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	PD
	Portfolio Development
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1.
INTRODUCTION
These Standard Administrative Procedures (SAPs) for Portfolio Development (PD) are intended to provide information on the processes for the approval of new, and changes to existing award titles for Teesside University (TU) and Collaborative Partner provision.  The SAPs should be read in conjunction with Chapter B of the Quality Framework and its’ associated annexes.
2.
RESPONSIBILITES OF THE SCHOOL
It is expected that Schools are responsible for: 
· Identifying where new, or changes to current titles require consideration and approval prior to, or after an Approval/Periodic Review Event taking place.
· Ensuring that each section of the appropriate PD form is fully completed and all necessary signatures, and supporting documentation are obtained prior to submission to Student Learning & Academic Registry (SLAR). 
Providing an appropriate rationale within the PD form, where there is deviation to the expected process.
· The operation of a devolved process for the approval of named University Certificate (UC) awards through the Quality Assurance Authorisation Panel (QAAP).  Undertaking a regular review of their portfolio to ensure that all appropriate awards titles that are not in use, are closed or suspended as appropriate.
· Undertaking an annual review of award titles that have been suspended for their approved period, to either reinstate or close via the process detailed in Section 9.
· Undertaking an annual review of dormant courses, to close those which have not received any applications/recruited for two years. 
· The submission of a PD4 Form if a change is required as a result of a Periodic Review Event which impacts on the original PD Form. 

· Liaising with Collaborative Partners to ensure the PD Form is complete and accurate, and that all relevant signatures are obtained.
3.
RESPONSIBILITIES OF Student learning & ACADEMIC REGISTRY
It is expected that SLAR are responsible for: 

· Ensuring that ‘approval to proceed’ is obtained by the Academic Registrar (or nominee), and a list of approved titles is submitted to the Student Learning and Experience Committee (SLEC) for information.
· Ensuring that ‘approval to proceed’ is obtained by the Academic Registrar (or nominee) and a list of partnership closures is submitted SLEC for final ratification. 

· Notifying the School where revisions to PD forms are required.

· Maintaining a live database of decisions on titles which records the details of each PD Form received, its status (i.e., received, pending signature, approved) and date of approval.
· Reporting named UC awards decisions into SLEC for information.

· Sending a notification email to confirm a PD ‘approval to proceed’ to the following:
· Dean of School

· FCD Systems
· Admissions

· Marketing

· The School Senior Administrator
· Senior Planning Officer, Finance & Commercial Development
· Adding approved titles to the TU Provisional Schedule of Approval/Periodic Review Events.
· Sending an annual reminder to Schools to review dormant courses.
4.
SUBMISSION AND APPROVAL OF PORTFOLIO DEVELOPMENT FORMS

All PD forms should be reviewed and approved at School level and submitted to QAV@tees.ac.uk in electronic (word) format.  This will allow SLAR to make minor amendments if required.  All relevant signatures, confirmation of an approved course costing template and any supporting information/documentation should also be submitted before forms can be considered by the Academic Registrar (or nominee) for ‘approval to proceed’.
The following forms are available for use, and further guidance on completion of the various sections can be found in B-Annex 8.
	Form Number and Title
	Description

	PD1: New Award Title Approval
	To be used when requesting approval of new award titles for Teesside University (TU) and Collaborative Partner Delivery at the same time.

	PD2: New or Existing Award Title to be Approved/
Delivered by a New or Existing Collaborative Partner
	To be used when requesting a new or approved award to be approved/
delivered by a new or approved Collaborative Partner only at either a new or approved location.

	PD3: New Named University Certificate Award Title
	To be used for all new University Certificate (UC) award titles for TU or Collaborative Partner delivery.

	PD4: Addition and/or Change to an Approved Award due for Periodic Review or Addition of a Professional Apprenticeship or Online Pathway to an existing award
	To add or change the details of all approved awards already in delivery with TU or an approved Collaborative Partner (due for Periodic Review within the academic year) in terms of:

· Title

· Duration

· Location

· Method of Delivery

· Mode of Attendance

· Number of Credits

· Intermediate award
· Intake/Entry point

Note: A PD4 form is only required to make the above changes if the course is going through a Periodic Review.  At all other times, these changes are completed through the modification process.

Or; to add a Professional Apprenticeship or Online Pathway (excluding short awards) to an existing award.

	PD5: Suspension or Closure of an Award Title
	To suspend or close an approved award delivered by TU or a Collaborative Partner.

	PD6: Closure of a Collaborative Partnership and Approved Award Titles
	To suspend or close a Collaborative Partnership and all associated award titles.


5.
DOCUMENTATION CHECKING SERVICE
Finance offer a proposal form checking service and invite School Administrators to submit proposals to their Systems Team for checking.  This is not a mandatory requirement but is a service that can be used to check that data is correct prior to submission of the forms to the SLAR and may speed up the approval process.  It is recommended that this service is utilised where courses require a non-standard set-up, or there is a specific coding requirement.
If School’s wish to take advantage of this service, forms should be submitted to FCDSystems@tees.ac.uk.  It would be helpful if the title of the email could be set out as follows:  Award Title (if individual courses) – Course Information for Checking – School Name.
6.
OPERATION OF STUDENT LEARNING & EXPERIENCE COMMITTEE

The Committee meets four/five times during an academic year and the University Committee Site contains details of dates and papers for each meeting.  A list of Partnership Closures are forwarded to SLEC for ratification after approval at an operational level, which will include appropriate input from Finance, Schools and the Academic Registrar (or nominee). 

A list of Portfolio Development proposals are forwarded to SLEC for information after approval by the Academic Registrar (or nominee). 

Information regarding the Terms of Reference and membership of SLEC is also available from the above University Committee site.

7.
CHANGES TO AWARD TITLES THAT ARE STILL WITHIN THE COURSE APPROVAL/periodic review PROCESS
If a change has been considered and agreed at an Approval/Periodic Review Event, and the Course has not yet been ‘signed off’ by the Academic Registrar (or nominee), the Changes to Award Titles that are still within the Course Approval/Periodic Review Process template (available on the Quality Framework templates site) can be used to make an amendment.  This represents the minimum information required by Finance to process a change on SITS, however if any other supporting information is available, this should also be provided/attached in an email to FCDSystems@tees.ac.uk, copying in QAV@tees.ac.uk.
Schools should ensure that this process is completed prior to final course sign off by the Academic Registrar (or nominee).  Any amendments of this nature required after this time will trigger the modification process.
8.
CHANGE OF STATUS, NAME OR OWNERSHIP OF AN APPROVED EMPLOYER PARTNER
This change is notified to SLEC via the School sending an email to SLAR via QAV@tees.ac.uk, confirming the change of status/name/ownership and the awards that it relates to along with the effective date of the change.  For example: 

	Change of Status or Ownership of Approved Employer Partners

	Type of Change:
	

	Changing From:
	

	Change To:
	

	Effective date of Change:
	

	Final and/or Intermediate (Fallback) Awards affected by the Change (including MAS Course Code)
	



Following receipt of the above information at a scheduled SLEC, SITS and the Collaborative Provision Register will be updated by the SLAR.  
9.
SUSPENSION OR CLOSURE OF AWARDS

Following the end of the suspension period, the course will be automatically reinstated and apply links re-established.  If the School/Collaborative Partner does not wish to re-establish the award, they must submit a PD5 form to close the award via QAV@tees.ac.uk prior to the end of the suspension period to ensure the application link is not re-established to receive applicants.
To permanently close a specific intake/entry point of an award, ensure this is made clear within box 6 on the PD5 form. 

When closing an award title, to ensure data integrity within the Module Catalogue system, SLAR is responsible for 
emoving reference to the award title from the appropriate modules.  Schools are responsible for closing down obsolete modules within the Module Catalogue system. 
Please note that FCD operates a multi-stage system of closing awards beginning with the admissions cycle.  This process follows the student lifecycle with full closure only taking place once all students have exited the award.  

Schools should liaise with APR@tees.ac.uk for closure of awards to ensure the relevant External Examiner processes are followed. 
9.1
Suspending or Closing Multiple Awards

Multiple awards can be closed or suspended using a single PD5 form providing awards are grouped together in a logical manner, e.g.:

· Awards are either being closed or suspended, there should not be a mixture.

· Awards are TU awards delivered at Teesside University Middlesbrough or Teesside University Darlington.
· Awards are delivered by/in partnership with the same Collaborative Partner.  There should not be multiple Partners since each Partner is required to sign the form. 

· Awards have the same suspension period/closure date.

Each form must be accompanied by ADM0271 Admissions Course Monitoring Report with the relevant courses listed.  
Please note that all appropriate signatures must be sought by the School prior to submission.

9.2 
Suspension/Closure of University Certificate Short Awards

A streamlined process is available for suspension/closure of a standard TU delivered UC short awards (60 credits or less).

Schools wishing to suspend/close a UC award (60 credits or less) may submit email notification to QAV@tees.ac.uk, for operational level review, noting:

· Title(s) of UC award(s).

· SITS Code(s).

· Suspension/Closure Date for each award.

· Date of SSLESC and minute reference of meeting where this was considered.

Exclusions:  Please note, however, that suspension/closure of any UC short award that falls into any of the following categories must be recommended to the Academic Registrar (or nominee) through the submission of a PD5 form:

· Involving another School(s).
· Involving a Partner(s).
· Is delivered off-campus, i.e., not delivered at Teesside University Middlesbrough or Darlington Campus.

10.
RE-OPEN A CLOSED AWARD

A request to re-open an award can only be made if the following criteria is met: 

· The award would normally have been closed for no more than one academic year.

· That no changes have been made to the award as originally approved.

· The content of the award remains current and relevant to the sector.

· The original set-up of the course on SITS remains accurate.

This process can be managed by submission of a request to QAV@tees.ac.uk requesting the award to be re-opened, detailing the following mandatory information: 

	Request to Re-open a Closed Award

	Award SITS (MCR) Code: 
	

	Award Title: 
	

	Date Closed: 
	

	Rationale for Re-opening of the Award: 
	

	Date to be Re-opened: 
	


Upon receipt of a valid request SLAR will send an email notification to FCDSystems@tees.ac.uk(copying in the School), requesting the immediate re-opening of the award.  The re-opening of the award will be formally reported to the next scheduled SLEC.

11.
REQUESTING CODES FOR AN UNTITLED UC AWARD OF 60 CREDITS OR LESS


Finance have developed the form (CRSSU001) which allows for untitled awards to be coded on SITS.  Please request this form directly from FCDSystems@tees.ac.uk. 

12.
THE PROCESS FOLLOWING APPROVAL BY Academic Registrar
Following approval SLAR will ensure that:

1. Finance, Student Recruitment & Marketing, Admissions and relevant Schools/Collaborative Partners are informed of the decisions so that additions/amendments can be made to University systems where necessary.

2. The Decisions on Titles spreadsheet is updated.
3. The award title will be added to or amended on the Programme Catalogue site, where necessary.
4. The date of approval will be added to the final copy of the PD form.  This form will be made available in the ‘Documents’ section of the award title on the Programme Catalogue site as shown below: 
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