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	3.2.  Processes for Academic Planning Amendments



	MAIN AMENDMENT ROUND


	Activity
	Actioned By
	Timing

	Schools requested to nominate a staff member to be the School Academic Planning Representative responsible for dissemination of information and data entry of amendments onto AP2010 database.
	FSA
	October 2008. Nominations to be received by 3 November 2008

	School Academic Planning Representative provided with electronic 2009 version of unit details and course structures for dissemination to UCs and PCs.  
	FSA
	October 2008 (on approval of Academic Planning Guidelines)

	‘Dashboard’ data provided to SDs showing enrolment load by course which will include what was proposed/anticipated of new courses.  This data should be used to review the viability of existing courses.
	OPP
	10 November 2008

	The addition of new units to existing offerings is to be included in the Main Amendment round.  

	AP 2010 Database opened for access.
	CSA
	5 January 2009

	PCs and UCs return required amendments to School Academic Planning Representative.
	PCs, UCs
	By 31 January 2009

	Amendments to existing units and courses input onto the AP2010 Database by School Academic Planning Representative.
	School Academic Planning Representative/FSA
	5 January – 6 March 2009

	School Academic Planning Representative submits the following database generated reports to School Board for recommendation to Faculty Dean via the Faculty Learning and Teaching Committee:

1. Unit amendment summary

2. Unit set comparison

3. Unit set amendment summary.
	School
	Early March 2009

	Amendments recommended by the Faculty Learning and Teaching Committee and Faculty Dean – issues advised to School.
	Faculty Dean/ FLTC/School
	By 13 March 2009

	School edit access to AP2010 closes.
	CSA
	13 March 2009

	FSA review of all amendments and issues in consultation with Faculty Teaching and Learning Committee, School and PCs.
	FD/SD/PC/FSA/FTLC
	16 March – 9 April 2009

	Main Amendment database reports and an Issues Paper compiled by FSA sent to Sec to AC for approval by Academic Council.  Reports required are:

1. Unit amendment summary

2. Unit set comparison

3. Unit set amendment summary.
	FSA
	14 April 2009

	Consideration of Main Amendment reports and FSA Issues Paper by PAC, DVC (FEI) and FSA with Sec to LTC or AC.  
	PAC

Sec to LTC or AC/FSA 
	Mid-April 2009

	Changes required by PAC referred back to relevant Schools for correction/clarification.
	PAC/FSA
	Mid-End April 2009

	Corrections made/clarification provided as live amendment where possible.
	FSA
	by 30 April 2009

	AP Database closed to FSA.  Amendments requested after this date must follow the Late Amendment process.
	CSA
	30 April 2009

	AC advised re summary of amendments approved (available via website only).  Key changes to be pulled out for noting by AC.
	Sec to LTC/Sec to AC
	May 2009

	Approved amendments advised to stakeholders.
	Sec to AC
	May 2009

	Documentation filed with Central records.
	Sec to LTC or AC 
	May 2009

	Students advised of major changes to course structures.
	FSA
	August to October 2009


	LATE AMENDMENTS 
(After the close of the Academic Planning database)


	Activity
	Actioned by
	Timing

	Required amendment identified by school staff and forwarded to SD for approval using the new Late Amendment Template.  
	School
	As required

	In general, late amendments are for minor corrections not picked up in Main Amendment round or for small changes required by unforeseen events. Substantial revisions to course structures or creation of new units must not be included as part of the Late Amendment process. 

	FSA advised of required amendment using the new Late Amendment Template as approved by the School Dean.  The template will require the School to provide a rationale for why the late amendment should be considered.
	School
	As required

	Requested amendments checked and input into planning amendment section of the AP Database.
	FSA
	As required

	FSA to refer to PAC any request for late amendments that falls outside the above scope. If necessary, FSA to consult with SD regarding proposed amendments.
	FSA
	As required

	FSA sends automatically generated email to Sec to LTC or AC alerting of new amendment items for PAC approval.  
	Sec to LTC or AC 
	As required

	Sec to LTC or AC checks memo and pulls out items for noting by PAC.
	Sec to LTC or AC
	As required

	Progress of amendment memos tracked on Database by Sec to LTC or AC. 
	Sec to LTC or AC 
	Ongoing

	Electronic copy of amendment memo/report sent to PAC for consideration. 
	Sec to LTC or AC 
	

	Amendments considered by PAC. 
	PAC
	

	Outcome of PAC consideration advised to stakeholders for action/implementation.
	Sec to LTC or AC 
	

	AC advised re summary of amendments approved (available via website only).  Key changes to be pulled out for noting by AC.
	Sec to AC
	

	Documentation filed with Central records.
	Sec to LTC or AC 
	

	Students advised of major changes to course structures.
	FSA
	Ongoing, if after end October


LIST OF ACRONYMS

	AC
	Academic Council

	CSA
	Central Student Administration

	DVC (FEI)
	DVC (Faculty, Enterprise and International)

	FD
	Faculty Dean

	FLTC
	Faculty Learning and Teaching Committee

	FSA
	Faculty Student Administration

	PAC
	President of Academic Council

	PC
	Program Chair

	SD
	School Dean

	Sec to AC
	Secretary to Academic Council

	Sec to LTC
	Secretary to Learning and Teaching Committee

	UC
	Unit Coordinator
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