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Welcome & Introduction 

 
Welcome to this User Guide, which is designed to help you create and submit a proposal to 

modify a module for which you are responsible. For those who are new to OPAMA,  

Module Modifications is the result of the second phase of the development of a new online 

module approval process which is replacing the existing paper forms. The online processes 

are designed to enable Schools/Faculties/Institutes to reduce the the need for cumbersome 

committee processes whilst maintaining robust and auditable Quality Assurance of 

curriculum changes. SITS is updated with information immediately the modifications are 

approved, and much more information is now transferred to SITS than ever before, 

ensuring that it is the ‘gold’ source of all module data. This in turn enables us to join up the 

College’s processes of student module registration, assessment record-keeping and 

examinations processes with the certainty that changes to module information will duly be 

taken into account.  

 

Although this Guide is primarily for staff who wish to modify an existing module, it is also a 

useful reference document for anyone who is involved with the approval process, i.e. 

members and Chairs of School/faculty/Institute Education Committees/Approval Panels, 

as well as professional Quality Assurance staff; knowledge of how the form is constructed 

and the rationale behind each question will enable the  assessment of new proposals more 

quickly and with greater insight. 

 

The Project Team is keen to receive your feedback, on the usability of the system, on the 

OPAMA processes, and on this User Guide, so that we can improve OPAMA in the 

months and years to come. Please do get in touch with us at opama.support@kcl.ac.uk with 

any comments, compliments or brickbats. 

 

1. Principles of module modification 
 

Once a module has been approved, either through OPAMA or previously set up manually 

on SITS, there are Quality Assurance policies in place which govern the level of 

authorisation required to modify its content and structure. These focus on: 

 

 the degree to which the academic teaching and assessment content is to be changed 

(e.g. educational aims, learning outcomes, contact hours, introduction of new 

teaching methods, addition of field trips, placements, collaborative provision etc; or 

assessment changes, e.g. from a single unseen examination to a combination of 

coursework, online tests and a presentation) 

 the timing of the proposed changes – i.e. whether or not students have already 

selected, or had the opportunity to select, modules on the basis of information 

provided about the module’s content or assessment methods 

 

Hence, for each module, the level of authorisation needed depends on both the 

number/complexity of modifications being proposed, and also the relationship between the 

implementation year and the date the process is initiated in OPAMA. As this can lead to a 

mailto:opama.support@kcl.ac.uk
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very complex set of rules, only the simpler of these have been embedded within OPAMA 

itself and the School Quality Administrator determines the approval pathway for more 

complex proposals based on the QA rules contained in the tables in Appendices 1 and 2 at 

the end of this User Guide. 

 

2. For new users of OPAMA 
 

If you haven’t yet used OPAMA or are unfamiliar with the Student Records portal, we 

strongly advise you to read the Introductory guide to OPAMA: Before you start (available 

for download from the Module Approval section of the Quality & Academic Support 

website at http://www.kcl.ac.uk/aboutkings/quality/academic/prog/approvalmod.aspx) 

 

The remainder of this User Guide will assume at least a basic knowledge of the system. 

 

3. Overview of modification categories (Academic 

proposer’s view) 
 

3.1 WITHDRAWING A MODULE PERMANENTLY 

 

While it is not possible to delete a module from SITS, it is possible to mark them as being 

out of use and to ensure that new Module Availability records are not created in the annual 

MAV rollover task. OPAMA can be used either to mark a module as being out of use if no 

students have been registered for it for more than three years, or to signal (by means of a 

UDF on the MOD screen) that it is not to be offered again for new registrations and will be 

taken out of use permanently once any potential re-sit opportunities have passed. It is likely 

that given the portfolio reviews currently being undertaken in most 

Schools/Faculties/Institutes there may be an exercise to formally take out of use a large 

number of currently unused modules. Either an academic or the SQA can initiate a module 

withdrawal, which must be approved by the relevant Panel Chair. 

 

Note: this option should only be used if you are certain that the module will never be taught 

again; it is not necessary to use it to record what are essentially ‘suspensions’ of module 

availability due to reasons such as temporary staff absence. 

 

3.2 ‘MINOR MODIFICATIONS’ AND THE ACADEMIC CYCLE 

 

Some types of modification will normally be initiated by a member of academic staff, but 

can be authorised and actioned by an SQA alone, provided that students have not had the 

opportunity to register for the module on the basis of information which will become 

incorrect once the modification is approved.  These modification types are: changes to the 

module tutor, changes to the teaching period, and changes to the content (as opposed to 

textual corrections) of the module description. These are collectively referred to as ‘minor 

modifications’. The cut-off date after which approval for these must be sought from the 

Panel Chair has been set in OPAMA as 28 February, on the assumption that the Module 

Selection task for returning students will go live on 1 March each year.  

 

http://www.kcl.ac.uk/aboutkings/quality/academic/prog/approvalmod.aspx
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3.3 ‘MAJOR’ MODIFICATIONS  

 

Changes to a module’s structure or content are designated ‘major modifications’ and always 

require formal School/Faculty/Institute approval regardless of when they are proposed. In 

these cases, If proposing one or more major modifications you will also need to make sure 

you review, and amend if necessary, all interdependent areas of the module (see Appendix 

2). 

 

4. Accessing the modification task as proposer 
 

4.1 LOGGING IN 

 

After logging into Student Records and clicking on the OPAMA tab, select the 

option‘Modify or withdraw an existing module’  from the Modules container (Fig. 1): 

 

 
Fig. 1 

 

4.2 THE PROCESS DIAGRAM 

Having entered the task via the ‘Modify or withdraw an existing module’ option, the first 

screen shows the process of module modification and where you are within it. There are 

‘Modify or withdraw an 

existing module’ option 
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also links from here to various reference websites/contact details if you need to seek advice 

(Fig. 2) 

 

 
Fig. 2 

Click on Start process to proceed. 

 

4.3 CHECK YOUR DETAILS 

As with the new Module Approval task, the system needs to check your credentials and 

identify you and your contact details. If anything is incorrect, contact your School Quality 

Administrator as soon as possible so that your personal record on SITS can be changed (Fig. 

3): 
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Fig. 3 

Click Confirm to continue. 

 

4.4 RETRIEVING A MODULE FOR MODIFICATION 

 

 
Fig. 4 
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Q1 Please enter the module code for the module you wish to modify. 

If you know the exact module code, insert it here and tab out of the field. The module title 

will appear. Alternatively, you can input the start of the module title or code, wait for the 

filters to provide the details you need, click on the code to insert it into the field and then 

tab out. 

 

Click Retrieve module to ask the system to retrieve the module’s details from the  

 

SITS database. 

 

4.5 CHOOSE A MODIFICATION CATEGORY 

 

The module code and title are displayed (Fig. 5): 

 

 
Fig. 5 

Questions: 

1. Please select what you would like to do: Drop-down list with 3 options:  

(a) Withdraw module permanently: the intention behind this process is that the withdrawn 

module will not be needed again. It should not be used if you only wish to suspend use of a 

module for a limited period, perhaps due to the absence of a tutor on sabbatical leave. 
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(b) Update module organiser, description, and/or teaching period: These are the most 

common ‘maintenance’ fields in the SITS module records and are used to facilitate 

processes rather than change the character of the module. You should only use this pathway 

if you want to update one or more of these particular fields and no others. If you have other, 

more structural modifications to make, use the Major Modifications option which gives you 

access to all modifiable parts of the module including those included here. 

(c) Make one or more major (structural) modification(s): Use this pathway for changes 

which affect the title, character and/or structure of the module and for multiple 

amendments. 

2. From which year will the change take effect? 

You are offered only two choices: either the current academic year or the next academic 

year (the dropdown defaults to the latter option) - referring to the Module Availability 

(MAV) academic year. Most modifications will be made to information related to the MAV 

record which is versionable and thus different information can be stored relating to specific 

years. In order to simplify the uploading to SITS of modified information, it will only be 

possible to modify an existing MAV -  the system will not permit a proposer to proceed if 

there is no MAV to modify; if this is attempted a new screen with the following message 

will appear (Fig. 6): 

‘This Module has no availability for the implementation year you have selected, therefore 

modifications cannot yet be made for that year. Please try again after Module Rollover has 

taken place (normally January) or contact your School Quality Administrator.’ 

Please discard this request using the button below. This will return you to the OPAMA page 

where you can modify another module.’ 

Thus it is assumed that all modifications through OPAMA for implementation the following 

academic year will take place after the creation of the following year’s MAV records, 

normally in January of the preceding academic year. 

 

You should remember that structural modifications to a module should only occur prior to a 

student registering on it.  If the module has students registered on it, or the module has 

commenced, then the modification has to be implemented in the following year. 

 

If for some reason the system flags that there is no MAV for the appropriate year and annual 

MAV rollover has taken place, you will need to contact either OPAMA support or a 

member of staff with the authority to create a one-off MAV. 

 

3. Mandatory check box 

 

In order to comply with QA requirements, all proposers are required to acknowledge that 

they or their department are responsible for ensuring that there will be no detrimental 

impact on students who may have already selected, or be in the process of selecting, their 

modules for the following year on the basis of information which will be modified by the 

proposal. 
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When you have selected your modification pathway, year of implementation, and checked 

the box, click on Save and continue to proceed. 

We will now go through the process screens for each of the modification pathways in turn. 

5. Withdraw a module permanently 

5.1 SELECT OPTION 

Select the appropriate option from the drop-down menu in Fig. 5 and click 

Save and continue                                         

5.2 VIEW AVAILABILITY   

The next screen givens you the opportunity to look at the recent history of the module 

(Figs. 6  and 7), in terms of numbers of students who have been registered on it: 

 

Fig. 6  

                                                                                                       

Click here to view 

module history 
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Fig. 7 

You can see from this example that the module has been taught and examined during the 

past three years and that therefore even if you wish never to offer it again it will need to be 

available for resit (in this case twice, since it is a level 4 module) by students for up to three 

years following the most recent year of registrations. However, through the OPAMA 

process you can mark it for withdrawal and ensure that it is not offered again to new 

students. 

 

5.3 RATIONALE AND IMPACT 

 

Use the free text box to give the reason(s) for withdrawing the module and also note the 

impact, if any, on the structure of any programmes for which the module is core, 

compulsory or in other ways dependent (e.g. as a pre-requisite). 

 

When you have finished, click Save and continue. 

 

5.4 THE SUMMARY REPORT AND PROPOSER OPTIONS 

 

The next screen (Fig. 8) shows a summary of your proposal: 

 

Recent history of the module, 

including student numbers 

registered on it 

Reasons for withdrawal and 

impact on programmes go 

here 
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Fig. 8 

 

Before submitting the proposal, you can have an pdf of the summary report emailed to 

yourself. You can use this option to confer informally with others, including the SQA and 

Chair, or your Departmental Teaching Committee (or equivalent) before making a formal 

submission.  

 

Options: 

 

Click on ‘Back’ to re-enter the proposal and amend the rationale 

Click on ‘Discard and exit’ if you decide not to go ahead with the withdrawal proposal 

Click on ‘Save and exit’ to store what you’ve done so far but not yet submit it to the School 

Click on ‘Send withdrawal request’ to submit the proposal to your School/Faculty/Institute 

approval processes 

 

5.5 YOUR ROLE AS PROPOSER 

 

Finally, you are asked to identify your role so that the Panel Chair and SQA know that you 

have the authority to make the request (Fig. 9): 

 

Summary report showing year of 

implementation, recent history 

and rationale/impact text to be 

submitted 

Click to send pdf 

to yourself 
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Fig. 9 

Click Confirm request to submit the proposal.  

 

5.6 EXIT OR MODIFY ANOTHER MODULE  

The ‘Thank you’ screen acknowledges that your proposal has been submitted, and invites 

you either to return to the start of the process to modify another module, or to exit OPAMA 

(Fig. 10). Once the process is complete you will be advised of the outcome by a system 

email. 
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Fig. 10 

 

6. Update module organiser, description and/or 

teaching period (aka ‘Minor’ modifications) 

6.1 SELECT OPTION 

Select the appropriate option from the list (Fig. 5); then click  Save and continue 

 

The following screen will appear (Fig. 11): 
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Fig. 11 

‘Minor’ modifications has been set out as a series of 3 sections to be worked through in turn. 

 

6.2 SECTION 1:  TEACHING PERIOD CHANGES AND ASSOCIATED MODULE TUTOR CHANGES 

 

Q1: Do you wish to delete or replace an existing teaching period, and/or create an additional one? 

Choose Yes or No – and click Save and continue 

 

If ‘no’ you are taken straight to Q2 (i.e. you don’t wish to change the teaching period at all) 

 

If ‘yes’ the relevant year’s current teaching period is displayed (Fig. 12): 
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Fig. 12 

Q2 – Current teaching periods:  

Please mark for deletion any teaching periods that are not required in the selected year. If you 

make a mistake you can reinstate the slot by clicking the button again. Then click ‘Save and 

Continue'. 

 

If you want to replace the current teaching period (e.g. from SEM1 to SEM2, or SEM1 to 

SY) you must also delete the existing one by clicking on the Delete/Restore button. Only if 

you want to add to the existing teaching periods (e.g. from SEM1 only to ‘SEM1 and 

SEM2’- i.e. the course will be taught twice instead of once in the year) will you leave the 

existing teaching period in place. 

 

Clicking the ‘Delete’ button marks the record for deletion by changing the ‘N’ in the 

‘Marked for deletion’ column to ‘Y’. (Clicking again will reverse this process.) Then click  

Save and continue to proceed. The screen enabling you to add a new slot appears (Fig. 13): 

 

Existing teaching period displayed; to 

switch to another period from SEM1, 

first click Delete to change the ‘N’ to 

‘Y’, indicating that this record should 

be deleted on SITS 
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Fig. 13 

 

Q3 - Add new teaching period 

 

Please select the new period slot(s) you would like to create, and click ‘Add’ for each selection. If 

you make a mistake you can delete your selection and replace it with another period slot. 

 

[Drop-down list of teaching periods; select one to replace the existing slot] 

 

Q4 Please amend the tutor if required [module tutor of existing teaching period record is 

displayed; can be changed by either inserting the new tutor’s PRS code or by slowly typing 

the first few letters of their surname until the system finds the staff member’s name and 

code. Tab out of the field once you have found the correct code and name.] 

 

This option allows you to change the module tutor to be attached to the new teaching 

period. If the module tutor is remaining the same, do not amend this field.  

 

Once you are happy with the new teaching period AND the module tutor for the 

implementation year, click ‘Add’ to list the details which will be uploaded to SITS to 

replace the existing period, as shown in Fig. 14 below. You can then repeat the process to 

add surther period slots if needed. 

To add a new 

teaching period, 

select the new slot 

from the drop-down 

If the tutor is changing too, replace the 

existing code with the new one, and then 

click ‘Add’ 
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Fig. 14 

 

You can then add the reason(s) for changing the teaching slot and, if applicable, the tutor, in 

the text box provided – then click Save and continue to proceed to Section 2 of Minor 

Modifications. 

 

 

6.3 SECTION 2 : CHANGING MODULE TUTOR ON AN EXISTING TEACHING PERIOD 

 

The next screen (Fig. 15) shows a similar format to the first question in Section 1: 

 

Put the reasons for the 

changes here 

New teaching period 

and tutor info listed here 
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Fig. 15 

 

Q1: Do you wish to change the module organiser for an already-existing teaching period? 

 

Choose Yes or No from the drop-down list, and click ‘Save and continue’. 

 

Choosing ‘No’ will take you straight to the third section (Change Module Description) 

If you choose ‘Yes’, the existing record for the implementation year will be displayed (Fig. 

16), showing the existing Teaching Period and the existing Module Tutor’s code and name. 

 

Tip: in the vast majority of cases, you will only need to use EITHER Section 1 OR Section 2. The 

only time when you may need to say ‘Yes’ to both questions is if you are both adding a teaching slot 

to an already existing one (i.e. not replacing it) AND need to change the tutor on both the existing 

record and the additional one. 
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Fig. 16 

In this section you are only able to edit the module tutor – which you do by clicking on the 

‘Edit’ button on the right-hand side of the record, which takes you to a new screen (Fig 17) 

on which you can overwrite the existing module tutor’s code with that of the new one. As 

before, iof you know the new tutor’s PRS code you can type it in directly; otherwise you 

can search by both code and name by typing (slowly) the first letters or digits and letting the 

system locate the record you are looking for. 

 

Click to enter the ‘change 

module tutor’ page 
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Fig. 17 

Click on Save and continue to display the amended record, together with the ‘Reasons for 

change’ text box on which you should add the rationale for the change (Fig. 18): 

 

Fig. 18 

Add the code of the new tutor 

and tab out of the field to save 

the name 

New tutor’s name displayed on 

existing teaching period record 

Rationale for the change 
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Click Save and continue to proceed to Section 3 of ‘Minor Modificatios’. 

 

6.4 SECTION 3: UPDATING THE MODULE DESCRIPTION  

Here is a snapshot of the first question (Fig. 19): 

 

 
Fig. 19 

Q1 Do you wish tochange the module description? 

 

Choose either ‘Yes’ or ‘No’ from the drop-down list and click Save and continue 

 

Choosing ‘No’ will take you to the directly to the summary report for Minor Modifications. 

 

Choosing ‘Yes’ reveals an editable text box containing the text currently held in the MDS 

(module description) tables on SITS (if it’s blank it means that no information is currently 

held) – see Fig. 20 below. 
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Fig. 20 

The information you put here should be a concise general description of the module which 

will be useful to students when choosing their modules. It is the text displayed to students 

making their module selections online, and may in the future be used to populate web pages 

such as online departmental handbooks and the online Prospectus. 

 

This field is more likely than most to need regular updating since it will be the means by 

which other changes, e.g. to the assessment pattern, are brought to the attention of students. 

 

Note: When completing or changing text in this field please take care to avoid the use of 

ampersands (&), double quotation marks (“”), or bullet points, as the system mistakes these 

symbols for computer code and your text will not be uploaded to SITS, or be visible to 

others in the approval process. 

We recommend you use: ‘and’ instead of ampersands 

                                            single quotes (‘’) instead of double quotation marks 

                                            dashes (-) or numbers (1,2,3) instead of bullet points 

to ensure that the information is uploaded properly. 

                                           

 

 

When you have finished, click Save and continue 
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6.5 THE SUMMARY REPORT 

 

You have now completed all three sections so the final ‘Save and continue’ takes you to a 

summary report which contains the original information, the new data or text, and the 

rationales for each change. This is the information which will be seen by the SQA and the 

School/Faculty/Institute Approval Panel Chair during the approval process (Fig. 21). 

 

 
Fig. 21 

If you only needed to complete one or two of the sections, rather than all three as shown 

above, the report will reflect this and only show the sections you amended. 

 

6.6 PROPOSER OPTIONS 

 

You can choose now to take the process offline (e.g. if your modification proposal needs to 

be passed by a departmental teaching committee prior to submission to the 

School/Faculty/Institute formal process) by having a pdf of the report sent to yourself  

return to the proposal to edit any part of it, or you can submit the proposal to formal 

scrutiny by clicking Submit  

 

 

 

 

Proposal summary can be sent offline for 

scrutiny by others (1); you can edit your 

proposal (2), or you can submit the 

proposal to the School/Faculty/Institute 

approval process(3). 

1 

2

  1 

3 
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6.7 EXIT OR MODIFY ANOTHER MODULE 

 

The ‘thank you’ screen (Fig. 22) acknowledges the submission of your proposal and allows 

you now either to return to the beginning to modify another module, or to exit the task 

completely. Once your proposal has been through the approval process you will be notified 

of the outcome by email. 

 

 
Fig. 22 

 

 

7. Make one or more major (structural) modifications 
 

7.1 SELECT OPTION 

 

Select the appropriate option from the list in Fig. 5, read  the on-screen text and check the 

mandatory declaration box, and click Save and continue 

 

The following screen will appear (Fig. 23): 
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Fig. 23 

The screen shows a list of the sections of module information available to edit. It includes 

those in the ‘minor’ modifications category in order that you can submit a combination of 

minor and major modifications for the same module in one proposal. If you do this, the SQA 

will direct the whole proposal down the highest-level authorisation route required by any 

part of the proposal. For example, if you submit a proposal containing changes to the 

module organiser (minor change) and the method of assessment (major change), the whole 

proposal will be routed to the major modification approval pathway. 

 

7.2 MODULE INFORMATION DEPENDENCIES 

 

In the major modification category it is important to remember that an amendment to one 

section of the module information will automatically have consequences for others. An 

obvious example is changing the credit value of a module; this can only happen if there are 

changes to teaching and assessment volume, therefore the Approval Panel would expect to 

see changes to the sections dealing with Study hours and methods of assessment. You would 

also need to check whether, as a result of those changes, there is any effect on the Teaching 

Aims or the Learning Outcomes. And finally, you might well wish to amend the description 

that students will see on the online Module Selection Task. 

 

The dependencies which must be taken into consideration in the approval of module 

modifications are listed in Appendix 2 of this Guide. 

Click here to see the information 

currently held on SITS for this 

module 
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7.3 INFORMATION CURRENTLY HELD ON SITS – IMPORTANT NOTE 

 

Prior to OPAMA, only some of the information captured on the old paper forms was 

transferred to SITS and therefore at present there will appear to be many gaps in the data 

that is pulled from SITS. Therefore, if you are making a wholesale reform of the module it 

would probably be best at the moment to obtain a copy of the current MAF to use as your 

definitive reference point. 

 

A report showing the current information held on SITS is available in the Major 

Modifications section of OPAMA. You can access this by clicking the hyperlink at the top 

of the edit screen (as shown in Fig. 23 above). This opens in another window so you can 

keep it open for reference while you make your changes. 

 

The OPAMA project is currently arranging for the Educational Aims, Learning Outcomes 

and (where available) Module Descriptions to be gathered from the paper forms and 

uploaded to SITS; it is expected that these will be available by the end of 2014. 

 

Assessment patterns: for some Schools/Faculties/Institutes, the information currently on 

SITS with regard to assessment information will be particularly inaccurate since a default 

coding of ‘100% Examination’ was originally set up for all modules. From now on, new 

modules set up via OPAMA will have the correct assessment splits as supplied by the 

module proposer and accurate information will be available for these modules if they need 

to be modified later. The College will be moving over the next period to recording multiple 

assessments on SITS for all modules and at this point all recorded assessment patterns on 

SITS will need to be reviewed and updated. 

 

7.4 EDITING SECTIONS 

 

Proposals for Major Modifications are made by entering the section(s) you wish to modify, 

making the necessary changes, and saving them. Each time you save a change you will 

return to the edit index page and the section you have edited will show a green tick to 

indicate that it has been visited (information not necessarily changed, but at least reviewed). 

 

7.4.1 SECTION 1: MODULE TITLE, CREDIT VALUE, AND ORGANISER 

 

You can edit this information by replacing the existing values with new ones (see Fig. 24): 
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Fig. 24  

 

Q1 Module title: You can edit the existing title or delete it and add a new one. 

 

Q2 Module organiser: Delete the existing code and either add a new one if you wknow it, or 

search by entering the first characters of either the code or the member of staff’s surname 

until the system finds the name you’re looking for – then click it into the field and tab out of 

the field to make sure the name is displayed correctly 

 

Q3 Number of credits: Select the new credit value (if applicable) from the drop-down list. 

 

Please complete the ‘Reasons for Change’ text box with the rationale for any changes; this is 

needed in order for the Approval Panel to make an informed decision on the changes. 

 

When you have finished, click Save and continue  

 

This will save your new version of the information and return you to the editing index page. 
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7.4.2 SECTIONS 2-4: EDUCATIONAL AIMS, LEARNING OUTCOMES AND MODULE 

DESCRIPTION 

 

These 3 sections are laid out similarly, with an editable text box containing the information 

currently held on SITS (Fig. 25 shows the Educational Aims screen): 

 

 
Fig. 25 

To amend the information edit the existing text or add new text as appropriate; add your 

reasons for change in the text box below the editing pane, and click Save and continue to 

return to the index page. 

 

Note: When completing or changing text in this field please take care to avoid the use of 

ampersands (&), double quotation marks (“”), or bullet points, as the system mistakes these 

symbols for computer code and your text will not be uploaded to SITS, or be visible to 

others in the approval process. 

We recommend you use: ‘and’ instead of ampersands 

                                            single quotes (‘’) instead of double quotation marks 

                                            dashes (-) or numbers (1,2,3) instead of bullet points 

to ensure that the information is uploaded properly. 
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7.4.3 SECTION 5:  DEPARTMENT CONTRIBUTION – CURRENTLY NOT IN USE 

 

This section is currently hidden from view in OPAMA due to some mapping issues. The 

section will be made live as soon as these issues have been resolved, and appropriate 

guidance will appear here at that time. If in the meantime you need to modify the 

departmental teaching split for your module, please contact opamasupport@kcl.ac.uk for 

advice. 

 

7.4.4 SECTION 6: CONTACT TIME, HOURS OF STUDY, E-LEARNING 

 

This section will very likely be blank (see Fig. 26) since no information on study time is 

currently held on SITS. However, the information is being stored for any module approved 

via OPAMA and will be captured systematically in future and modified when appropriate 

to provide accurate data for the Key Information Sets (KIS) as required by HEFCE. 

 

 

 
Fig. 26 

 

Q1 Please indicate the exact number of hours for each activity to give an overall picture of the 

workload a student taking the module would be expected to undertake. Students should be clear as 

to what they can expect regarding contact time with staff, and the expectation that the 

mailto:opamasupport@kcl.ac.uk
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programme has of its students as independent learners. Apart from placements and self-guided 

learning it is expected that the others are all taught sessions. 

 

Please complete the table as appropriate. Note that the hours must add up to no less than the 

notional standard for the credit value of the module (e.g. 150 hours for a 15 credit module; 

300 hours for a 30 credit module etc.). If your modification proposal includes a change to 

the credit value please take care when inputting this information  that the total value is 

appropriate for the modified credit value of the module (i.e. please ignore the red warning if 

it isn’t appropriate since it applies to the module’s existing credit value). 

 

Q2 Please describe any e-learning component(s) used in this module (Max 150 Characters) This 

information was not previously held on SITS and therefore any change should be made by 

reference to the original paper form. 

 

Remember to add the reasons for change in the text box provided. To help the approval 

panel you should provide a note of the original details where there were none on SITS. 

 

Then click Save and continue 

 

7.4.5 SCTION 7: MARK SCHEME AND ASSESSMENT DETAILS 

 

Despite its name, the purpose of the first page of this 2-screen section is to allow you to 

indicate if there has been a change in the re-assessment method of this module, NOT  to 

enable a change to the marking scheme (the marking scheme is generic to the type of the 

module and therefore would require the whole module to be re-worked and have a different 

code). You can, however, indicate if the re-assessment type has changed from standard to 

‘alternative’ or vice-versa (see Fig. 27): 
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Fig. 27 

The module assessment pattern can be modified by accessing the second page of this 

section. First, click Save and continue 

The second page will then display (Fig. 28), showing the existing module assessment 

pattern as held currently on SITS (see the note on assessments in 7.3 above). 
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Fig. 28 

If current information says ‘100% examination’ it could be the default data rather than the 

‘real’ existing information, so please refer to the original MAF or your Department’s QA 

records to make sure. If the ‘real’ current assessment pattern is different from that which you 

see on the screen, it would be a good idea to make a note now in the ‘Reason(s) for change’ 

text box to explain what the real change is. 

 

In order to ensure that SITS will have the correct modified information in future, do the 

following: 

 

First, delete the existing pattern by clicking Delete on the right-hand side. Then answer the 

following questions for each of the elements of the assessment pattern: 

 

Q1 What type of assessment is this? [choose the first element of the pattern from the drop-

down list] If one of the elements is an examination scheduled by the Examinations Office 

please put it at the top of your list as this makes it easier for examinations staff to find. 

 

Q2 Please give this assessment element a title [for example Unseen examination, 1500 word 

essay etc.) 

 

Q3 Percentage of the final module grade (to be recorded in SITS) The total percentage of all 

elements when added together must equal 100. 

Delete existing record 

Complete the series of questions for each 

assessment element, and click ‘Add’ 
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Q4 (only appears if the assessment type is examination): What is the length of the examination? 

Choose from the drop-down list. Note: if this is to be an examination scheduled by the 

Exams office during the established examination periods (January, May, or September) the 

duration of the exam can only be either 1.5 hours, 2 hours or 3 hours (as agreed by College 

Assessment Board in 2013). You may choose other durations if the Examinations office is 

not responsible for scheduling the exam. 

 

Q5 (only appears if the assessment type is examination): When is the examination period?  Again, 

if scheduling the examination is the responsibility of the Examinations Office, the only 

permitted periods are January, May or September (resits). You can choose a different period 

if the Examinations Office isn’t responsible for scheduling. 

 

Q6 Is there a qualifying mark? Insert a qualifying mark if different from the normal marking 

scheme pass mark. 

 

Once you have answered all the appropriate questions, click on ‘Add’ to start the 

assessment element list. Repeat for all other elements, ensuring that the total of the 

percentages is 100. 

 

Next, note the rationale for any change to the type and/or volume of the assessments in the 

text box provided, remembering to include, if the original information displayed was 

inaccurate, a note of the ‘real’ information that you have modified so that the Approval 

Panel members have the information they need.  

 

When you have finished, click Save and continue 

 

7.4.6 SECTION 8: TEACHING PERIOD 

 

The current teaching period record will be displayed (Fig. 29): 
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Fig. 29 

Q1 Please select the type of change from the drop down list [the options are either to delete or to 

add teaching period slots] 

The rules for managing teaching periods are dealt with fully in the ‘Minor Modifications’ 

section of this Guide. In order to ‘change’ the period slot it is necessary to delete the first 

and replace it with a second one. Only leave the existing record undeleted if you want it to 

be used as well as an additional slot 

 

Example: In order to change (existing) SY (standard year) to, say, Semester 2 only, do the 

following: 

 

 Choose ‘Delete one or more period slots’ from the drop-down list. As this is the 

default choice, you’ll already have seen the slot to be deleted displayed below the 

drop-down 

 Click on ‘Delete’ to the right of the old record. This will change the ‘N’ marker in 

the ‘marked for deletion’ column to ‘Y’ 

 Now choose the other option from the drop-down: ‘Add one or more period slots’ 

 Select the new period slot from the drop-down list and click ‘Add’ 

 You can add another slot if you wish or, if you’ve made a mistake, you can delete 

the newly added slot and add another one instead, e.g. Semester 1 

 Type the reason(s) for changing the slot in the text box provided 
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 Click Save and continue 

 

 

7.4.7 SECTION  9: STUDY ABROAD AVAILABILITY 

 

In this section you can amend the availability record for study abroad students. If you are 

opening up a module to Study Abroad students for the first time, change the existing record 

to ‘Yes’ and answer the questions that follow about recruitment and assessment (Fig. 30): 

 

 
Fig. 30 

 

The information provided here is intended to help the Marketing Team and is not currently 

held on SITS. However, Chair’s approval is needed for the change, so the reasons for any 

change should be recorded in the text box provided. 

 

Click Save and continue to return to the index page. 

 

7.4.8 SECTIONS 10 AND 11: EXTERNAL PROVISION AND DELIVERY (DETAILS & 

MONITORING) 

 

Use these sections if you wish to record the fact that a new partnership or off-campus study 

arrangement has been agreed for this module, or if an existing arrangement has now 
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terminated. Note that this information has not previously been held on SITS so the current 

record will be blank (Fig. 31) even if collaborative arrangements exist now. 

 

 

 
Fig. 31 

Work through the questions on the page – more questions will appear if you choose ‘Yes’ 

from either of the main drop-down lists. Information is gathered here as to the address and 

contact details of external providers. In the ‘reason(s) for change text box add the benefits of 

the external provision as they apply specifically to this module. 

 

You should also upload here any new agreements which cover the external provision, so 

that there is a full audit trail of collaborative provision paperwork attached to the module. 

 

When you’ve finished, click Save and continue to return to the index page, and from there, 

go into Section 11 (Monitoring), where you will find the following screen (Fig. 32): 
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Fig. 32 

In this editable text box you should provide details of the monitoring arrangements for any 

new partnership you have specified in the preceding section. You can also provide details of 

useful websites (type any url in full, i.e. including http:// before www and the web address, 

e.g. http://www.bbc.co.uk so that it can be opened during the proposal scrutiny process. 

 

When you have finished, click Save and continue to return to the overview page. 

 

7.4.9 SECTION 12 – ETHICAL APPROVAL 

 

You will only need to use this section if a module which previously didn’t require ethical 

approval now needs it, for example if you are adding field work involving interviews. 

Ethical approval is obtained via the College’s processes; we only record on OPAMA (and 

hence on SITS) the fact that approval was obtained, and the evidence for this. 

 

The screen looks like this (Fig. 33): 

 

http://www.bbc.co.uk/
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Fig. 33 

You are asked to upload evidence that approval has been obtained. For the modification 

approval process please also supply an explanation of why the module now requires ethical 

approval and the added value that the activity which has triggered this need will bring to 

the module. 

 

Links are provided to the College’s ethical approval web pages. 

 

When you have finished, click Save and continue 

 

7.4.10 SECTION 13 – RELATIONSHIPS TO MODULES 

 

See Fig. 34 below: 

 

Browse for, and upload, your evidence 

that ethical approval has been given 

Provide the rationale for the 

introduction of the element of 

the module which requires 

ethical approval 
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This final section enables you to note changes to the dependencies between modules, e.g. to 

note whether the module is becoming a prerequisite for another, or cannot be taken with a 

particular module. Since none of this information is currently held in SITS you will also 

need to provide details of the original relationships in the ‘Reasons for change’ field. Use this 

option also if you want the Approval Panel to note any change to the module’s position with 

regard to programmes of study, e.g. becoming, or ceasing to be, a core or compulsory 

module for particular degree programmes. 

 

Note: The management of module relationships (both within programmes and between 

modules) is being dealt with in the development of OPAMA Programme Approval and 

Modification so that they can be recorded on SITS by programme; therefore it is intended 

that Section 13 will only be available on a temporary basis. If the modules you are looking 

for are not in the drop-down lists for the category of dependency you are modifying, please 

just use the free text box to provide this information (expand the text box if necessary by 

dragging the bottom right-hand corner). 

 

When you have completed the section, click Save and continue 
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7.5 REVIEW CHECKLIST 

 

Once you have made all the modifications you wish, the overview screen (Fig. 34) will 

indicate those sections you have visited/reviewed and exited by clicking Save and 

continue. The ticked sections will be included in the summary report. 

 

 

 
Fig. 34 

Click Save and continue to move on.  

 

7.6 OVERALL RATIONALE AND SUPPORTING DOCUMENT UPLOAD 

 

You have a final opportunity in the next screen (Fig. 35) to provide any over-arching 

information for the Approval Panel and upload any supporting documentation – e.g. a 

curriculum review document, or an updated teaching plan. 
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Fig. 35 

You are also asked to confirm (mandatory tick box) that you have reviewed all the 

necessary dependent sections of the module, as discussed in 7.2 above and Appendix 2. 

Click Save and continue to access the summary of your modification proposal. 

 

7.7 THE SUMMARY REPORT AND PROPOSER OPTIONS 

 

The summary report displays the sections you’ve reviewed and the changes you’ve made; 

see Figs. 36 and 37 (if you have only visited/amended one or two sections, the summary 

will of course be a much shorter document than that illustrated here):  

 

Use this space to provide an 

overall rationale for multiple or 

complex changes 

You can upload supporting 

documentation (max. 1 Mb) 

Tick here to confirm you 

have reviewed all 

dependent areas 
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Fig. 36 

 

Beginning of the summary report showing the 

existing and new information (if applicable) in 

each section which was visited/reviewed by the 

proposer 

End of the summary report with options 

to email a pdf of the summary to yourself 

(1); re-enter the editing screens (2); save 

without submitting (3) or submit the 

modification proposal (4) 

1 

2 

3 

4 
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Fig. 37 

At this point you have 3 options: 

 You can email a pdf of the summary to yourself for use in offline discussion or 

scrutiny by a department teaching committee 

 You can re-enter the task and make further amendments to any section 

 You can save and exit without submitting the proposal 

 You can submit the proposal by clicking ‘Submit changes’ 

7.8 TASK COMPLETED 

The ‘thank you’ screen (Fig. 38) acknowledges the submission of your proposal, and offers 

you the choice of returning to the beginning to modify a different module, or exiting the 

system. You will be notified by email the outcome of your proposal once it has been through 

the Approval Panel process. 

 

 

 
Fig. 38 
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Appendix 1 

 

OPAMA module modification categories and approval pathways 

 

Four categories of module modifications have been defined in OPAMA. These are based on 

the authorisation levels needed to approve them. The table below shows the approval 

pathway for each category assuming that the modification is to take effect in the following 

academic year: 

 

Cat. 

No. 

Category title in OPAMA Initiated 

by User 

Initiated by 

SQA 

Approval pathway 

1 Withdrawal   UserSQAChair 

    SQAChair 

     

2 Update module organiser, 

description and/or teaching 

period (aka ‘Minor’ 

modifications) 

  Proposal in OPAMA before 1 

March:  

UserSQA 

Proposal in OPAMA from 1 

March: 

UserSQAChair 

    Proposal in OPAMA before 1 

March: 

SQA only 

Proposal in OPAMA from 1 

March: 

SQAChair 

     

3 One or more major 

(structural) modification(s) 

  UserSQAPanelChair OR 

UserSQAChair (see 

Appendix 2) 

    SQAPanelChair OR 

SQAChair (see Appendix 2) 

     

4 SQA Quick Update (textual 

corrections in Module 

Description, Teaching 

Aims, and Learning 

Outcomes fields only) 

X 

(option 

not 

visible) 

 SQA only 

     

 

Note:  If a module requires multiple modifications, users are recommended to put them all 

through the process with the highest authorisation requirement. So for example if it is required to 

modify the Module Tutor, the Period Slot and the Assessment Pattern, you should modify all three 

through the Major Modification process. 
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Appendix 2 

 

Major/multiple modifications: Interdependencies and approval pathway details 

 

For multiple modifications, check which sections have been modified. If any of them require Panel scrutiny you should send the entire proposal to the 

relevant Panel members. If all of them can be approved by Chair’s action the proposal may be routed to the Chair only. 

 

Step 

no. 

Section title 

on OPAMA 

Sub-section to be 

modified in OPAMA 

Interdependent (must also 

be amended) 

Interdependent (must also 

review to ensure 

consistency) 

Approval pathway 

1.1 Module title, 

credit value 

and organiser 

Module title  Educational aims 

Learning outcomes 

Module description 

Panel 

1.2  Credit value Contact hours 

Assessment details 

Educational aims 

Learning outcomes 

Module description 

Panel 

1.3  Module organiser   Chair 

2.1 Educational 

aims 

Educational aims (content 

change) 

 Learning outcomes 

Module description 

Chair 

3.1 Learning 

outcomes 

Learning outcomes 

(content change) 

 Educational aims 

Module description 

Chair 

4.1 Module 

description 

Module description 

(content change) 

  Chair (assume part of 

multiple modifications 

if done via ‘Major 

modifications’) 

5.1 Department 

contribution/

teaching split 

Department contribution  Contact hours 

External provision (if 

applicable) 

Chair 

6.1 Contact 

time, hours 

of study, e-

learning 

Contact time and hours of 

study 

Credit value (if change is 

significant) 

E-learning 

Credit value 

Panel if consequence of 

credit value change; 

otherwise Chair 

7.1 Mark scheme 

and 

Module marking scheme   Return to proposer – 

requires new module 
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assessment 

details 

7.2  Re-assessment (change 

between standard and 

alternative) 

  Panel 

7.3  Assessment details 

(MAP/MABs) 

 Module description Panel 

8.1 Teaching 

period 

Teaching Period   Chair (assume part of 

multiple modifications 

if done via ‘Major 

modifications’) 

9.1 Study abroad 

availability 

All fields   Chair 

10.1 External 

provision 

details 

Add/take away off-

campus delivery (by 

King’s staff)or delivery by 

external provider 

 Module description 

External provision 

(monitoring) 

Chair 

11.1 External 

provision 

(monitoring) 

Description of the 

monitoring process for 

external delivery 

 External provision (details) Chair 

12.1 Ethical 

approval 

Add/take away 

requirement for ethical 

approval  

  Chair 

13.1 Relationship 

to modules 

and 

programmes 

Describe changes to the 

module’s relationships 

with other modules and 

programmes 

 Module description Panel 
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