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Subject Outline Policy

1. Purpose

The subject outline is a contract between King’s Own Institute (KOI) and its students, describing the subject
and its assessment as well as setting out the requirements for students to pass the subject.

Teaching in the classroom and teaching resources on Moodle must be aligned with the subject outline.

The Vice-President (Academic) is responsible for the integrity of the subject outlines and the oversight of
teaching. Heads of Program are responsible for the management of teaching in their programs, ensuring that
subjects are current and teaching and supporting resources align with the subject outlines.

Lecturers and tutors are responsible for engaging students in current knowledge and scholarship consistent
with the approved learning outcomes in the subject outline. Subject Coordinators are responsible for
maintaining the currency of the subject, refreshing the assessment items for each trimester and responding
to feedback from students. Resulting changes are reviewed by the Heads of Program, Course Advisory
Committees and the Academic Board as explained below. Changes made as a result of student feedback
and other sources should be documented and recorded in the subject outline (if appropriate) and reported in
the Head of Program report submitted to respective Course Advisory Committee.

KOI has a systematic moderation procedure to test the standards and alignment of the learning outcomes,
the methods for assessment of the learning outcomes and the extent of students’ achievement of learning
outcomes and to ensure that its programs take account of emerging developments & technological
advancements (e.g., developments and advancements of Generative Al in recent years) and the needs of
students.

2. New subjects and major variations to existing subjects

The proposal for a new subject or a major variation to an existing subject should detail the contribution which
the subject makes to the program learning outcomes in the programs in which it is offered, the learning
outcomes for the subject, the assessment requirements for the subject, how the assessment confirms the
subject learning outcomes, the relationship of the subject to other subjects, the resources required to deliver
the subject and when and how the subject is to be taught.

All assessment tasks must be fully documented in the subject outline and should not rely on supplementary
details and marking guides on Moodle.

As listed in the Table-1, major changes to a subject include:
e Subject name or code change
e Changes to subject prerequisites
e Changes to subject level
e Changes to credit point of the subject
o Significant change to the unit overview (>50%)
e Changes to assessments that change the assessed learning outcomes
e Changes to subject Learning outcomes
e Any changes TEQSA consider as material (e.g., more than 50% change to the subject)
e Student workload

e Graduate attributes
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Table-1: Types of Changes to Subject Outline

Major Changes Required AB Minor Changes Approved by VP-
Approval Based on LTC Academic
Recommendation
Subject name or code change Subject content and structure
Changes to subject prerequisites Assumed knowledge
Changes to subject level General study and resource
requirements
Changes to credit point of the Assessment due dates and
subject assessment details
Significant change to the unit Prescribed texts and Recommended
overview (>50%) readings
Changes to assessments that change | Changes to assessments that do not
the assessed learning outcomes change the assessed learning
outcomes
Changes to subject Learning Teaching responsibility
outcomes
IAny changes TEQSA consider as Public Holiday Class Amendments

material (e.g., more than 50% change

to the subject)
Student workload Academic advising arrangements

Graduate attributes Minor editorial amendments (e.g.,
Changes to unit description/content
involvm? grammar and syntax, refining
current learning outcomes, format

(to improve clarity but not to change
learning outcomes), additional
information for students).

All subject proposals must adhere to the provisions of the Course Development and Review Policy and the
Assessment and Assessment Appeals Policy.

Proposals for new subjects and major variations require a resource assessment and proposers must consult
with the supporting service areas (e.g., Library, Academic Services and Information Technology Services)
affected by the changes.

Proposals to retire a subject also fall under this policy. Proposals to retire or replace a subject must also take
into consideration the impact on students and on other subjects in the courses in which the subject is
offered.

Proposals to retire or replace a core subject in a course must detail the arrangements to accommodate
students currently enrolled in the course. Any continuing students affected by the decision to retire a core
subject should be given a minimum of one trimester’s notice that the change will occur.

3. Approval

New subjects and major changes to existing subjects require the approval of the Academic Board based on
the recommendation of Learning and Teaching Committee while minor changes (as listed in Table-1 in
previous section) require the approval of Vice President (Academic). Wherever possible, the Academic Board
will seek and receive advice from the relevant Course Advisory Committee(s) and Learning and Teaching
Committee before the changes are scheduled to take effect. If meeting schedules make this difficult, the advice
from the Course Advisory Committee and Learning and Teaching Committee will be factored into the subject
reviews for the following trimester.

The Head of Program will report each trimester to the relevant Course Advisory Committee on the
performance of the subjects in the program and the plans for changes to subjects. The Course Advisory
Committee and Learning and Teaching Committee will provide advice on the report for the Academic Board.
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There may be circumstances where a subject requires a ‘fast-track’ process for approval, such as, where a
new subject is required to maintain course accreditation. In such cases, the proposal may be approved by
the Executive of the Academic Board and reported to the next meeting of the Academic Board.

Major changes to subjects which affect course progression (e.g., changes to the recommended sequence in
a course, changes to prerequisites, replacement of an existing subject) should be approved six months
ahead of the time at which the change takes effect to allow time for proper notice to students and
adjustment of course planning documents.

4. Stages of review and approval during each trimester

The Subject Coordinator and teaching team review their subject during the first half of the trimester. As a
general rule, major changes are considered once a year to take effect in Trimester 1. Where it is reasonable,
changes proposed for Trimesters 2 and 3 should be restricted to essential updates and minor changes (for
example, changes to assessment tasks).

The Subject Coordinator should seek the advice of the Librarian who will check the latest edition of all
proposed texts and their availability and advise Subject Coordinators where these require updating in the
Subject Outline.

The Subject Coordinator prepares a request for variations for the next trimester and sends it to the Head of
Program by the mid-trimester break. The changes should be summarised on the Subject Outline Changes
Form. Proposals for changes to a subject require a brief justification of each variation.

Proposals for new subjects are made on the same form by completing all sections.

The Head of Program discusses the proposed changes with the Vice-President (Academic) by week 9 of the
trimester. The Vice-President (Academic) approves minor changes and recommends major changes to the
Academic Board with advice from the relevant Course Advisory Committees and Learning and Teaching
Committee wherever possible.

The process is facilitated and managed by the Learning and Teaching Coordinator. Approved changes for
the next trimester must be finalised by week 12 of the trimester.

5. Distribution of the approved subject outlines at the start of each trimester

The Learning and Teaching Coordinator maintains the collection of approved subject outlines. The master file
of approved subject outlines for the current trimester is held on the Academic Drive with restricted access to
the CEO and President, Vice-President (Academic), Director of Learning and Teaching, Learning and
Teaching Coordinator and Chair of the Academic Board. Approved subject outlines for previous trimesters are
held in an archive file on the same drive.

Abridged versions of the current subject outlines are published on the KOI website annually in December to
provide information for prospective students and cross-institutional students.

The approved subject outlines should be available in Moodle in the week before the start of teaching. The
Library and Information Services Manager is responsible for uploading the approved subject outlines to
Moodle. After their publication on Moodle, the subject outlines are final and cannot be modified unless there
are exceptional circumstances which require a correction to be made.

In such exceptional circumstances, changes to subject outlines after publication may be permitted. The
changes require the approval by the Vice-President (Academic) on the recommendation of the Head of
Program. The Subject Coordinator must ensure that notice of the change is provided to all students affected
by it. Advice of the change should be provided to the Academic Board as soon as possible.
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