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Introduction

These Guidelines provide further guidance and more comprehensive information for staff that are completing a proposal to change the name of an existing academic program.  The information presented here supplements the information provided in the proposal form itself and for further information please contact the Program Approval and Entry Committee (PAEC) Executive Officer.

Please ensure that you also refer to the PAEC Program Development and Approval website which provides important information, including timelines, submission deadlines and meeting dates.

Proposals for the addition of a new program must first go through the ‘Concept Proposal’ stage.  The Concept Proposal form is available from the Forms section of the PAEC website.

Below is a simplified flow chart of the process.

 (
PAEC considers program proposal and provides feedback to proponent, Head of School and Executive Dean.
PAEC considers proposal and makes recommendation to Academic Board.
Academic Board considers proposal and submits to Vice-Chancellor and President for approval.
Vice-Chancellor and President considers proposal and approves on behalf of Council.
PAEC Executive Officer notifies stakeholders of approval.
Proponent develops full proposal and takes through School and Faculty processes of approval.
University Learning Committee* considers Concept Proposal and provides advice to Executive Dean.
Proponent develops idea to ‘concept’ stage in discussion with the Faculty PAEC representative and relevant Faculty processes and then obtains the appropriate endorsements.
)































*The University Learning Committee must consider a concept proposal for the proposed name change prior to it being considered by PAEC.



Before you start:

When developing your proposal, please bear in mind the following general points:
· The University must comply with State and Federal legislation for programs offered in Australia and with whatever relevant legislation is in place in our offshore campuses. In particular the Australian Qualifications Framework.
· Every program proposal should align with the University’s strategic direction as outlined in its Strategic Plan.
· Proposals must be compliant with all of the University’s Policies.
· The content and structure of academic programs should reflect the University’s commitment to academic excellence. For more information please visit the University’s quality website.
· The University is also committed to equity and diversity and aims to provide flexible entry pathways and modes of delivery, a range of teaching and assessment methods and an internationalised curriculum.
· Programs should be responsive to the needs of industry and community and, where relevant, meet professional accreditation bodies’ requirements.  
· Arrangements for monitoring and evaluating programs should be clear and systematic.
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	Question
	Comments / information / links

	Current full name of program(s)
	Please type the full name of the existing program.  If you are proposing a change to more than one program (e.g. a Bachelor and Honours degree; a suite of postgraduate programs (Graduate Certificate, Graduate Diploma, Master) list all names in full.

If you are proposing a change to a Bachelor degree for which there is a corresponding Honours degree, please consider changing them both at the same time.  The implementation dates can be different if you so wish. e.g. the Bachelor degree change could be implemented with effect from Semester 1, 2010 and the Honours degree change could be implemented with effect from Semester 1, 2011.  List both program names in this section and in the next section.


	Proposed new name(s)
	Please type the full proposed name of the program, as it will appear on testamurs, academic transcripts and in the Academic Program Rules.  Do not use abbreviations.

Please use the established naming convention – the name of the qualification followed by “of” for degrees, or followed by “in” for certificates and diplomas.  e.g:
Bachelor of xxx
Graduate Certificate in yyy

Naming of double or combined degrees must follow the naming convention set out in the University’s Principles for Degree Nomenclature and also the Coursework Academic Programs Policy

Levels of qualifications (e.g. Bachelor, Honours, Master, PhD) must reflect the hierarchy of educational achievement.  The Australian Qualifications Framework provides summary tables of each qualification and their characteristic learning outcomes.

Due to Department of Education, Employment and Workplace Relations (DEEWR) reporting requirements, names of qualifications must not be re-used.  i.e. if a degree has been deleted its name must not be used again for a different degree.


	Proposed abbreviated name (post-nominal)
	This relates to the post-nominal that graduates will use, for example on their business cards.
e.g.  Mr John Smith  B.Mus.; Mrs Freda Bloggs  M.Agric.Sc. Post-nominal abbreviations must be consistent with those listed within the Principles for Degree Nomenclature


	Responsible Faculty and relevant School(s) (and where relevant, Discipline(s))
	The 'responsible Faculty' has administrative ownership of the program - including admissions issues (e.g. co-ordinating information provided to SATAC), provision of enrolment forecasts, performance reporting, etc.  In the case of a double or combined degree, the Faculties involved should negotiate to decide who will be the Faculty responsible for the administrative ownership of the program.  You can contact Strategy and Planning for further information about ownership of programs and the responsibility it entails.


	Principal contact person for liaison and correspondence with central administration
	This is the person who is co-ordinating the submission of the proposal and who should be contacted to answer any questions about it.  In some Faculties this may be the Faculty Registrar/Business Manager; in others it may be the proposal proponent.


	Indicate the proposed timeline for the introduction of the proposed name.
	This is the first teaching term that enrolment in the new program will be available. To help you plan, please refer to the following: 
· publication submission deadlines (to find out when proposals must be received in order to ensure that the information about the program can be included in or deleted from the relevant publication)
· submission deadlines for each PAEC meeting.  
Please ensure that your proposed timeline for the introduction of the program is achievable, given the timelines for approval.

To maximise the benefits of the University’s advertising and recruitment efforts, and to ensure that prospective students are able to apply for current programs, the timely approval of program developments is essential.  Proposals will continue to be considered after publication deadlines and Faculties are of course able to implement their own additional marketing strategies at their own expense.  However, the Faculty must weigh up the benefits and costs of introducing a program if it is not included in a key publication or promoted at a key event.

Refer to the timelines on the PAEC website’s to find out when proposals must be received in order to ensure the program entry can be included in or deleted from the relevant publication.


	University Learning Committee?
Has the proposal been considered by the University Learning Committee? 
	A concept proposal for the change of name of an academic program must be considered by the University Learning Committee before a full proposal is submitted to PAEC. You should include the date you submitted your proposal to ULC and the recommendations made by that Committee.




BACKGROUND

	Item
	Question
	Comments / information / links

	1.1
	Rationale for program name change
	

	
	Briefly describe why it is proposed that the name of the program should change.
	What has prompted this change?  What are the advantages of this name?  You may wish to include here the context (e.g. political/economic/socio-cultural/technological factors) and any changes in employer preferences/industry needs/demographics.


	1.2
	Alignment with the University’s Strategic Plan
	

	
	Will this revision have any impact on the program’s alignment with the University’s Strategic Plan?
	Your proposal should align with the University’s strategic direction.  The highest level plan, setting the University’s overall direction and outlining its major strategies, is the Strategic Plan.  The most recent Plan is entitled ‘Building a Great Research University: The University of Adelaide Strategic Plan 2008-2012’.  There are also operational/business and financial plans at University, Divisional and Faculty levels (including the Education Operational Plan 2008-2010), and performance reports which support and inform management decision-making, including program development.

The most recent plans and reports, and a fuller description of their content and function can be found on the Strategy and Planning website.





MANAGING THE CHANGE OF PROGRAM NAME

	Item
	Question
	Comments / information / links

	2.1
	External consultations
	

	i
	Is the program professionally accredited?
	The professional accreditation body may have rules about program names - what is and is not allowed.  Please obtain their advice and endorsement of the changes before proceeding with this proposal.  You do not need to provide evidence of this to PAC but you should keep a copy for your records.

For further information about accreditation, please see the University’s Accreditation and Reviews website. 


	ii
	Is this program offered in collaboration with any external party?
	An external party operates outside the auspices of this University – for instance, external organisations (e.g. the Art Gallery of SA), professional bodies (e.g. Mining Engineering Australia) and individuals (e.g. academic staff from other universities).
A change of program name may affect contracts with external parties.  Please negotiate or inform them of the change before proceeding with this proposal.  You may also need to contact Legal and Risk.  You do not need to provide evidence of your consultations to PAEC but you should keep a copy for your records.


	2.2
	Internal consultations
	

	i
	Is this program offered as a double or combined degree with any other programs offered by other Faculties in this University?
	The change of program name may have implications for the other Faculty.  Please consult them about the change and obtain their agreement before proceeding with this proposal. You should provide a statement on this consultation as part of the proposal.


	ii
	Is the program open to international students?
	An international student is one who is NOT a citizen or permanent resident of Australia or a citizen of New Zealand.

The change of program name may affect agreements with overseas partners, or the University’s promotional activities overseas.  Notify the PVC(I) about the change and seek advice.  You should include a statement that you have consulted the PVC(I) in your proposal.


	2.3
	International arrangements
	

	
	If you have answered ‘yes’ to question 2.2 (ii) above, please confirm that the Faculty/School has consulted the International Office and the International Student Centre about the proposed change in the program name and has discussed arrangements to cater for prospective students who may have current offers under the old program name, and enrolled students who will have student visas issued under the old program name.

	Changes to a program name will impact on international students who have already been made an offer for a program (for a future intake) or who are already enrolled.  For example, it may affect their eligibility, their student visa or their sponsorship.

It is VERY important that you contact these Offices about the change.  The Manager, International Admissions in the International Office can provide further information in relation to advertising, promotion and prospective international students.  The International Students Centre can provide advice about implications for currently enrolled international students.

The University must also be very careful about advertising and promoting programs which are available to international students.  The program’s changed name cannot be used in publications, on websites, in correspondence or at events until it has a CRICOS code.  This is a legislative requirement.  The University’s International Office cannot apply for a CRICOS code registration until the program is internally accredited (i.e. the program proposal has been approved by the Vice-Chancellor and President).

Remember that some students studying at Australian secondary schools are international students on student visas.


	2.4
	Transition arrangements
	

	
	Please describe the arrangements regarding continuing enrolment and graduation for any currently enrolled students



	These arrangements will include when and how students will be advised of the changed program name and what options they will be given for future enrolment and graduation.  Please contact your Faculty Registrar/ Business Manager for more information.

	2.5
	System Set-up
	

	
	Please complete the PeopleSoft proforma to ‘Revise Program, Plan, Sub Plan’ at Attachment B.
	It is imperative that the program information in PeopleSoft, the University’s Student Administration System, is accurate and complete as PeopleSoft is the source of all program information published to DEEWR, SATAC and Degree Finder (the University’s official program web site).

All sections of the pro forma must be completed and due to the detailed nature of the information required and the need to understand system and statutory constraints in relation to this information, the pro forma should be completed by the Faculty Registrar, Program Manager or Senior Administrator.  Contact your Faculty Registrar/ Business Manager to be redirected to the person who can complete the PeopleSoft pro forma.
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