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Process Maps To Be – Course Management UWE 
 

 

This document describes the processes of course recording and market courses To Be in the University of the West of 

England. It also describes the change management process of courses.  

The course approval process is added for an overall view of the processes involved in course management, but was not 

part of the XCRI project. Only the link between the course approval and course registration was under investigation.  
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Create New Programme 
010 Create New Programme To Be (Version 0.2)             Process Author: Head 

of QME

Q
M

E
 A

c
c
o

u
n

t 
M

g
r

F
a

c
u

lt
y
 E

x
e

c
u

ti
v
e

A
p

p
ro

v
a

ls
 M

a
n

a
g

e
r

M
 I
n

s
ig

h
tT

New programme concept process

10. Receive PDG 
outcome memo

02. Develop MIA 
proposal with Academic 

Lead

03. Review completed 
MIA

Approved for 
submission to 

UWE PDG?

04. Add comments to 
MIA

05. Prepare 
composite MIA report 

for PDG

06. Review MIA 
reports

Approved -
proceed to 

design?

No

yes

no

Outcome
Memo

01. Contact QME 
Account Manager

Proceed to MIA? Yes

No

09. Receive PDG 
outcome memo

Start

End
MIA + 

Online tools

Composite 

MIA

No

Option for PDG 

to request further 

information from 

Faculty Required 

approval ticks 

received?

If 7 approval ticks recorded proceed to 

directly to Chair for Chairs Action

Yes

Yes

Further information needed

07. MIA coded 
(UCAS / SITS/ISIS

08. Prepare and send 
MIA review outcome 

memo

Data collected

Online form Course 

Information

Dependant on new solution MIA form: either 

export MIA to Online form Course 

information or a joint form. To add 

Federation Process of partner validation and 

course strategy with partner

To liaise with SRM

 



 

7  

 

Record New Programme (MIA coded) 

010.07 Record New Programme To Be (MIA coded)
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Record new CPD course 
010.10 New CPD course Departments To Be
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Sub process to be confirmed in CPD Review project         This process is not reviewed, because it is out of scope of the XCRI project.        Version 0.3
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Record New Partner Programme (Federation and International) 

010.08 Record New Partner Programme To Be
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First Part of the Process in MIA?        International different process                                                                                                                         Version 0.4
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Record course on SITS 

010.07.03 Record course on SITS To Be
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Update and Publish Marketing information  

010.07.04 Update and publish Marketing information To Be 
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Design new Programme 

020 Design New Programme (Version 1.0) Process Author: Head of QME
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New programme design process
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Associate Dean of 

MIA outcome
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leadership and 
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05. Set up PDT 
meeting(s)

06. Prepare 
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ref. to MIA

07. Develop plan:
. Agree approach
. Allocate tasks
. Agree timeline 
linked to PDT and 
CAP schedules
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proposal (parts 

1,2,3)

09. Sign off proposal 
and notify AD

10. Sign off proposal 
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Approve New Programme 
030 Approve New Programme (Version 1.1)     Process Author: Head of QME
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New Programme approval process – may involve an extraordinary meeting of CAP and may include PSRB members  
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Publish approved courses 
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Update External Sites  
 

030.11.04 Update External Sites To Be
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Y

URL, Entry profiles, Entry 
Requirements, Course for 
publication, Mode of Attendance 
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Update ELCAS Site Update Online formUG?

Y
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course change on 

UCAS Site

N
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Add UWE URL course 
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Periodic Review 
050 Periodic Review of Curriculum (Version 1.1)            Process Author: Head of QME
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Periodic curriculum review process

01. Notify AD and 
HoD of periodic 

review

02. With QME Account 
Manager and AD and 

HoD- identify scope of 
review with reference 
to rolling 6 year cycle

03. Set up initial 
planning meeting 
(review agenda, 
meeting date, 

extended 
membership for RT)

04. Commission BIP 
for TQI quantitative 

data

05. Develop 
detailed events 

timetable

06. Set up Review 
Panel for Academic 

Board approval

07. Schedule and 
organise RT 

meetings

08. Prepare CED 
template

11. Review and sign-
off CED on behalf of 
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13. Provide 
comments to 

Reviews Manager

15. Convene 
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16. Develop a 
response to the CED 

for viewing by RP
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Not 
Approved

09. Develop CED

17. Review 
Recommendations 

Report

10. Sign Off CED
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End

18. 051 Action 
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Process

CED
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Evaluation 
Document

Impact 
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B C
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D E
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reviewed

Specify type of 
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Change programme 
070 Change Programme (Version 1.1) Under construction in QMEF update               Process Author: Head of QME
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Programme change process

Contact QME 

Account Manager 

re: Programme 

Change

Complete Impact 

Assesment

Change 

Type?
Notify CAPLow

Make Change 
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Create draft 

proposal with 
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Manager
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and Programme 

and Module 
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approved UWE 
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Account Manager
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to Impact 
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Change CPD courses 
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Receive change 
request

Re-publish course
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End process
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through 

approval?
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N
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programme

Module change?N Y
Update change 
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Change and update courses on SITS 

070.01 Change and update Courses on SITS T0 Be
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Sub process SAM/CAS 070 Change programme Version 1.0

Receive change 
request

Receive request

From SAM CAS 
process 050/070
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N
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Update and 

publish 
Marketing info

Course 
suspended or 
discontinued?

Suspended or 
Discontinued 

course

070.001 
Change CPD 

course

Annual review 

Update title on SITS 
client/republish web 

site
Y

Update prospectus 
texts

If CPD? Y

Y
N

Inform of update
Update external 

sites

Change form

Change form

End Process

Receive information 
of update
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Process?
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Start CPD
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Discontinue programme 
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Version 1.1

End sub process

Consider  
alternative courses, 

consider partners

Offer alternative 
courses this year

Change link to 
application form 
(URL Welcome 

WEB)

Flag course for next 
years roll over

Update UCAS, 
ELCAS

Make notification 
of  Discontinuation 

D

Receive Change 
discontinuation

Online form

Add remark to 
course title, change 

date publish until

Inform SRM of 
status

Receive information 
SITS update

Online form

Check applicants 
have been 

transferred, set up 
enquries

Start change 
programme

Y

Inform o fD

Decide to  
discontinue 

course

Check recruitment 
figures

Liaise with SRM 
about student 

numbers
N

Online form

Review campaign

Update XCRI feed 
flag
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Suspend programme 

070.01.01 Suspend Programme To Be
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Version 1.1

End sub process

Consider  
alternative courses, 

consider partners

Offer alternative 
courses this year

IF alternative 
course: Change link 
to application form 

(URL Welcome 
WEB)

Flag course for next 
years roll over

Update UCAS 
(suspend)

Make notification of 
Suspension 

Receive Change 
suspension

Online Change form 
(S)

Add remark to 
course title, add 

URL

Inform SRM of 
status

Receive information 
SITS update

Online 
Change form (S)

Check applicants 
have been 

transferred, set up 
enquries

Start

Y

Inform of S

Decide to 
suspend course

Check recruitment 
figures

Liaise with SRM 
about student 

numbers
N

Y

Online 
Change form (S)

Review Campaign

Sign off decision Signed off?

End process

N

Update XCRI feed 
flag
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Close recruitment programme 
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Close programme here means course is full                                                                                                                                                  Version 1.0

End sub process

Consider  
alternative courses, 

consider partners

Offer alternative 
courses this year

email

Update UCASReceive request  
Add remark to 

course title, change 
date publish until

Inform SRM of 
status

Receive information 
SITS update

Check applicants 
have been 

transferred, set up 
enquries

Start

Y

Inform of closing 
recruitment

Decide to  close 
course

Check recruitment 
figures

Liaise with SRM 
about student 

numbers
N

Only after deadline
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Maintenance and support processes 
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Roll over Publication cycle courses 

075 Roll over Publication Lifecycle Courses To Be
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Version 1.1

Start sub process

End sub process

Feb for UG, Sept for 
PG

Add new 
occurrences on SITS

Suggest remarks on 
website in title

Update title

Inform authors 

Roll over current 
intake (new IPO 
record ( batch)

Quality checks

Publish new intake

Inform AID staff

Compare IPO 
future intake to 
CBO, delete 
CBO/IPO

Track process Aug

Correct course 
listings to new year/
KIS widget UG/PG/

Year/Dep, fac

Check prospectus, 
faculty, applicant 

info

Oct/nov

Update tariff (feb)

Change default year 
on WEB

Check transition

Develop prospectus

Check  XCRI 
mandatory data on 

SITS

Check non standard 
OCA (Application) 
links, create new 
OCA links, check 
allow to publish, 

delete old 

Check course is 
running

Check validity XCRI 
data feed
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Maintenance and support data feed 
 

New processes: 

 

076 Maintenance and support Data feed To Be
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Version 1.0

Start sub process
Agree Licenses 
(SLA/SLR) with 

external web sites
Set up web metrics

Agree 
Specifications

Agree specifications

Develop specifics 
for Data feed

Test data feed

Implement data 
feed in production

Check data feed is 
running correctly- 
check validation

Manage data issues 

Manage IT issues

Plan version dates

Re-publish data 
feeds

Check data feeds, 
report issues

Plan changes

Plan re- 
development

Maintain list of 
faculties and 
departments

Maintain list of St. 
Matthias courses

Export list of Course 
group code from 

SITS

Agree specifications

Solve data issues in 
SITS

To improve XCRI messaging of 
failing validation or internal 
message via ITS

Questions: regular update or overwrite every 
time? Will there be different feeds per 

aggregator?
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Audit and reporting course information 
 

New process: 

077 Audit and reporting To Be
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Version 1.0

Manage audit trailStart process
Report issues or fix 

data issues

Manage list courses

View and print 
course information

Manage print 
options course 

information

Make reports

Manage Web metric 
results

Conversion in period
Student numbers per 
course in period

UWE Web site usage
Aggregator usage
Courses in campaigns

Print options
Overview current, forthcoming, suspended, discontinued, closed courses

Online forms and 
list
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