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Proposing and Approving a New Programme (Proposer) 

Use this article to create, review and progress a new programme 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, proposal form 

and programme specification, refer to Guidance for Programme Proposals on the Quality and Standards 

webpage. 

 

This guide supersedes the earlier Part 1 Approval Process. 

Proposing a new programme 

1. On the dashboard, select the blue circular + button labelled Create academic items. 

 

 
 

2. On the Choose an academic item type page, select Programme. 

 

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-Proposals-in-Curriculum-Manager-2025-26.pdf
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3. On the Enter Programme information page, complete all mandatory fields. Mandatory fields are marked 

with a red asterisk. 

 

 

 

 

4. You can enter a Programme Concept proposal ID on this page, if helpful. This can show that early 

development work has already taken place. Information from the programme concept does not carry over 

to the full proposal. 
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5. After completing the programme information, you will be taken to the proposal main page. 

 

6. Use the workflow section to check where the proposal is in the governance workflow. Hover over each point 

to view the stage name, or use the drop-down arrow at the end of the workflow to view all stages. At this 

point, the proposal should be at the Creation stage. 
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7. Scroll down to Managed documents and select the Proposal form. Complete the proposal form. 

 

8. From the proposal main page, scroll down to the Academic Item section. Open the programme 

specification by selecting the right-pointing arrow next to the programme title and version number. 

 

9. Complete the programme academic item. This is the equivalent of the programme specification. Most 

details entered here are published in the Programme and Module Directory for current and future students. 
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10. Once you reach the Programme Approval section, select Mark as complete at the top of the specification, 

provided all fields have been completed. 

 

11. From the proposal main page, scroll down to the Attachments section. Attach the Business Case, 

Marketing Report and any other required documents. 

12. Select Manage, then either drag a file into the attachments area or click into the section to open the file 

explorer. 

 



Curriculum Manager | Help Article 
 
 

 

Curriculum Manager | General 
Page 6 

13. Select Mark as complete once the proposal form and programme specification have been completed and 

all required documents have been attached. 

 

14. A notification will be sent to the School/Institute Director of Education and Education Manager to begin the 

next stage of the process: School/Institute approval. 

 

 

Tip: It is recommended that you also inform your School/Institute Director of Education or Education Manager 

that the new programme proposal has been completed. 
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