’.

	
	13.2 <CIR> Edit Course Details
The Course Coordinator will access CIR, and enter the information required to discontinue the Course.
The Course Coordinator will facilitate the creation of the Proposal to Discontinue a Course at this time. 

	
	13.3 <CIR> Set Status ‘Pending SAO Review’
The status of the Course will be set to ‘Pending SAO Review’. 
If this is the initial setting of this status, The Course Coordinator will also attach the ‘Proposal to Discontinue a Course’.
Note: This puts the entity into a state of ‘read only’ and changes cannot be made.

	
	13.4 <CIR> Review Course Details
The SAO upon receiving email notification, will review the details of the Course discontinuation to determine if the details are compliant. If the current information is not compliant, the Course Coordinator will be notified, and the status of the Course will be set back to ‘Draft’ for modification.
The SAO will also review the ‘Proposal to Discontinue a Course’ in conjunction with the CIR information.

	
	13.5 <CIR> Set Status ‘Pending HoS Endorsement’
The SAO will set the workflow status to ‘Pending HoS Endorsement’. This task requires the SAO to provide a comment/s supporting the status change.

	
	13.6 Facilitate School Board Review
The SAO will compile the relevant documentation for the Head of School to seek informed advice from the School Board. The Head of School will consider the merit of the proposed Course on the basis of the documentation and the advice from the School Board and make a determination.

	
	13.7 Course Suspension Determination
The Head of School will consider the merit of the proposed course discontinuation on the basis of the documentation and the advice from the School Board and make a determination on the approval of the Course discontinuation.

	
	13.8 Action HoS Determination
The SAO will action the tasks required of the HoS decision for the Course. If the discontinuation is not endorsed, the SAO will return the request back to the Course Coordinator (Course Development Team) for review and modification based on the HoS recommendations. If the discontinuation is endorsed, the SAO will progress the process.
Note: If the change is not endorsed, the SAO will set the status of the Course entity to ‘Draft’ to allow editing of the information.

	
	13.9 Set Status ‘Pending CSU Review’
The SAO will set the workflow status to ‘Pending CSU Review’. This task requires the SAO to provide supporting comment/s with the status change.

	
	13.10 Review Policy Compliance
The CSO reviews the Course discontinuation details for policy compliance (University and external reference points), data quality and completeness. If the information is not compliant, the SAO will be notified, and the Course request will be sent back for amendment.
Note: If the change is not endorsed, the CSO will set the status of the Course entity to ‘Draft’ to allow editing of the information.

	
	13.11 <CIR> Set Status ‘Pending VCP Approval’
The CSU will set the workflow status to be ‘Pending VCP Approval’.

	
	13.12 Facilitate Course Discontinuation Review
The CSO will export the information out of CIR in PDF format and facilitate the distribution to the DVC(A) as delegate for the VCP. The CSO will then monitor the progress for a response.

	
	13.13 Review the Course Discontinuation
The DVC(A) as delegate for the VCP will review the submitted documentation from CSU and facilitate any discussions with relevant parties to provide a decision to the School. 

	
	13.14 Provide Determination
The DVC(A) will decide on whether to approve the discontinuation of the Course or not and notify CSU.
The CSU will be notified via a DVC(A) Memo.

	
	13.15 <CIR> Set VCP Review Status
The CSO will set the status for the workflow dependant on the determination by the DVC(A):
If the decision is that the request for discontinuation of the Course needs to be modified, the CSO will set the status ‘Draft’ and notify the SAO.
If the decision is that the request for immediate discontinuation of the Course is approved the CSO will set the status ‘Discontinued’ and notify the School.

	
	13.16 <CIR> Set Status ‘Planned Discontinuation’
If the decision of the DVC(A) is that the Course has been approved for a planned (future dated) discontinuation, the CSO will set the status ‘Discontinuation Planned’. The CSO will also enter in a date for the planned discontinuation (‘final study period of offer’).

	
	13.17 Facilitate Amendments
The SAO will receive notification and commentary with the status change ‘Draft’ outlining the amendments required to make the Course discontinuation compliant. The SAO will either make the required amendments and refer to the CSU for review or initiate the process to amend the Course discontinuation with the Course Coordinator.

	
	13.18 <CIR> Set Status ‘Draft’
The Course entity will be set to a status of ‘Draft’ to enable editing in CIR.

	
	13.19 Action Course Change Decision
The Course Coordinator will review the amendments required to determine whether to continue the proposal to discontinue the course or abandon the proposal.

	
	13.20 <CIR> Amend Course Details
With the status of the Course entity as ‘Draft’, the Course Coordinator will make any the changes to the Course information in CIR to meet the approval requirements.

	
	13.21 Prepare Proposal to Discontinue a Course
The Course Coordinator will initiate the creation of a ‘Proposal to Discontinue a Course’ document. This document will be required to support the CIR generated information for the approval workflow process.

	Post-Conditions
	· The discontinuation of the Course is approved and has a CIR status of ‘Discontinued’; or 
· The planned discontinuation of the Course is approved, has a CIR status of ‘Discontinuation Planned’ and the planned date for discontinuation has been recorded; or 
· The process to discontinue the Course is abandoned.

	Supporting Applications/Tools
	· Curriculum Information Repository

	Forms/Templates
	· Program Change Proposal requiring Committee(s) approval

	Related Documentation
	· USC Program Accreditation, Change and Discontinuation – Procedures.
· Program Accreditation and Course Approval - Governing Policy
· Program Review - Procedures
· Australian Qualifications Framework
· Higher Education Standards Framework.

	Business Rules
	· The date associated with the ‘Planned for Discontinuation’ status will be the ‘final study period of offer’.
· D1 Course discontinuation authority
Discontinuation of a course is a decision made by the Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President), on a recommendation of the Head of School, that:
(a) there can be no new enrolments of students into that course from a specified teaching period;
(b) the course can no longer be advertised or marketed as available to students; and
(c) the course is to be eventually removed from the suite of course available to students.
The process for approval to not offer a course at a particular location is a course change.
· D2 Timelines
D2.1 If it is proposed to discontinue a course, the School consults all interested parties and arranges for development of a timetable for the discontinuation and the final offerings of the course. The discontinuation plan takes account of:
(a) the need to provide timely information to impacted students, concerning discontinuation of the course;
(b) any consequential impact on programs containing the course;
(c) any current articulation arrangements that are in place that include the course; and
(d) any associated transition arrangements.
· D3 Consultations
D3.1 The relevant Course Coordinator undertakes consultations with all parties with a legitimate interest in the course, any relevant professional associations and Program Leader(s) if the course is compulsory or part of a required in a program or programs.
D3.2 Consultation should also occur with Student Service and Engagement and other interested parties regarding the extent of transitional and teaching out arrangements for students currently undertaking the course.
· D4 Proposal to Discontinue a Course
D4.1 The School Administration Officer documents the proposed discontinuation using the proposal to Discontinue a Course template.
D4.2 The School Administration Officer forwards the proposal and outline to the relevant Head of School who considers the documentation.
D4.3 Before endorsement, the Head of School may request that the documentation is considered by the School Board.
D4.4 The Head of School considers the merit of the discontinuation proposal for the course on the basis of the documentation and advice of the School Board and recommends to the Deputy Vice-Chancellor (Academic) that the course be considered for discontinuation.
D4.5 The Head of School considers the merit of the proposed program on the basis of the accreditation documentation and advice of the School Board and approve the proposal.
D4.6 The School Administration Officer arranges for the signed accreditation documentation to be submitted to the Curriculum Support Unit, C-SALT and captures the accreditation documentation on the relevant program and course files in the University’s records management system.
· D5 Approval by the Vice-Chancellor and President or delegate
D5.1 The Curriculum Support Unit, C-SALT checks the Course Discontinuation Proposal for completeness and clarity. The Curriculum Support Unit, C-SALT refers the proposal to the Deputy Vice-Chancellor (Academic).
D5.2 The Deputy Vice-Chancellor (Academic) (as delegate of the Vice-Chancellor and President) decides whether to approve the proposed course discontinuation and signs the relevant section of the proposal.

	Issues
	· Currently when a status of ‘Planned Discontinuation’ has been applied, the actual planned date for discontinuation (i.e. the final study period of offer) cannot be captured in CIR.

	Notes
	· As at time of writing, a decision has been made to make ‘Service Courses’ a redundant concept; this is in part due to the functionality that will be available in CIR to manage the Course entities including the ability to notify all relevant dependant stakeholders.
· It is an assumption of this business process that the: ‘Course Outline’; and ‘Course Administration Information’; as named in USC Course Approval, Change and Discontinuation - Procedures documents will be superseded by the introduction of CIR i.e. the information contained in these documents will be available as the CIR Course entity.
· This Process Map depicts the workflow expected for the initial implementation of CIR and should be considered a transitional phase. As the business outside of C-SALT become more familiar with the CIR, the CSO’s will take less of a role in facilitating the workflows through, and each role in the workflow will take the responsibility for progressing the status change through the workflow.





[bookmark: _Toc27381221]Appendix








image16.0
8.0 CIR Study Component Discontinuation - Transi

Version: 1.0

Author- Regan Kowald

Date Modified: 13/12/19

e USC

Study Component Coordinator

isscrtinuston of =

821
Prepare Proposal to |-
Change a Program

820
<CIR>

Amend Study

Component Details

@

Continue Study
‘Component Suspension

Sty Companent Discontinustion Absndonsd
Abandon Study

‘Component Suspension ( )

Sty Comporent Reired ® . ® 5 @ o3 & e
P S S hcton Stugy
SetDistantiue ca Sy Set st Pending e o e
Jreciriind Conpanent btals S0 Reien Tocsion
E
o % 8.18 & 817
Z p— @& 2 X
g Commites PR ot Encore Set St Dratt Ameniménts
; @ @ & Meetings Py
g & & 86 58 F—
2 Sk S
E | revmnsun ot taun pencing [ FactalsSchoo Jhaton oS )
E | componen:Dotais VoS Endorsomant - 5
< = N Cr Ci
= o o
g Cill ‘Set Status ' Pending ‘Set Status 'Pending
H o0 Rovn S0 Reien
H
£ & a7
@ Study Component
5 Decanieston
g Deieminaton
S
£
@ 8.18
<CiRe
Set Sats Dratt
o ’—>. R
H Not omplart il
£ o
= R & % ‘Study Component Discontinued
2 510 S ik
g ) s <GiRe —
& Raiew Pocy s Set Stats Pending Sel DVCIA) Review X . O
v o VCP Approval’ Status. B
E & i Planned
5 -~
=2 . S H
£ 2 1
3 812 ; @ Sty Component Plammed for Discontinuston
Faciie sty | o)
Companent Roven ; SO

/ ; Discontinuztion

| i Hamed

;
5 LB .
g Review g Study =
g Camporet e

Discontinuation





image17.0
9.0 CIR New Course - Transition Phase

Version: 1.0

Author.

Regan Kowald Date Modified: 13/12/19

e USC

B ( Y B
5 & 923 @ o, 921
] Prepare Course <CR> <CIR> GoTo 9.4
£ Proposal Set Status ‘Draft Update Course Entity
s Gourse i ndepandent Coia Sy
g e e i -
S o CousaCaurse Sympsis
] ( Crestion Abandoned
: @ ox
3 222] <CIR> l__Continue x Apandon
38 + Prepare Proposal or (- Amend Course | €Couse Creaton Courss Creation
Program Change e

New D

Couse S ke

N Develop Course Set Status Pending

Course Syropsis & o Eniy SAO Review A et

Reauied <evieNow> e

Reques! Greatonof e
Course Entity 2
L )
£ LT S oy
] ot Compliant Schediled <CIR= Faciitate X
s ot Compia . Commitiee Set Status Draft Amendments
g . ‘ @ o ‘ RN W Mectngs g B
B <CiR> <CIR
2 Re s X Setstatus Penang (| Facitae Schoo Acton Review
E Details HoS Endorsement " Decision % s
= B on 94
< <CIR> <CiR
8 Sl Set Status ' Pending Set Status ‘Pending
5 CSU Review SAO Review'
a
2 @
ki os
o Course Proposal
° Determination
s
3
2
8 & >
H . ® o
2 e ., > <CIR=
g 2 Set Status Dratt "
5 [create Couse iy Not Compliant b _4 [ Reres Mmmnsg o
) =
g & g, & o - ®
3 <CIR> Course Synopsis_ |Go To Course Synopsis
3 Review Poly ; Faciitte Course <CIR- -
= Set Stalus” Pending Aowroved anoroves
: @ Complince Gompran”| SeL St Poncr Froposa Review sottons
A [p—
somss i

Chairperson

914
Review the Course
Proposal

&

9.15
Provide
Determination





image18.0
FeUSC

12.0 CIR Course Change - Transition Phase Version: 1.0 Author: Regan Kowald Date Modified: 12/12/19
= (@ nn |
5 <R | Continue X Abandon
g ﬂ Amend Couse | ‘Course Change’ Course Change’
s Y Detalls
- 12.1 123
f - @ . 2 O B Gourse Chenge
<CiR> ; PR
et Course change Set Status ‘Pending snanconsd
g Gouse Charge &
Raaured Action Gourse
Change Decision
1 oo rzs
& - W </ = ©
= <CiR> Faciitate
5 ; Set Status Penmng
H Set Status Draft Amendments J SAO e
S
g 2 — Action Review
& L ® s Decision 0 Approves
£ Bab s Endorsec: >| Ry
= Review Study Se Status Pending ¥ Set Status
b Component Detais HoS Approval ‘Aoproved
3
g
5
&
& 121
126 Provide Course
Review Course Chig
Ghange Proposal i

Head of School





image19.0
Version: 1.0 Author- Regan Kowald

Date Modified: 13/12/19

e USC

1321
Prepare Proposal to

Goursz
+piscantnuation

® no

‘Course Discentinuston Azancanes

3 - el <CiR> Cantinue X Avandon
g . Amend Course Course Changes Course Changes
H  — Detals
g &
H
8 oscermeeners
2 Course Required T & s & s &
3 <CIR~ <CIR= Gl Action Course
8 Set Discontnue Set Status Pending
Supsemnie | [ eatcamepass | | AT Changs Gaden
H
= B LY
£ et Camtan seneauied <Cire Faciiae X
H Commitee Po— Setstaus Drat Amencments
£ (@ @ s @ . weves (&
5 o e Faciiate Schoo Acton Hos
£ Reew Course Set Sttus Pending
H s e Sl e Board Review Determinaton o ommrse
3 s <G>
B encorse: <CIR~ Set Status ‘Pending
s Set Status ' Pending ‘SAO Review'
CSU Review
H
z &
3 137
2 Course Suspension
5 Determination
3
2
® 1318
= <R Gomisie
g Set staus Drart
: Raires
2 Not Compliant Mocmwcabor
S ‘Course Discontinued
H & o ® 5
& e [
3 Review Polcy o e Set VCP Review Discemiate
Campiant St
E Coanctee PR VCP Approval i e
< e osien
£ - T [ —
5 @ p S
Faciitate Course Set Status
Siscontinuston L
Review S
— =
5 =
< 113 o s
g Review the Course Provide
z Discontiuaton Determinaton





image3.jpeg
BPMN

Context Diagram /
Level 0

.

s

1w |

%

1st Function ‘

,{ 20 |
2nd Function ‘

\
4.0
)

Level 1

1.1
Process Task

1.2
Sub-Process

Level 2

1.2.1
Process Task

st

122
Process Task





image4.jpeg
APPSR SN S G U SRR SR e L R R A, R LS e A SRR R SORAt k(L el R sk S U SR

Legend

Exclusive (OR) Decision

<system> System Process Task
Process Task Name

Complex (Multiple) Decision

Process Task Name | UserManual Process Task

Message Flow

Sequence Flow @ on Page Link

e——————> Default Sequence Flow

Parallel Decision

Inclusive (AND/OR)
Decision

%
u *
&
<

End Event
> Conditional Sequence Flow

\
[
[
[
[
[
[
[
[
[
[
[
[
[
[
[
i





image5.0
Program Entity Functions

1.0
CIR
New Program

20
CIR
Program Change

20
CIR
Program Suspension

iR 150 160
Rty Business Case | | New Double Degres
it Approval Program

Discontinuation

Study Component Entity Functions

50
CIR
New Study
Component

60
CIR
Study Component
Change

70
CIR
Study Component
‘Suspension

20
CIR

Study Component

Discontinuation

Cousen
50 120 120
s G SR

Now Gouse || course Granse

Discontinuation

ity Functions





image6.0
1.0 CIR New Program - Transition Phase

Version: 1.0

Author- Regan Kowald

Date Modified: 12/12/19

FeUSC

=
- [ ——
£ 122 119 e
g Prepare Program <CIR= Continue Discontinue
H Froposal Amend Program program Proposal X K D proge pammeal
5 — ] Detals
O 2
14
H - @ it <ok & L,
T O i Deveug‘;vyﬂqrzm se‘s staus Py i
& NewProgram Approved Program Entity From 12 opoest Decevn
J
H ® 4 &
2 mm o — il octae X
s w Commitee NotEndorso_y]| et Satus Drat Amenaments
s ® Nestings
£ &
= <C\R> <C\R>
2 Facitae Schoo 19
H Reviw Program Set status Pending §
5 Entiy Details S B Board Review Action HoS Decision 5
H G H
3 x <CIR> <CiR>
g Endorse Set Status  Pending Set Status ‘Pending
5 S Review o
8
z v
£ 2
2 Program Proposal
= Determination
-
S
£
118
5 y <G>
H ot campaen Set sate Dratt
£ A8 Roviw
H 111
2 Reviev Policy * R iriand
a A = Compliance RN Program Approved
] <CiR~ Compiant
H Create Program PACC Review -
2 Entity
]
3 & ® 15 (@ ) (@
113 P 113 120
Facitats Frogram | | Set PAGC Review Facitate Program <GiR>
Review Staus Review Set B Review
Sttus
GoTo13 3 ;‘y
c 3
2 &
g 11 115
£ -{Review the Program Provide
H Proposal Determinaton
5
g &
£ 11 115
5 Review the Program Provie
H Proposal Determinaton
M
2





image7.0
on Phase Version: 1.0 Author: Regan Korald Date Modified: 12112/19 mU S‘

2.0 CIR Program Change - Tran:

£ & ['W -
£ 22 °"y§ @ 22 Continge Apandon
3 Prepare Proposal to <CIR~ oo Ctange Program Change
H g Change Program v Amend Program
8 & Details
3 [ @ ® 5
€ A4 o 22 <G 220
] <CIR- Acnm\ Frogram
= 1P n Set Status ‘Pend)
g Fogamchass Setprogram change | gt progam Detis | | SSLSlaS Pendg Froposal Dacion
[ Reauires.
=
)
g 221 210
£ <CIR- Faciitate
£5 Not Compliant Seredes Set Status Draft Amendments
E g 5o @ Westings 8 2 ® .
=< <ciR> v D 25 <ciR> <CiR>
3 Review Program Set Status Pending ol St Action HoS Decision Set Satus” Pending Set Status Pending
£ Change Detais Hos Endorsement - GSU Review SAO Review
a

o] 27

Program Change
Determination

Head of
School

221
<CIR-
o Not Complant Set Stalus Draft VCP Approval S
g 210
5 Review Policy N >—n8 Review
& Compiance
o Recwes  Progem
Program —
a 2.1 212 Reisstcsion 0 Requres foataton ™"
£ Determine Level of <CIR= o Approved
® Approval ‘Set Review Status
3 PACC Review
H % .. )
8 ® 1 s ® .4
enera 213 <CIR> Review 213 o 213 <CIR>
Docs [---1 Faciltate Program Set PACC Review Faciltate Program e e BRI ED Set VCP Review
o Reviow St Rovou i Review ‘Stus
i @ B
9f i 210 S i
o8 \
e Review: fhe Program Provide
L & Change Determination 15
\ y
3y
g &
2 214 215
g Reviewfhe Program Provide
a Change. Determination
o
2
5§ 214 215
- Review the Program Provide
$2 Change Determination
a





image8.0
3.0 CIR Program Suspension - Tran:

on Phase Version: 1.0 Author: Regan Korald Date Modified: 12112/19 ﬂU S‘

- P& o v' ® 310
2 repare Froposalto prs
2 Cantinue Abandon
.
£ SRR e Amend Program Program Suspension’ Program Suspension
‘g Details
8 @ 31 [~ Program Suspension Abandoned
o o S | [® s ] [® s |
£ Set Suspend an | i or M. 2
H @ AT [ om0 517
g iy Acton Program
|- J——— el
Reaies

£ l @ LIS

. o e oot X
2 ot Comptant e  otEndorsss| St St Ot Amenaments
£
] e Cy— ® Westngs &
2 SR> <CR> Facitae Schoo oo
£ | rovosProgam ottt pendng [ FaciEE oo rcsonfoven (X
E | suspowondetais VoS Endorsement Decsion ® a5 s
s oy <Cik-
. L —endorse S ETE Set staus Fending
g CSU Review' 'SAO Review
&
H
= @&
] a7
& Frogram Suspension
g Determination
-
3
£
g & oy
E <CIR~
5 Set status Drat
g Not Complant ootea16
3
a
E e ® an - Recuires Mifesion
5 <G>
3 e Pty X Facie rogan
] Set Status 'Pending
g Campiant
g Corpaones | e ey B o
- <CIR>

Set DVC(A) Review |Program Suspended
Steis

k-1
g
8 a1 a1
s Review the Program Provide
B Suspension Determinaton
3
g
&





image9.0
4.0 CIR Program Discontinuation - Transition Phase

Version: 1.0

Author- Regan Kowald

Date Modified: 12/12/19

e USC

VeP or
Delegate

Discontinuation

g rem| Program Discontinustion Abendoned.
% 422 {change @ a1 p— Discontinue 5
£ Prepare Froposal o <CR> Program Change
g Discontinue a Amend ogram [ ¢——Frogram Change
g = Progam . 5 Detais
S ( 1 ® 43
£ @ <ciR> e <R %a. i
£ Set Discontiue Set Status Pending on Program
- —— Suseinn [~cunopimonms || e Wit el
& rrogam s
5 ® S
g - soeses LR e X
£ ot i e Set Satus Dratt e
£ (® ® s & estings &
8 iR <G> 45 a8
z Review Program Set Status ‘Pending ealiolo Scneol oo ® 4
E | Disconinue Details Hos Endorsement. T g3
3 x <CiR> Set Status Pending
8 Endarset Set Status * Pending ‘SAO Review'
£ CSU Reviewr
3
s & .,
= Progiam
3 Discontination
23 Determinaton
o .
<CR>
. o |
£ — @)
£ 5 R Frogam
5 Hoszsten —
g i Conit Recuite Hodesion
s mediate
a Dwmmm
4 2 Aoproar
5 410 a1
3 Review Policy <CIR> PACC Review el B
= Complance Compliant Set Status Progam Flamned
£ L yen P
3
) RO e o
2 <CR o G- Set Satus
L2 [Facitate Discontinue Faciitate Discontiue ‘Discontinuation
piema | [FegeDicmtnie| | et v gD || ga G o i
@ )
; : .
= ;
g i
s H
H e 414 i
3 Review the Program Provice i
5 Discontinuaton Determinaton
8
&
413 414
Review the Program Provice

Determination





image10.1
15.0 Program Business Case Approval
£

Version: 1.1

Author: Regan Kowald

Date Modified: 09/01/20

FeUSC

&
5 = 151
= O Frepars Busess o]
= 0 Cate 1512
] Amend Business
T8 e Frogram Case Detall ——
o Required Program Coordinator
i
|
£
H [—
H
5 s v X ()
= H & 152
T *.-----{Review the Business x
g Case &
< 511
3 Faciitate
2 Amendments
H
H T
g &
a 153
H Cansicers e
H Business Case
s
o I
v
ot Suppored
53 & 154
H
i oeemanat | > X
28 Business Case
£ usess ese
13 ptant .
£ & 457 S g
35 155 Sehedue Revew for
e Review Business X e e Lt v oo .
=3 Case Compliance Agenda i
2
£
3
Not Endorsed Approved GoTo15.11
5 C) — =
£ 156 . X o sooves—{(=)
] Review the Business X ey e
H cace el
®
g
3
5
= & 5 & 56
s Cansicers the Deteminaton of e
o Business Case Business Case





image11.1
16.0 New Double Degree Program Approval

Version: 1.1

Author: Regan Kowald

Date Modified: 10/01/20

FeUSC

3 S m -
2 g
3 167
2 e e X
5 et
g _
s o~ — m -
% P
[S——
°
S
3
166
| Faciiate

If other degree H Amendments

is ouned by & ;

Privirch |
B ) |
2 - 16.1 i
3 ) Prepare Program ]
2 & et i
=1 -
. d
2 g |

i ot Compliant

E i
o & 162
£ Review Policy X ;
2 Compliance Not Approved
2 &
g 03 Double Degree.
g s Sran o X
2 Decision Program Approved
3
5
3

163
Review Program
Brief

Not Supported

DVC(A)

&

Determination of
Frogram Brief





image12.2
17.0 Program - Approval to Market - Transition Phase Version: 02 AuthorRegan Kowald  Date Motified: 15101720 ﬂU S‘

. _ GoTorne
3 <SenviceNow= & i

i Request Creation of Amend Approval to

£ Program Entfy Marke! Froposal

H Program Enty Detail

38 o notewst

E :

§

(v, & 4y

g <CiR> Prepare Request 1o

& |Review curentstatus Markel a Proposed Requres

of Pogram Program Program Goorinator
2 § oput
2 »

£

5

2 Vet

s Fropesal ot Compiete O
5 5

E . hd

£ Veriy the Approval o [ —

Market Proposal

s & o r——
2 Faciltate

g Amendments

s

3

Agreementto Poceed

3

2 . & 71

K d Consult with X s J —

- W, Marketing & Extemal e

Engagement

s Review the Approval

T reostionone Sosroval o Mt Propess e e b

T ‘s Program subject ‘Abandoned

o Fra Aporos

5 e Enorses

g &

g Consider the x

Aoproval to Market
Proposal
H ot Camptnt [o———
2 Receive Approval 1o
oved

He © . st Froosa & 7 & e &
g2 <CIR- Review Approval o <CiR~

3° Entity Gomplance o Warket Flag

=
3

Approved =
& o ooy GoTa 1710
Determination of X

Approval to Market
Proposal

DVC(A) or
Delegate





image13.0
n Phase

5.0 CIR New Study Component - Transi

Version: 1.0 Author- Regan Kowald

Date Modified: 13/12/19

e USC

Component Proposal

Determination

5
®
= 521 ;.:qmj B sqs Sty Companent Abandoned
H [—>{ Prepare Proposalto o <CIR> Continue Study ‘Apandon Study
H Change Program e Amend Stugy  [¥ Component Creation Camponent restor
g Component Details
2 ® 53 % 5, @
g + <CIR> <CIR> 520
5 51 Develop Study Set Status Pending 8.2
s <ServieNow> Component Entty SAO Reviewr e e
S hewsua L Reauest Creation o e
3 Stucy Camponent
R — Cone
& I
£ ® . &

Not Endorsec <CIR> Faciitate X
2 Schectied 3
5 - Coveites Set Stalus Dratt Amendments
g
g e = 6 ., | @ s
£ Review Study ‘Set Status 'Pending B v o @
5 Component Detais HoS Endorsement ® 10 54
2 N R <CiR>
3 ¥ Endorset— gy syace<pending Set Status Pending
2 CSU Review L SAO Review'
3
3
H
5 &
3 se
5 Study Component
s Delerination
H
£

(® )
519
<CIR>
. (@ s2 )
5 &2 Set Stalus Dratt
E Create Study O
2 Component Entity Not Compliant
2
2 on 512 513
I <CiR> Fammate Sy
£ Rg;;m:;gg Gompiant | Set Status " Pencing Component Froposl Recuires Modfcation
El Gemas L PACC Appmav Review ‘Study Companent Approved
£ " st
5 <CiR-
= Set Status
L
S

{4 l i
g & o
5 s 515
g Review the Study Provide
g
5





image14.0
e USC

6.0 CIR Study Component Change - Transition Phase Version: 1.0 Author: Regan Koraid Date Modified: 13112/19
£ Stuoy Component
g 620
T Prepare Proposal to () Change Abandanec
g 519
H EEEAEIED <CIR> Continue Study Abandon Study
S Amend Stucy € Component Change’ ‘Componen Change’
& e 61 B o2 & 63 Component Details
: set sy conponent or soR 1
g P oo Eat Sy SetStatus Pencing
g rge Ao ComponentDesic | | S0 Reven & on
8 crangerosus e GEmETY
2 ey Component Proposal
& ComponentReauies Decision
&
e @ 6.17 & 6.16
5 Not Compliant Scheduled <CIR> Facitate X
€ & Commitee Not Endorse ‘Set Status 'Draft Amendments
H
5 64 ® g5 a . Weetings a N
B <CIR> <CIR> 5
2 Review Sty Set Sttus Pening [—]  Facile School s P—
H Component Delails HoS Endorsement @ oo ® o GoTons
x <CIR> <CIR-
= Endorse Set Status ' Pending Set Status ‘Pending
8 CSU Review' ‘SAO Review
£ L J
a
H
8 @& 67
5 Study Component
@ ‘Change
= Determination
<
3
z
= @ 617
H <CIR-
E Set Stalus Draft
5
2 . J
2
g Not Gompiant
H R ttenton oL
g
Change Approves
B a . & o & on B o5 prless
2 i <CIR> Faciltate Study <CIR>
E it Complant Set Status * Pending Component Proposal Set PACC Review
& b PACC Approval’ Reviey Status
¥
c v
H )
A & o o
£ Review the Study Provide
E Component Proposal Determination
5





image15.0
7.0 CIR Study Component Suspension - Transi

Version: 1.0

Author: Regan Kowald

Date Modified: 13/12/19

F<USC

I

Prepare Proposal to
Change Program

@

Study Component Coordinator

@

7.19
<CIR>

Continue Study

Abandon Study

Amend Study
Component Details

‘Component Change’

Sty Companant Suspension Absndonsd

Stuay Componsnt . ‘ ® 12 ® 13
Suspansion Recuired o <cir> <CiR> & 11
mETd | =t M [— I P —
omponent Proposal
oo Component Detaiis SAO Review .
£
5
= > 717 & 716
5 [ e Facitae X
g Not Compiiant Committee R Set Status Draft Amendments
£ >
2 74 @ -y Weetings & @
- <Gk 2 | 75| 78 n—— ]
£ Review Study X ; Faciitate School Acton Review/ L2
Set Status Pending
5
S |comenenCrance S Sk g ‘ Board Review ‘ Decision ® 1. 5 @
3 il ——— <CIR> <CIR=
H R :
H Crcorsee———»| et st Pendn e
3 CSU Review
H
£ & 77
a Stucy Component
5 Suspension
< Determination
3
2
5 ®
<CIR>
£ Set sate Dratt
g Not Compliant
2
3 o ® o o Rewies Hustnsn
5 Review Poiicy X Sot Faciate Stucy 715
5 eview ;
= Compliance Compiiznt | Set Status Pending Component Review <CIR>
E DVC(A) Approval Set DVC(A) Review rogram Suspandea
£ Status
3

I i

DVC(A) or Delegate

7.13
Review the Study
Component Proposal

Provide
Determination

7.14





image1.jpg




image2.jpg
UNIVERSITY OF THE SUNSHINE COAST | CRICOS PROVIDER NUMBER: 01595D USC.edU .aU




