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Proposing and Approving a New Module 
(School/Institute) 

Use this article to create, review and progress a new module proposal in Curriculum Manager. Before you 

start, you must be logged into the Curriculum Manager.  (Test environment and Live environment)  

 

 
Detailed guidance: For detailed guidance on what to enter in the programme information page, approval 
form and programme specification, refer to the Guidance for Programme Approval on the Quality and 
Standards webpage. 
 

 

This guide supersedes the earlier Part 2 Approval Process. 

School/Institute approval of a new module proposal 

1. When a notification is received, follow the link to open the proposal main page. 

2. Review the proposal form and module academic item. 

 

https://qmuloemtest.service-now.com/courseloop/dashboard#/
https://qmuloemprod.service-now.com/courseloop/dashboard#/
https://www.qmul.ac.uk/governance-and-legal-services/media/dgls-media/quality/academic-developments/Guidance-for-Programme-Approval-in-Curriculum-Manager-2025-26.pdf


Curriculum Manager | Help Article 
 
 

 

Curriculum Manager | General 
Page 2 

3. Add feedback by selecting the speech bubble icon on the right of the relevant section. 

 

4. Add the proposal to an upcoming Education Committee agenda for discussion. 

5. Select Submit to School/Institute at the top of the page to add the proposal into the governance workflow. 
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6. Once the Education Committee has approved or not approved the proposal, record the decision in 

Curriculum Manager. 

7. Scroll down to Approval tasks and open the School/Institute endorsement task. 

 

8. To reassign the task, select Edit and complete the Assigned to field. 
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9. Select Endorse or Reject, depending on the Education Committee outcome. 

 

10. Complete the notes including the date of the committee’s decision and the name of the Director of 

Education or Education Manager. 
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11. Check the approval task. A blue tick indicates endorsement, and a red cross indicates rejection. 

 

12. If approved, select Submit to University at the top of the page. 

 

13. If amendments are required before reconsideration, select Unsubmit from the ellipses menu next to 

Submit to University. 
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14. If the proposal is not progressed, contact Quality and Standards so it can be archived. 
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