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	Programme Development
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for change proposals
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This document accompanies all applications to Academic Approvals Committee (AAC). It consolidates and summarises all proposed changes to the programme as a whole. 
It is structured around approval criteria that is based on both NZQA and Unitec requirements. It is typically completed towards the end of the development phase and acts as a checklist for the approval process prior to submission to AAC. Before you fill in this form, review each section to be sure that you know what is required. 
If you require assistance in completing this form, please contact Jackie Tims (jtims@unitec.ac.nz), Lead Programme Development and Management.
	Proposal Information

	Change Type*
	☐ Internal	☐ External (Type 1 or Type 2)

	
	Yes
	No
	N/A
	Date approved and any comments

	Approval in Principle (AiP)
	☐	☐	☐	     

	Te Pūkenga (MCDM)
	☐	☐	☐	     

	National Programme Committee (NPC) Minutes supporting application
	☐	☐	☐	     


*defined in the Nest pages: Programme Development, Improvement and Management
	Programme Details
	

	Programme Number:
	[bookmark: Text4]     

	Programme Name:
	[bookmark: Text1]     

	Programme Type:
	[bookmark: Text2]     

	Owner:
	☐ Unitec New Zealand Limited (6004)
☐ Te Pūkenga (6683) (note: Any change application for a Te Pūkenga Unified programme must be approved by the relevant National Programme Committee prior to submission to AAC. Minutes must be attached)

	Qualification Number:
	[bookmark: Text9]     

	Qualification Name
	[bookmark: Text10]     

	Level:
	[bookmark: Text3]     

	Total Credits:
	[bookmark: Text11]     

	Contact Person:
	[bookmark: Text12]     

	[Note ALL other programmes that will be affected by these changes below. Generally, these will be other programmes that share courses with the programme being changed. A full programme document and DATA sheet must be supplied for each]

	Other Affected Programmes:
	[bookmark: Text50]      
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	Summary of Change

	This section summarises ALL of the changes to the programme included in the application. The information in this section is used to provide NZQA key data for the change application.

	Summary of change
     




[Summarises all changes in this application. This will be included in the motion for approval that goes to AAC. See examples in the appendix of this document]

	Reason for change
     




[Explains the reason for the change to the programme]






	Approval Criterion 1: Qualification to which the programme leads

	The programme meets the definition published on the NZQA website of the applicable qualification type listed in the Table in the Appendix to the Qualification and Micro-credential Listing and Operational Rules 2022. 


	Criteria for qualifications (Level 7-10)
	Yes
	No
	Commentary

	The qualification strategic purpose statement is consistent with the requirements of the NZQCF
	☐	☐	     


	The qualification outcomes are consistent with the requirements of the NZQCF
	☐	☐	     


	Next qualification review date is included
	☐	☐	     

	Criteria for programmes leading to qualifications
	Yes
	No
	Commentary

	The programme continues to meet the published definition of the applicable qualification type
	☐	☐	     

	The qualification to which the programme leads is clearly identified and correctly named
	☐	☐	     

	The qualification details are clearly presented in the programme document
	☐	☐	     

	The programme aims align with the qualification outcomes
	☐	☐	     

	The programme credit value reflects the credit value of each strand/major/specialisation being awarded
	☐	☐	     

	The programme addresses any requirements specified in the qualification (usually Level 1-6)
	☐	☐	     

	Next programme review date is included
	☐	☐	     






	Approval Criterion 2: Title, aims, learning outcomes and coherence

	The title, aims, stated learning outcomes, and coherence of the whole programme are adequate and appropriate and clearly meet the graduate profile and specification for the qualification as listed on the NZQCF. 


	Have any of the following changed?
	Yes
	No
	If yes, what has changed?

	The title of the programme(s)
accurately indicates its general subject area
	☐	☐	[bookmark: Text44]     

	The programme aims
clearly defined, appropriate to the nature and level of the qualification, and identifies targeted student body and any industrial, professional, or community need
	☐	☐	[bookmark: Text46]     

	The programme outcomes
are consistent with the qualification to which it leads
	☐	☐	[bookmark: Text48]     

	The programme structure
achieves the qualification outcomes and any endorsements (strand, major, specialisation)
	☐	☐	[bookmark: Text49]     

	The structure of any endorsements (strand, major, specialisation)
meets the definition and requirements of the NZQCF and the qualification
	☐	☐	[bookmark: Text45]      
Any additions, amendments, or deletion of endorsements?

	The structure of the courses
provides a coherent programme of study
	☐	☐	     

	Mapping of learning outcomes to graduate outcomes
clearly shows how each course learning outcome links to the graduate outcomes
	☐	☐	     




	Approval Criterion 2: Course change table


The table below details the proposed changes for each course (component) in the programme including the addition or deletion of a compulsory or elective course. 
The following are the requirements to meet the approval criteria:
· Clear learning outcomes are specified for each course (component) of the programme.
· Learning outcomes are consistent with the aims and level of the programme.
· Appropriate levels and credits are allocated to each course of the programme.
See change table guidance in appendix of this document.
	Course code
	Description of change

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





	Approval Criterion 3: Delivery modes and methods

	The delivery methods are adequate and appropriate, given the stated learning outcomes for the programme. Where specific resources are necessary for the programme to be provided, those resources are clearly outlined. Note in the table below when Programme Approval and Accreditation (PAD) document sections have been updated to align with the revised Tāmaki approach.


	Have any of the following changed?
	Yes
	No
	If yes, what has changed?

	The delivery mode
is appropriate to the nature of the programme, the methods of delivery, the learning outcomes, and the likely student body
	☐	☐	     
addition or deletion of delivery mode – face to face, blended, distance, work-based?

	Teaching and learning methods
are appropriate to the nature of the programme, the modes of delivery, the learning outcomes, and the likely student body
	☐	☐	     
addition or deletion of methods

	Work-based learning arrangements
practical or field/clinical placement and/or work-based components (including research) are integrated into the programme and are consistent for all students
	☐	☐	     
change in components and/or arrangement that support the activity

	Work-based learning agreements*
comprehensive tripartite agreement between Unitec, the student and the provider of the work-based learning activity presents the conditions under which the activity takes place 
	☐	☐	     
change in agreement conditions

	Delivery sites
meet the requirements of NZQA and TEC**
	☐	☐	     
addition or deletion of permanent or temporary sites

	Suggested support documents
	Yes
	No
	Comment (include document page reference)

	Field/Clinical placement handbook
clearly outlines the educational purpose and  arrangements
	☐	☐	     

	Required
	Yes
	No
	Comment (include document page reference)

	*Tripartite agreement document
	☐	☐	     


**A separate application for permanent or temporary site approval must accompany the programme application - NZQA: Approval of delivery sites forms


	Approval Criterion 4: Acceptability of the programme and consultation

	The consultation section must explain the process undertaken for consultation; who the main stakeholders for Unitec in the context of the particular programme are; how consultation has occurred with them; and how stakeholder engagement will continue to occur in the ongoing delivery of the programme. 
A written summary of the consultation undertaken, the views expressed, and consideration of those views is maintained in a separate consultation log (see below). 
May not required for minor internal changes. 


	In the document there is a clear summary of the following:
	Yes
	No
	N/A
	Document page reference and any comment

	The nature of the consultation
the extent, the process used and the timeline and methodology
	☐	☐	☐	     

	The stakeholder group(s) identified who engaged in consultation
including relevant academic, industrial, professional and relevant communities
	☐	☐	☐	     



	The relevancy of the programme to Māori 
including how the programme development process has developed/enhanced relationship with Māori stakeholders
	☐	☐	☐	     


	How the objectives of the Māori Success Strategy have been realised through the consultation process
	☐	☐	☐	     


	The relevancy of the programme to Pasifika 
including how the programme development process has developed/enhanced relationship with Pacific communities is explained
	☐	☐	☐	     

	The relationships and links with industry bodies
the extent to which industry bodies (WDC, Registration / Accreditation / Professional Body) were consulted as relevant
	☐	☐	☐	     



	How staff engage and will continue to engage with various stakeholders on an ongoing basis for delivery and / or improvements
	☐	☐	☐	     





	Approval Criterion 4: Consultation log

	There is a written summary of the consultation undertaken, the views expressed, and consideration of the views. The consultation and summary must cover the acceptability of the programme to the relevant communities (including ākonga, whānau, hapū, iwi, or hapori Māori) and other key stakeholders (including the qualification developer and any relevant academic, employer, industry, professional and other bodies) and any required endorsement by a WDC under section 482(1)(g) of the Act has been obtained.
May not required for minor internal changes. 


	Requirements
	Yes
	No
	N/A
	Document section reference and any comment

	A detailed log of all consultation is included in the appendix
	☐	☐	☐	     


	The following stakeholders were identified and engaged with throughout the development; their expressed views are clearly identified, and the consideration of their views is detailed

	Stakeholders consulted
	Yes
	No
	N/A
	Comment

	Students
	☐	☐	☐	     

	Whānau, hapū, iwi, or hapori Māori
	☐	☐	☐	     

	Pacific communities
	☐	☐	☐	     

	Teaching staff
	☐	☐	☐	     

	The qualification developer
	☐	☐	☐	     

	Industrial, employer, professional and relevant communities
	☐	☐	☐	     

	Professional bodies
	☐	☐	☐	     

	Graduates (alumni)
	☐	☐	☐	     

	Designated advisory group
	☐	☐	☐	     

	Other (note in comments)
	☐	☐	☐	     






	Approval Criterion 5: Regulations

	There are clear, relevant, and appropriate regulations that specify requirements for the programme. 


	Have any of the following changed?
	Yes
	No
	If yes, what has changed?

	Admission requirements
are appropriate to the level and type of the qualification; align with institutional standards; are not unnecessarily restrictive unless clearly articulated and justified
	☐	☐	     



	Selection criteria purpose and process
are clear and unambiguous and do not include any unnecessarily restrictions unless clearly articulated and justified
	☐	☐	     


	Recognition of prior knowledge and skills
clearly outlined and any restrictions to their application are clearly articulated and justified
	☐	☐	     


	Requirements for the award of the qualification and any endorsements
are clearly articulated in tables that including all required compulsory and elective courses
	☐	☐	     

	Course names, codes, or requisites
must align with course descriptors and have been marked-up in the requirements tables
	☐	☐	     

	Programme length and duration
outlined clearly and align with institutional standards
	☐	☐	     

	Progression details
outlined clearly and align with institutional standards
	☐	☐	     

	Assessment procedures
align with Institutional standards, with any variation to any part clearly articulated and justified
	☐	☐	     

	Integration of practical and work-based components
explained and justified
	☐	☐	     





	Approval Criterion 5: Transition arrangements

	Detailed transition arrangements have been considered and documented to ensure students are not adversely affected by any changes made to the programme. 


	Arrangements have been prepared for:
	Yes
	No
	N/A
	Document section/page reference and any comment

	Changes to admission and selection
	☐	☐	☐	     

	Changes to requirements for the completion of the programme including progression
including any proposed modified programme of study
	☐	☐	☐	     

	Changes to existing courses (incl. requisites) 
	☐	☐	☐	     

	Addition and/or deletion of courses (incl. requisites) 
	☐	☐	☐	     

	Changes to programme/course delivery patterns
	☐	☐	☐	     

	Changes to assessment procedures
	☐	☐	☐	     

	Changes to practical and work-based components
	☐	☐	☐	     

	Other programmes affected by changes made in this programme
	☐	☐	☐	     

	Communication of transition arrangements to students or a plan for such communication (provided in submission)
	☐	☐	☐	     





	Approval Criterion 6 & Accreditation Criterion 1: Assessment and Moderation

	Assessment methodology is fair, valid, consistent, and appropriate given the stated learning outcomes. 
There is an effective system for moderation of assessment materials and decisions. 
The institution has the capability and capacity to ensure assessment materials and decisions are fair, valid, consistent and appropriate, given the stated learning outcomes.


	Have any of the following changed?
	Yes
	No
	If yes, what has changed?

	Assessment methodology and planning
is appropriate given the stated learning outcomes
	☐	☐	     

	Required standards for assessment 
clearly specified in relation to each course/component of the programme
	☐	☐	     

	Frequency of feedback 
learners are provided with fair and regular feedback on progress and fair reporting on final achievements
	☐	☐	     

	Arrangements for assessment in Te Reo Māori and, how it will be administered
where appropriate, assessment policies and practices allow students to request assessment in Te Reo Māori and, where relevant, it is clear how this will be administered
	☐	☐	     

	Arrangements for pre-assessment moderation of summative assessment tasks including frequency
	☐	☐	     

	Arrangements for post-assessment moderation (internal and external) including frequency
	☐	☐	     

	Portfolio Assessment:
Where a course has a 100% portfolio assessment, a submission MUST be submitted (prior to delivery) in the assessment tab of the DATA sheet, or via the Assessment Details Application to the Academic Approvals Committee (aac@unitec.ac.nz) specifying the types and values of the sub-assessments.

	Assessment change is supported by evidence such as teacher recommendation, moderators’ advice, etc.
	☐	☐	     

	Assessment details for portfolio assessment is included with this application
	☐	☐	     





	Accreditation Criterion: Consent to assess

	Where the programme or part of the programme for which accreditation is sought includes assessment of standards listed on the Directory of Assessment and Skill Standards, and the applicant is not the holder of a consent to assess against those standards under section 449 of the Act the applicant must also provide evidence of the applicant’s ability to meet the consent and moderation requirements for those standards. Rule 8.4.


	Confirm the following requirements:
	Yes
	No
	Document section reference and any comment

	The institution holds consent to assess assessment standards as detailed in this programme document
	☐	☐	     

	All staff who assess standards are qualified to do so according to the requirements of the CMR
	☐	☐	     

	The institution intends to apply for consent to assess those assessment standards noted as not being held by the institute in a separate application*
	☐	☐	     


* A separate application for consent to assess standards must accompany the programme application - NZQA: Consent to assess standards


	Approval Criterion 7 & Accreditation criterion 4: Programme review

	There must be adequate and effective review of programme performance and the TEO’s capability to support the programme. 
There must be monitoring of improvement following review, and processes for determining whether the programme should continue to be delivered.


	Have any of the following changed?
	Yes
	No
	If yes, what has changed?

	The programmes approach to:
· Course evaluation
· Programme evaluation
· Stakeholder engagement and feedback
· Ākonga surveys and feedback 
· Stakeholder and industry advisory network
· Engagement with mana whenua
· Self-assessment and review
· Degree monitoring or Consistency arrangements and review
· Programme review 
· Programme changes and improvements
	☐	☐	     





	Approval Criterion 8: Research required for degrees and post-graduate qualifications & 
Accreditation Criterion 5: Research activity required to deliver degrees and post-graduate qualifications

	The links between research and the curriculum are clear, adequate, and effective.
Research facilities and the support of staff involved in research are adequate, the levels of research activity of staff involved in the programme are satisfactory, and the ways by which the research- teaching links are made in the curriculum are appropriate. 


	In the document there is a clear summary of the following:
	Yes
	No
	N/A
	Document page reference and any comment

	The links between research and the curriculum
are clear, adequate, and effective
	☐	☐	☐	     

	Staff research
is conducted to an appropriate level within their area of experience that advances knowledge and understanding and supports their function as teachers
	☐	☐	☐	     

	The quantity and quality of staff research outputs* 
are monitored, and the collective output is consistent with the development and maintenance of an on-going research culture in support of the programme
	☐	☐	☐	     

	Organisational systems and facilities
provide appropriate support to staff involved in research, including access to an appropriate ethics committee
	☐	☐	☐	     

	In the case of programmes with research components, appropriate systems and facilities appropriate to the level and scale of the research are provided to enable students to undertake relevant research, including: 
· guidance on the development and approval of research projects
· criteria and procedures for the appointment of appropriately qualified and experienced supervisors
· a code of conduct for researchers and research supervisors
· mechanisms for ethical approval of research projects
	☐	☐	☐	     

	The ways in which research-teaching links are made in the curriculum are adequate and appropriate
	☐	☐	☐	     

	Required
	Yes
	No
	Comment (include document page reference)

	*An updated list of recent staff research outputs is included in this proposal
	☐	☐	     





	Accreditation Criterion 2: Resources

	The institution has the capability and capacity to support sustained delivery of the programme through appropriate academic staffing, teaching facilities, educational and physical resources, and support services.


	Have any of the following changed?
	Yes
	No
	If Yes, note any impact the change will have on the resources (include document page references)

	Teaching and/or learning resources
are comprehensive and sufficient for the level of the programme and appropriate to the methods of delivery  
	☐	☐	     

	Teaching and learning support resources
physical resources, Library, IMS, etc. are detailed as required
	☐	☐	     

	Teaching staff*
are suitably qualified and have experience of teaching on the programme or have demonstrable relevant and suitable professional experience
	☐	☐	     

	Support staff**
There is a sufficient number of appropriately qualified and/or experienced support staff for the outcomes of the programme to be met
	☐	☐	     

	Learner support services including specific resources for Māori, Pacific, International, etc.
	☐	☐	     

	Organisational arrangements for the support of field/clinical placement, work experience and any activity that includes a third party ‘hosting’ learners
	☐	☐	     
reference the tripartite agreement if required

	Required
	Yes
	No
	Comment (include document page references)

	*An updated list of teaching staff including their qualifications and experience is included in this proposal
	☐	☐	     

	**An updated list of support staff including their role and experience is included in this proposal
	☐	☐	     




	Accreditation Criterion 3: Support for delivery

	If the applicant institution is not the holder of the programme approval, there is support from the holder of the programme approval.


	Requirements
	Yes
	No
	N/A
	Comments (including document page references)

	Support and a written formal agreement has been obtained from the owner of the programme and is included in this application
	☐	☐	☐	     




	Accreditation Criterion: Sub-contracting, collaboration or commercial arrangements

	A written formal agreement is established that clearly and accurately records how education organisations will work together to develop and/or maintain the programme.


	Requirements
	Yes
	No
	N/A
	Comments (including document page references)

	An agreement is signed by the legally recognised signatories of all parties and includes all relevant information as required and is included in this document
	☐	☐	☐	     

	There is clear identification for who is responsible for all relevant aspects of the programme and its management, including maintaining the quality of the programme
	☐	☐	☐	     







	Document Requirements and Checklist

	
	Yes
	No
	N/A
	Commentary

	This submission has been updated to the new Tāmaki Programme Approval and Accreditation Document (PAD) template
	☐	☐	☐	     



	This submission uses the current version of the PAD with modifications to align with the Tāmaki PAD template*
	☐	☐	☐	     
Describe what has been done to ensure the current document aligns with the revised Tāmaki document.

	*This submission includes the last approved version of the PAD as a comparison
	☐	☐
	☐
	     



	Application documents checklist (completed prior to submission to AAC)

	☐	Memo from Head of School

	☐	Revised Programme Document (Required)
You must provide a fully marked-up programme document that illustrates all the elements of the revised programme including:

	
	☐	Marked up changes to Factual Summary

	
	☐	Completed Document Version Control table with details from the Summary of Change section above

	
	☐	Revised Programme Regulations (Required for all changes that affect regulation)

	
	☐	Transition plan (Required for all changes that affect progress of current students in the programme)

	
	☐	Learning Outcomes mapped to Graduate Profile Matrix (Required for all L/O and GPO changes)

	
	☐	Marked-up course descriptors (Required for all changes to courses)

	
	☐	Qualification specifications (New Zealand qualification document or updated Level 7-10 qualification)

	
	☐	Consultation Log

	
	☐	Teaching Staff Details

	
	☐	Staff Research Details and Plan (if required)

	
	☐	Updated External Moderation plan

	
	☐	Tripartite Agreement for placements/work experience

	☐	Programme DATA Sheet (.xlsx) 

	☐	Other Supporting Documents (As required depending on the type of programme change)

	
	☐	Completed WDC application form

	
	☐	Consent to Assess Standards form

	
	☐	Site Approval application form

	
	☐	Formal Agreement for [type]

	☐	Other Supporting Evidence (list names of documents)
[List]


For assistance with completing this application, contact the Te Korowai Kahurangi Programme Development team at TKK@unitec.ac.nz.
Completed applications and required supporting documentation are forwarded to Academic Approvals Committee AAC@unitec.ac.nz after all internal School approvals have been gained.





	Course Change Table Guidance 


The ‘description of change’ for each course that is entered into the ‘course change table’ above is copied from the version control table at the foot of each course (component) descriptor. 
The summary details all changes made for each course and will include any of the following elements:
	· Title
· Purpose/aim
· Subject code and/or course number
· Learning hours (face to face, online learning, studying, work placement/practicum, assessment activity) 
· Delivery type (semester, full-year, block, online, extramural)
· Pre-requisite, co-requisite, restriction (changes must be mirrored in programme regulations)
· Addition or deletion of inclusion in ‘other programme’ (must be completed in all affected programmes)
· Addition or deletion in an endorsement (strand, major, specialisation)
· Compulsory or elective status (for whole programme and any endorsement)
· Attendance requirements
	· Delivery methods/Teaching & learning activities (changes must align with associated document section)
· Amendment to learning outcomes (LOs) and Graduate Profile Outcome (GPO) alignment
· Content / topics
· Assessment (incl. name, type, description/content, weighting, alignment to L/Os)
· Requirements to pass assessment (incl. pass thresholds)
· Requirements for practical, workplace and education provider learning
· Learning resources (incl. specified text and reading resources)
· Unit/Achievement standards (changes must align with ‘consent to assess section of document’)


Examples:
	Course code
	Description of change

	ABCD5123
	Delete course. Replaced with new level 6 course ABCD6123.

	ABCD6123
	New level 6 course. Replaces level 5 course ABCD5123.

	ABCD6124
	Change to course name from XXX to XXX for better clarity of content. Course aim modified to align with name change and modified GPO. Learning outcome 3 active verb modified. New learning outcome 4 added.

	ABCD6128
	Learning outcome 1 & 2 active verbs modified to align with re-worded GPO’s. New learning outcome 4 added. Modify pre-requisites to read ‘ABCD5123 or ABCD6123’

	ABCD6129
	Modify pre-requisites to read ‘ABCD5123 or ABCD6123’


NOTE: A new course is created if the level or total credit value of an existing course is changed. 
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