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Preamble:

Decisions are made from time to time regarding gkeanrationalisation and cessation
of academic courses, either as part of the quiatiprovement processes of Australian
Institute of Business (AIB) or as a result of resing considerations and student
demand. All changes to academic courses must b@\agap at the appropriate level
and notified to the relevant authority, dependingtweir nature.

Purpose:
Thisp policy and the associated procedures defieedlevant processes and guidelines
for:

e Course change

e Course rationalisation

e Course cessation

Scope:
All existing academic courses

Procedures:

1. Course change
There are two types of change, namely, those witlercustomisation guidelines of
AIB courses and those not covered by the customrsgtidelines.

1.1. Course change within the customisation guigsli

These changes include (but are not limited to¥aHewing:

a) change to course title or abbreviation

b) the introduction of new elective subjects withineaisting course;
c) the introduction of new streams within an existogrse;

d) alteration to the name or code of a subject widlmrexisting course;

1.2. Procedure for course change within the cusatioin guidelines

a) Application for approval of changes

The Director of Studies will advise the TeachingL&arning Committee (a
sub-committee of the Academic Board) of any prodas@jor course change,
in the form of a Change Proposal which will lis¢ lollowing information:

¢ what is being changed

e whenitis being changed

e why itis being changed

e how the change will affect students.



b). Approval of changes

After the Change Proposal has been reviewed byT#sehing & Learning
Committee, the Director of Studies will then subriiie proposal with or
without modifications, to the Academic Board far @onsideration.

Where the proposal is not approved by the AcaddBoird, the Registrar is
responsible for notifying all relevant parties imting the Director of Studies.

c). Action following approval by Academic Board

The Registrar will notify the Division of FurtherdEcation, Employment,
Science and Technology (DFEEST) of the major chahgesending to

DFEEST a letter from the Chair of the Academic Boahich will include a

copy of the minutes and an extract of the curricuketting out the relevant
changes.

Once approved, the Director of Studies is respdmdiy implementing the
changes, including notifying students affected by thanges, updating the
relevant management information system etc.

1.3. Course change outside the customisation aonétel

Any course change other than those set out incsedttil above are considered
major changes which require DFEEST to convene ageoAdvisory Panel to
review the proposed changes. These include:
a) alteration to the AQF category of a course
b) alteration to the overall structure of a course
c) alteration of the duration, outcomes or number ofecand elective
subjects.

1.4. Procedure for course change outside the cisdtion guidelines

a). Application for Approval of Changes

The Director of Studies will advise the TeachingL&arning Committee (a
sub-committee of the Academic Board) of any prodas@jor course change
and include the following information:

¢ what is being changed

e whenitis being changed

e why itis being changed

e how the change will affect students.

b). Approval of changes

After the proposal has been reviewed by the Tegc&ihearning Committee,
the Director of Studies will then submit the proglosvith or without
modifications, to the Academic Board for its corsation.

Where the proposal is not approved by the AcaddBoiard, the Registrar is
responsible for notifying all relevant parties imting the Director of Studies.



c). Action following approval by Academic Board

The Registrar will notify the Division of FurtherdEcation, Employment,
Science and Technology (DFEEST) of the major chahgesending to
DFEEST a letter from the Chair of the Academic Bloahich will include a
copy of the minutes and an extract of the curricuketting out the relevant
changes and submit the necessary application feonitee amendments to the
relevant curriculum.

DFEEST will convene a Course Advisory Panel to eevithe proposed
changes. The Course Advisory Panel’s findings melladvised by DFEEST to
the Registrar.

The Registrar is responsible for notifying all redat parties including the
Director of Studies of the decision of the Courskvi8ory Panel.

Where the proposal has been approved by the CAdsesory Panel, the
Director of Studies is responsible for implementithg changes, including
notifying students affected by the changes, upddtie relevant management
information system etc.

2. Courserationalisation and cessation
Course Rationalisation and Cessation occurs assult ref relevant data being
presented to the Director of Studies and the Margddivision. These include:
e reports on student statistics and demographicalatad financial reports;
e the regular Student Feedback forms
¢ information provided by the Quality Section
e input from other stakeholders.

Information from any of the above sources shouédtahe Director of Studies to
any course that may require consideration for natiisation or cessation.

2.1 Preparation of proposal

The decision to rationalise or discontinue an atitad course must be supported
by relevant quantitative and/or qualitative datd anust be made after consultation
with appropriate AIB stakeholders.

Therefore, the Director of Studies will prepareragosal which will:

a) outline the existing course

b) describe the suggested rationalisation or cessation

c) provide a justification for maintaining the statygo, including a rationale and
a proposal for the amelioration of the difficultiefich triggered the review
or provide a justification for cessation and stateithglications of the change
and the course of action.

The proposal shall normally provide evidence thatlents affected have been
consulted and that their views have been takenaatount. Where phasing out of
the course is proposed, there must be clarificatfdhe process and a description
of the options available to students. Evidencelss @aquired that there will be
arrangements to safeguard the interests of studemtently in the course. The
combining or phasing out plan shall be clearlycatated, timetabled and the
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specific arrangements for current students to cetagheir programmes must be
described.

2.2 Approval process

The proposal and supporting documentation musbheafded to the Curriculum
Committee for consideration and recommendationh® management and the
Academic Board.

The Academic Board will consider the proposal @& Director of Studies and the
recommendation of the Teaching & Learning Commijtteed will advise its
decision.

2.3 Course rationalisation

In the event that this option requires approvabpigramme changes, the process
set out in sections 1.2 and 1.4 above will be fodd.

2.4 Course cessation

Once the recommendation has been approved by théefuc Board, the Director
of Studies will ensure that:

a) the arrangements are promulgated and implemented

b) any registers, handbooks and other publicity maedare updated.

2.5 Advice to students

Students will be notified of the decision to distione a course and the process of
implementation of this decision.

Related Forms;
Nil
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Course Advisory Panel

Registrar
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