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Process Maps As Is – Course Management UWE 
 

 

This document describes the processes of course recording and market courses as presently used 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 o f 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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New Programme/New Professional course 
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Create New Programme 

010 Create New Programme (Version 1.1)             Process Author: Head of QME
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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
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design?
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Outcome
Memo

01. Contact QME 
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received?

If 7 approval ticks recorded proceed to 

directly to Chair for Chairs Action

Yes

Yes

Further information needed

07. MIA coded 
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MIA review outcome 
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Record New Programme

010.07 Record New Programme
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Version 2.0

Complete Section 
course details, 
advise set up 

Welcome WEB

Register course 
request  UCAS/
GTTR website

Return completed 
form with UCAS 

code

Receive UCAS new 
Course form

Complete SITS to 
ISIS mapping

Inform Mapping
SITS/ISIS codes

UCAS new course 
request form

Log receival UCAS 
new Course 

Request form
Send to SRM

UCAS new course 
request form
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new course request 

form
UCAS new course 

request form
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Y
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CAR (sharepoint)

UG FT?
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request form
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request form
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Start sub Process
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Record new 
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course
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spreadsheet, 
documents in different 
stages

Add to form, the 
manual update on 

course mapping table 
is later? Primary Award 

or target need to exist 
first on ISIS
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Create new 

course on SITS

Outcome MIA 
received?

Y

Track status request

N

End sub process

Review tariff,title 
research 

competition, 
validate FT/PT
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different teams

 Record 
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New Programme PG or UG-PT 

010.07.02 Record New Programme PG or UG-PT
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Version 1.0

Complete Section 
Require Web 
presence and 

standard Welcome 
WEB 

communications

Make new request 
course form

Update Form with 
course code

New request course 
Form

Create SITS to ISIS 
mapping

Track  status

New Request 
course form

SharePoint Site CDT/
spreadsheet

New request course 
form

Track  statusSharePoint site CAR

Start sub process 
from 010.07.01

End sub process
Go back to 
010.07.01

With link to online 
application (OCA link)

Inform completion 

Receive information 
of completion AID

To CAS (curriculum 
manager, student 
recruitment managers, 
student records admin 
and AID manager
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Record New Federation programme 

010.08 Record New Federation Programme
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Version 0.1

Set up programme

Receive request 
new Federation 

Course 

Complete SITS to 
ISIS mapping/add 

partner

Inform Mapping
SITS/ISIS codes

Log receival 
Federation new 
Course Request

Set up partner

Complete 
Certificate of 
Acceptance

Send to Course 
Database Team

Y
Record process on 

CAR Federation 
(sharepoint)

Federation Track status request

SharePoint CAR 
(federation)

Start

010.07.01 
Record new 
programme 

N

Y

Track status request

End sub process

End 

Arrange welcome 
web set up
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New CPD course Departments 
010.10 New CPD course Departments
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Sub process to be confirmed in CPD Review project                Version 0.2

Design CPD course

Enter narratives 
(content & prices) 

on SITS

Add this twice: per 
academic year and in 
presentation year

Add course to BBS 
short course home 

page

Add course dates to 
BBS short course 

home page

Add links for active 
courses to SITS

Update CMS web 
pages

Add credits for 
credit bearing 

modules in content/
assignment req

Add PG in Module 
specification 

Update HSC 
module DB

Add programme 
specs to CEREUS

Add to CPD Access 
DB

Upload forms and 
PDF’s

Start sub process

End sub process

IF BS? Y

IF HSC?

If CPD A?

If others? Update narratives

Email CDT
Create course on 

SITS
Mail information

Send information

Track progress Completed?
Delete mail from 

mailbox
Y

N

To prevent 
involvement M&C

Preview and 
Approve 

Update narratives

Update Narratives

Update WEB page

Update online store

Receives automatic 
email list of changes in 

eVision

WIP: to put more than 
20 HSC courses on 

SITS

Approve new 
module

RIA

Receive approval
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Record course on SITS 

010.07.03 Record course on SITS
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Version 2.0

Create course 
details on 

SITS

Create Publication 
record on SITS

Add course to ISIS

Track  status

SharePoint Site CDT 
and Mailbox CDT

Track  status

SharePoint site CAR

Email to CDT SharePoint

Check mails for 
pending actions

Start sub process

010.07.04 
Record 

Marketing 
information 

new 
programme

End Sub process

Starts with Outcome of MIA: course is 
approved for design, not validated yet
Not before UCAS process is completed

Outcome of MIA
Add also Title and 
Award level

UCAS new course 
request
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Update and publish Marketing information 

010.07.04 Update and publish Marketing information
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Track emails in CDT 
mailbox, pending 

for M&C

Receive information 
for action

Email New Course 
Information 

Request Form New Course 
Information 

Request Form

Complete New 
Course Information 

Request Form

Add course content 
to New course 
database entry 

Receive copy of 
New Course 
Information 

Request Form

Approves database 
entry

Publish website/
Mail AID 

Update UG/PG 
UCAS weblink/data 

collection site of 
course information

End sub process

New Course 
Information 

Request Form

New Course 
Information 

Request Form

Start Sub process

Put in inbox, category 
UCAS entry

Liaise with faculties 
& M&C

Face to face 
briefing, making 
texts, copyright, 

campaigns

Meet regularly with 
deans

Inform M&C of 
course details

Technical step: SITS 
exports XML, CMS 
checks Programme 
and modules specs 
available and course in 
ISIS, then 
automatically publish 
via template
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Update external sites 

030.11.04 Update External Sites 
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Update UCAS siteStart sub process Y

URL, Entry profiles, 
Entry Requirements, 
Course for publication, 
Mode of Attendance 
(FT,PT, X), Enrolment, 
Subject to Approval 

Update UCAS 
course collection 

site
UG?

Create Course on 
UCAS site

N

Add UWE URL 
course and 

narratives to UCAS 
site

End subprocess

SharePoint Site CDT 
and Mailbox CDT

Update ELCAS site
Complete and 

Archive

Cut and paste all 
information into UCAS 
Course

Check narratives 
are published

Y

N
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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

02. Notify CAM and 
Associate Dean of 

MIA outcome

04. Determine PDT 
leadership and 
membership

05. Set up PDT 
meeting(s)

06. Prepare 
template proposal 
(parts 1,2,3) with 

ref. to MIA

07. Develop plan:
. Agree approach
. Allocate tasks
. Agree timeline 
linked to PDT and 
CAP schedules
. Define PSRB role (if 
relevant)

08. Develop 
proposal (parts 

1,2,3)

09. Sign off proposal 
and notify AD

10. Sign off proposal 
and notify QME 

Account Manager

11. Final proposal 
received for 

submission to CAP

03. Setup outline 
ISIS Infrastructure 
(PT / PA / RAGs / 

RASPs)

Start

End

MIA

Proposal

PDT 

Schedule

CAP 

Schedule

PSRB 

Involved?

01. Notify PSRB EE 
Manager

Yes

No

PDT 

Schedule

Externals nomination and process 

to collect their comments / feedback

+ UWE Professional Services

1.contextual
2.programme spec
3. module spec
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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  

01. Submit proposal 

to CAP by scheduled 

deadline

02. Review Proposal 

and decide Outcome

Notification of 

Outcome 

+ Mins from CAP

03. Manage to 

resolve approval 

conditions

Approved with conditions

05. Make changes 

and sign off proposal

06. Sign off proposal 

changes

08. Publish 

programme and 

module 

specifications via 

approved UWE 

system (CEREUS)

11. Schedule 

programme revision 

date (max 6 years) 

on the PCR schedule

04. Enter 

Programme End 

Date (ISIS)

Not Approved

09. Populate new 

programme with 

Study Menus (ISIS)

Start

End

PCR 

Schedule

Proposal

NoO

10. Check and tick 

ISIS2 academic 

infrastructure
PSRB 

involved?

033 Approve 

New Programme 

– PSRB Paper 

Based

No

Chairs 

Action?
Yes

No

Prog and 

Mod Specs

07. Definitive 

Programme and 

Module 

Specifications ready
Approved

A

A

PSRB Process 

Selection

Yes

032 Approve 

New Programme 

– PSRB Stand 

Alone

A

031 Approve 

New Programme 

– PSRB-Joint

030.11 

Publish 

courses on 

SITS

Periodic Curriculum 

Review Schedule
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Publish approved courses 

030.11 Publish Approved Courses
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Remove ‘Subject to 
UWE Approval’ 

from title in SITS
Re-publish WEB siteStart sub process End Sub process

030.11.04 
Update 

external sites

Republish to UWE 
Website
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Change programmes 
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Periodic Review of Curriculum 
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 

the faculty

13. Provide 
comments to 

Reviews Manager

15. Convene 
meeting with RT

16. Develop a 
response to the CED 

for viewing by RP

6 year approval

Not 
Approved

09. Develop CED

17. Review 
Recommendations 

Report

10. Sign Off CED

20. Update and 
publish specification 

Start

End

18. 051 

Action Plan 

Sub-Process

CED

Critical 

Evaluation 

Document

Report

Recommendations 
for enhancement / 
commendations rpt

12. Circulate signed-
off CED to review 
for scrutiny and 

comment

A

A B

B C

C
14. Produce 

Summary Report 
and circulate to RT

D

D E

E
19. Update ISIS2 

with new changes
F

F

21. Check and tick 
ISIS2 academic 
infrastructure

070.01 

Update 

recruitment 

information

Review Event
RP, RT, Others
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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 RIA

Change 

Type?
Notify CAPMinor

Receive Change 

Notification

Create draft 

proposal with 

QME Account 

Manager

Changes to ISIS 

and Programme 

and Module 

specifications via 

approved UWE 

system (CEREUS)

Start

End

Proposal

Change 

Notification

A Sign-off Proposal

Approve 

major 

change?

Submit to 

Department

A

Make changes

BYes

C

CNo

B

B

RIA

Check and tick 

ISIS2 academic 

infrastructure

ISIS2 checks

Notify QME 

Account Manager

Notify CAP D

D

Major

Send proposal to 

External Reviewer

E

E Review Proposal

Feedback to the 

QME Account 

Manager

F

F

Possibly RIA to be 

removed from the 

process
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Change and update Courses on SITS 

070.01 Change and update Courses on SITS
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Sub process SAM/CAS 070 Change programme Version 2.0

Y

Receive change 
request

Mark course as 
Work in Progress in 

eVision
Inform Marketing 

End process

From SAM CAS 
process 050/070

Or direct

N

Contact SRM for 
details

Provide 
Information, 

Check applicants

New title, no 
content?

N

Change of 
content?

010.07.04 
Update and 

publish 
Marketing info

Update 
Programmes and 

Modules specs

Course 
suspended or 
discontinued?

Suspended or 
Discontinued 

course
Y

070.02 Change 
CPD course

Start at time of 
prospectus

Usually started by 
marketing at the start 

of the Prospectus 
making, AID in lead in 
only 10% of the cases 

Start CPD Approval by M&C

N

New UCAS 
request?

Y

Update title on SITS 
client/republish web 

site

010 Change 
programme

N

Y

Should not come to 
this, if CAS is in the 
lead of the change 
process

Minor changes: 
change of title, 
change of module 
title
Major: Programme 
& Module changes

Not always done
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Change CPD courses 

070.02 Change CPD courses
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Sub process to be confirmed in CPD Review process Version 1.0

Change Core details 
on SITS

Receive change 
request

Re-publish course

Receive 
confirmation of 

update
Update narratives

End process

Start
Has to go 
through 

approval?

Y

N

Approve and 
publish info

010 Create 
new 

programme

 



 20  

 

Suspend or discontinue Programme 

070.01.01 Suspend or discontinue Programme
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Version 2.0

End sub process

Consider  
alternative courses, 

consider partners

Form N S/D

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 Suspension or 

Discontinuation (N 
S/D)

Receive N S/D

Form N S/D

Add remark to 
course title

Y

Inform SRM

Receive information 
SITS update

075 Roll over 
publication 

Lifecycle 
Courses

Next Cycle?

Y

N

Closure form

Can start from 
here too, but 

should go through 
CAS

Is going to be replaced, 
Glossary problem: closed, suspended, discontinued 
differences not clear to faculties

Check recruitment 
figures

Check applicants 
have been 

transferred, set up 
enquries

Start

Review course 
recruitment

Decide to 
suspend or 
discontinue 

course

Y

N

Manage Closure 
Form via CAP
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Roll over Publication Lifecycle Courses 

075 Roll over Publication Lifecycle Courses
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Version 2.0

Start sub process

End sub process

Feb for UG, Sept for 
PG

Add new 
occurrences on SITS

Copy course block SITS 
(XIPP)

Y

Input all changes for 
next intake in 

current years copy

Suggest remarks on 
website in title

Update title

Inform authors  to 
stop update

Ask to complete 
updates for level (?) 
and then inform of 
stop?

Roll over current 
intake (new IPO 
record ( batch)

Quality checks

Update course 
narratives/mark 

record not to 
published

Publish new 
intake

Inform AID staff

Compare IPO’s

Prospectus Review

Track process/
Create copy of 

narratives

AID and M&C together

Correct course 
listings to new 

year/widget UG/
PG/Year/Dep, fac

Check courses still 
running

Check prospectus, 
faculty, applicant 

info
Update tariff (feb)

Timing problem 
update tariff and 
creation of prospectus

Change default 
year on WEB

Check transition/
Delete year 

before

Develop prospectus

 


