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New Program and Revision to Program
Transition Checklist
FACULTY: _____________________________________________________________________

PROGRAM NAME: _____________________________________________________________________
	CONSIDERATIONS AND PROCESSES

	NEW PROGRAM - Transition Checklist Items
	Responsibility
	Yes
	No
	Not Required
	Comments

	1. Are timelines understood for submission of new program documentation, ie. FTALC, Faculty Board, PCAC, Senate and if applicable, Council?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	2. Have detailed transition arrangements (preferably by cohort year) been drafted for inclusion in the program documentation for PCAC consideration?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	3. Has an analysis of the current cohort been completed to establish ability for student transition to the new program?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	4. If courses are to be discontinued, there needs to be course equivalencies (credit mapping) established for teach-out. Has this been considered?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	5. Have all formal articulation agreements affected by the new program been identified, courses mapped accordingly and revised to reflect any program changes?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	6. Consideration needs to be given to how discontinued courses may impact other programs. Has appropriate consultation taken place?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	7. Will continuing students who transition to the new program be able to complete the program in the same time frame as the old program?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	8. Has the Faculty consulted with International Admissions regarding international students in the application pipeline and what, if any, impact the new program will have? Note: the Faculty will need to discuss with Newcastle International their obligations under ESOS for applicants who have already been made and accepted an offer into the current program
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	9. If a new program has been developed, has the old program been ‘disestablished’?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	10. Has the new program been approved by 1 August Commonwealth Government reporting deadline? If not, Student Administration will need to be advised so that a revision file is submitted to the Government.
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	11. Has a New Program Information Sheet been completed, including associated AHEGS information and submitted to NUSTAR via the PCAC Secretary?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	12. Has Admissions been contacted regarding UAC coding and relevant program information?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	13. If the program is to be offered to International Students, has a CRICOS code been applied for?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	14. Have students received an individualised, personalised communication which sets out the courses needed to complete their degree and/or the courses for which they have received credit in the new program or new program structure?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	15. Has credit been applied to all transferring students?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	16. Have relevant staff been communicated to in regards to the new program (Student Recruitment, Admissions and Enrolment (including ESOS), International, Gradschool, NUSTAR)?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	17. Has the Program Handbook been updated (deadline 1st October)?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	18. Has all communication to individual students been recorded on the students electronic student file, including what courses are required for completion?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	19. Has appropriate correspondence and advice been recorded via transcript text for each student where applicable?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	20. Has a transition folder been created on the shared drive for this new program? 
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	REVISED PROGRAM - Transition Checklist Items
	Responsibility
	Yes
	No
	Not Required
	Comments

	1. Are timelines understood for revision submission, ie. FTALC, Faculty Board, PCAC, Senate and if applicable, Council?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	2. Is the program Accredited? If so, are you aware of any associated timelines which may affect the revision?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	3. Have detailed transition arrangements (preferably by cohort year) been drafted for inclusion in the program documentation for PCAC consideration?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	4. Have you considered the impact the revision will have on any offshore / multi-campus offering?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	5. Has an analysis of the current cohort been completed to establish ability for student transition to the new program?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	6. If courses are to be discontinued, there needs to be course equivalencies (credit mapping) established for teach-out. Has this been considered?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	7. Have all formal articulation agreements affected by the revision been identified, courses mapped accordingly and revised to reflect any program changes?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	8. Consideration needs to be given to how discontinued courses may impact other programs. Has appropriate consultation taken place?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	9. Will continuing students be able to complete the program in the same time frame as the old program?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10. Has the Faculty consulted with International Admissions regarding international students in the application pipeline and what, if any, impact the revised program will have? Note: the Faculty will need to discuss with Newcastle International their obligations under ESOS for applicants who have already been made and accepted an offer into the current program
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	11. Have the varying student cohorts affected by the revision been identified?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	12. Have students received an individualised, personalised communication which sets out the courses needed to complete their degree and/or the courses for which they have received credit in the new program or new program structure?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	13. Has the Program Handbook been updated (deadline 1st October)?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	14. Have relevant staff been communicated with in regards to the revised program (Student Recruitment, Admissions and Enrolment (including ESOS), International, Gradschool, NUSTAR)?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	15. Has all communication to individual students been recorded on the students electronic student file, including what courses are required for completion?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	16. Has appropriate correspondence and advice been recorded via transcript text for each student where applicable?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	17. Has a transition folder been created on the shared drive for this revised program?
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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