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Welcome & Introduction 

 
Welcome to this User Guide, which is designed to help School Education 

Committee/Module Approval Panel Chairs through the process of accessing, scrutinising 

and making decisions on the approval of new module proposals submitted to your School.  

 

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

OPAMA process, 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 problems you may experience in using OPAMA. 
 

1. Why put module approval online? 
 

1.1 ACCURACY, AUDITABILITY & ACCESSIBILITY 

 

The information that is entered on OPAMA has three main ‘corporate’ purposes - in 

addition to the overarching one of ensuring the excellent academic standard of King’s 

degree programmes and the modules which contribute to them - which should be borne in 

mind when completing the online form: these are accuracy, auditability and accessibility. 

The current system based on paper records, although adequate to reflect our internal 

processes, does not fulfil these requirements sufficiently to stand up to external scrutiny. 

Switching to an online process will enable us to: 

 

 ensure that our students receive accurate information about their curriculum: the quality 

of information provision is also subject to external audit as well as being a potentially 

vulnerable area of student complaint if information is incomplete or inaccurate 

 advertise and showcase the College’s module catalogue to potential students all over the 

world 

 provide an opportunity for your School to streamline its approval processes to determine 

more quickly and easily whether the proposal meets the College’s – and the Quality 

Assurance Agency’s – quality criteria. Both the information itself and the process 

through which it gets approval are subject to external audit 

 ensure that the approval process used in each School can maintain its local character 

whilst complying with quality assurance requirements consistently across the College, 

and with much greater transparency than previously  

 

 

1.2 AUTOMATING MODULE SET-UP 

 

The OPAMA online module proposal form replaces the MAF paper form.  The questions 

that are asked are essentially the same as those you would have found on the MAF, but the 

order in which the information is gathered has been changed.  This is in order to ensure that 

the correct relationships are created in the background between the pieces of data, enabling 

the complete module dataset to be downloaded into the relevant SITS fields as soon as the 

module is approved, with no separate creation process on SITS necessary. 

 

mailto:opama.support@kcl.ac.uk
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1.3 SITS AS THE GOLD SOURCE OF DATA  

 

Using OPAMA will enable the College to store information on SITS which was not 

previously stored in electronic form: notably the text entered to describe the educational 

aims and learning outcomes, along with a student-friendly module description. The aim is to 

make SITS the ‘gold source’ of information about our programmes and modules with a view 

to enabling information to be used in other publications such as the online prospectus, web 

pages and Departmental handbooks and module catalogues, without the need to key in the 

information again to another system, thereby ensuring consistency of information for 

students. When scrutinising proposals, therefore, please check that the information you see is 

of ‘publishable’ quality! 

 

 

2. Role of Module Approval Panels and Panel Chairs 
 

2.1 WHAT’S IN A NAME? 

 

The ‘Module Approval Panel’ is a generic term used within the OPAMA module approval 

process to describe the body responsible at School level for scrutinising and approving 

proposals for new modules on behalf of the College Education Committee, from which these 

powers are delegated. It is assumed that the Panel will be members either of the relevant 

School Education Committee or of a sub-committee reporting to it; each individual module 

will be scrutinised by either an entire Panel or by a subset of its members - in either case the 

Panel Chair is required to sign off all approved proposals. In OPAMA the Panel Chair can 

choose whether to be involved in the scrutiny of each proposal when it goes to the Panel 

members, or whether to stay outside the process until the final stage, making a decision once 

panellists have had a chance to comment and make recommendations on approval, or 

otherwise, of the proposal. 

 

2.2 THE ROLE OF THE PANEL CHAIR IN THE OPAMA PROCESS 

 

The Panel Chair plays a vital part in the quality assurance process by reading each proposal 

and testing its detail against the standards laid down by the Quality Assurance Agency as 

embodied in College QA policies, as well as ensuring that the proposed module has 

academic merit and fits the curriculum of the programme(s) to which it will contribute. 

Using OPAMA you will also be able to see and take on board any comments or 

recommendations made by the other members of the Panel who have been assigned the task 

of scrutinising the proposal. However, it is ultimately your task to decide, on the basis of 

those comments and your own expertise, whether the proposal can be approved or needs to 

be referred back to the proposer for more work. 

 

2.3 LOCAL ARRANGEMENTS 

 

In some Schools the scrutiny process is currently done in person at meetings of the Panel, 

whilst in others it happens between formal meetings, using email or file transfer processes to 

communicate electronic versions of the existing paper form and the comments made by 

Panel members. OPAMA enables these variations in process to continue, although if a 
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School chooses to continue considering proposals at formal meetings, we recommend you 

consider using an environment such as Sharepoint to streamline the committee process as 

much as possible without compromising the rigour of your local quality assurance processes. 

Whatever your School’s local methodology, however, the Panel’s decision needs to be 

recorded on OPAMA so that approval can be date-stamped and the final, approved version 

of the module transferred to SITS. All decisions must also be reported formally to your 

School Education Committee (or equivalent). 

 

2.4 WORKING WITH THE SCHOOL QUALITY ADMINISTRATOR(S) 

 

As with all committees, whether physical or virtual, the Chair and the Administrator need to 

work closely together to make sure the end-to-end process, whether online or partially 

offline, works smoothly.  In the case of OPAMA there needs to be a particularly strong and 

communicative relationship between the Panel Chair and the School Quality Administrator 

at this final and crucial part of the approval process, particularly if further iteration with the 

module proposer is necessary.  

 

3. Accessing a new module proposal for scrutiny by 

the Panel Chair – Stage 4 of OPAMA 
 

3.1 MANAGING YOUR TIME 

 

You will receive an email alert to enter OPAMA just once - after the first panel member has 

posted his/her comments. There may be other responses to come, so when you first enter 

the task you may not wish/be able to complete the decision-making process on that 

occasion. You may find it best to have an agreed timescale policy for panel scrutiny, e.g. 

‘after a week the Chair will make a decision even if not all comments have been submitted.’ 

You may wish to chase the missing responses or simply give the other scrutineers more time 

at this stage. How this part of the process is managed, how many responses you need in 

order to make a decision, and in what timescales, are matters for local decision. 

 

3.2 HOW TO LOCATE AND VIEW THE MODULE PROPOSAL 

 

Unless your local process is conducted offline, OPAMA will notify you by email when a 

new proposal is ready for scrutiny (Fig. 1). You can either use the link in the email to go to 

the Student Records login page, or else you can go straight there from your web browser via 

the King’s website.  
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Fig. 1 

 

Once you’ve logged in, click on the OPAMA tab. You will see one or more modules listed 

in your task tray for action (Fig. 2) 

 

Depending on your local procedure, you may already have been sent a similar notification as 

a Panel Member, and indeed you may already have scrutinised and made comments on the 

module proposal in that capacity. On entering OPAMA, you will see the same module in 

your task-tray, but clearly labelled as ready for your attention as Chair. NB If you were also 

a Panel Member but haven’t submitted any comments, your previous task for the same 

module will still be visible in the task tray. Please make sure you enter the correct version to 

do the business as Chair! 

 

Link to ‘Student 

Records’ login page 

page 
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Fig. 2 

 

Clicking                                          wi         will take you into the task. 

 

 

 

 

 

 

4. The process 

 
4.1 THE PROCESS DIAGRAM 

 

The process diagram shows you where the module is in the approval cycle. There are links 

from here to various reference websites/contact details if you need to seek advice (Fig. 3). 

 

 

Click here to access 

the Panel Chair 

stage of the 

OPAMA process 

Task list showing a 

module that is ready for 

scrutiny/decision by the 

Panel Chair 

View the module proposal 
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Fig. 3 

Click                          to continue. 

 

 

4.2 CHECK YOUR DETAILS 

 

 
Fig. 4 

Proceed 
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A last chance to check and verify your details, to make sure that communications are going 

to the right place and that you have the access you need. Any problems, contact your 

School Quality Administrator; assuming all’s well, click                      . 

 

 

5. The module proposal 
 

5.1 SCRUTINISING THE MODULE DETAILS AND THE PANEL MEMBERS’ COMMENTS  

 

For ease of scrutiny, the module proposal summary has been designed to look like a written 

form.  For the Panel Chair, it also includes any comments made by panel members. A list of 

the scrutineers assigned to the module is available in the information area at the top of the 

form.  

 

The screenshot below (Fig. 3) shows the first part of the module proposal summary as seen 

by the Panel Chair: 

 

 

 

 

 
Fig. 5 

Confirm 

First part of module proposal summary as seen 

by the Panel Chair, including the list of panel 

members assigned to this proposal (1), Panel 

members’ comments/recommendations (2) 

and the first three sections of the proposal (3) 

3 

1 

2 
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5.2 NEXT OPTIONS 

 

When you have read through the form and the comments it’s time to make the decision as to 

whether the proposal can be approved in its current form. But before you hit the decision 

button you can still if you wish email yourself a copy of the module summary if you need to 

check anything or confer with anyone offline. Tip: there is currently no option to ‘Save and 

exit’ from this screen, but if you do wish to delay making a decision you can simply quit out of the 

form by clicking on the OPAMA tag. A ‘Save and exit’ button will be added in the next release of 

OPAMA. 

 

Once you are ready to make/record your decision on the proposal, click the                                     

button in the bottom right-hand corner of the form (Fig. 6). 

 

 
Fig. 6 

 

6. Approving or rejecting the module proposal 
 

6.1 MAKING AND SUBMITTING THE DECISION 

 

The decision screen offers you a drop-down list of two options: to approve the module or to 

return it to the School Quality Administrator  

 

Make decision 

When you’re ready to 

make a decision, click 

here 

Take process offline by 

emailing the form to 

yourself 
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Question: 

 

Do you wish to approve the module to start? [drop-down list with two choices] 

 

6.1.2 Selecting ‘Yes – approve module’ means that the SQA will be empowered to upload 

the module details to SITS and notify the proposer and other College departments that the 

module will be available from whichever year it has been approved to start. You can also 

add a message for the SQA if you wish (Fig. 7). 

 

 
Fig. 7 

 

If you’re happy to approve the module, ensure that you choose this option, and click  

 

 

 

 

 

 

 

 

 

Submit 



 

Page 12 

 

6.1.3 If you select ‘No – Return to the SQA for more information’ from the drop-down 

list, you will notify the proposer and the SQA that the proposal isn’t acceptable in its current 

form. You should provide the rationale for rejection in the free text box  provided - and it 

would also be helpful to provide information as to what needs to be done to make it 

approvable (although if complex, this could be done in a separate email).  Please also specify 

whether the unapproved module can be re-submitted (via the SQA)directly to you as Chair 

or whether it needs to go to the full Panel again. The SQA will then liaise with the proposer 

to re-submit the form or abandon the proposal as appropriate (Fig. 8) 

 

 

 
Fig. 8 

 

If you feel that the module should not be approved, ensure you have selected this option 

from the drop-down list, and click                      . You will receive a further alert if/once it is 

re-submitted. 

 

 

After submitting your decision, whichever option you chose will be confirmed on a ‘Thank’ 

You’ screen, and you will be invited to exit the system. This is the end of your involvement 

as Panel Chair in the approval process for this particular module. 

Submit 
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