
Teaching & Learning Committee 
processes 

Start

Put idea on paper

Proposer

Assignment of codes 

necessary?
Yes

No

Send proposal electronically to 

proposer with copy to Head: 

Academic Planning 

H: SA

E-mail proposal to Head: 

Student Admin (H: SA)

Proposer

Assign codes

H: SA

Informal discussion of idea in 

Department and with other 

possible affected/interested 

parties in and beyond the 

Faculty

Proposer

Format:

Standard format 

proposal

Proposal:

Standard format

Confirm correctness of 

proposal 

H: SA

H: SA

Head: Student Administration

Discuss informal idea with 

Programme Coordinator 

Proposer

Continue /...

Scan proposal for possible 

duplication

H: SA

Allocate category (A or B)

H: SA

Category B?
See to 

processing

H: SA

Yes

No

Head: Academic Planning

Rika van der Walt

Programme Coordinators:

· Languages & Arts  – Prof Rachélle Gauton

· Social Sciences – Vacant 

H:SA – Head: Student Administration 

                     – Rosemarie Marais (actg)

Head: Academic Planning – Rika van der Walt

Committee Officer

(Teaching & Learning Committee) – Aretha Schultz

Programme Coordinators

Languages & Arts  – Prof Rachélle Gauton

Social Sciences – Vacant

Keep due dates in mind !!

*** Proposals should be handled in such a way that they can 

be tabled at the Teaching and Learning Committee (TLC) 

meeting before the 1
st
 Senate meeting.

DUE DATE:

August

Only

Category B 

proposals

from here

onwards

Category A

Internal faculty matters

· Without financial, staff, or timetable 

implications

Ex post facto only applicable here

Discontinuation can go either way

Category B

For submission to Senate

· With financial, staff, timetable, etc. 

implications, e.g. the introduction of new 

modules, programmes, fields of study, etc.

 



…/ continue

Table at TLC meeting for 

presentation, further in-depth 

discussion and signature of 

approval 

Programme Coordinator

Obtain Dean's (& Chair: TLC) 

signature of approval

H: SA

Forward to H: SA

Proposer 

Discuss proposal and further 

'route' with all role players  for 

support

Proposer

Role players:

· Education innovation specialist;

· Subject librarian;

· Research support;

· Other possible affected/interested 

parties in and beyond the 

Faculty.

Send to Programme 

Coordinator to table at next 

TLC meeting, with cc to 

Committee Officer for inclusion 

in the agenda of the meeting  

H: SA 

Continue /...

** Keep due dates 

in mind !!

Finalise proposal 

(after having consulted all role 

players)

Proposer 

Confirm (finally) correction of 

proposal

H: SA 

Committee Officer:

Aretha Schultz

Approved?

Yes

No

Refer back to proposer for 

correction and resubmission 

Programme Coordinator

Chair: TLC

Prof Hennie Stander

(acting Dean)

Contact Head: Academic 

Planning re category B 

proposals only

Proposer

DUE DATE:

1 week prior to 

TLC meeting in 

October

TLC: 

Teaching & Learning 

Committee

  



Submit agenda and 

documents to Director: 

Academic Administration for 

signature at preliminary 

meeting

H: SA

End

Hold impact meeting and 

support/not support proposals 

for inclusion in agenda of 

Faculty Board Meeting

Head: Academic Planning

Sign original Clearance 

Certificate on behalf of 

Committee

Head: Academic Planning 

Return final updated 

documents with necessary 

comments to H: SA

Head: Academic Planning

Prepare concept agenda for 

Faculty Board Meeting, 

including documents

H: SA

Take original Clearance 

Certificate to Vice-Principal for 

signature

Head: Academic Planning

** Keep due dates 

in mind !!
…/ continue

Submit finalised proposal 

electronically to Head: 

Academic Planning

H: SA

Submit electronically to Impact 

Assessment Committee for 

comments

Head: Academic Planning

NB: (electronic and hard copy)

· Standard format

· Clearance Certificate (signed)

· Supporting documentation

Process from here onwards:

Only for cognisance of Faculty 

members

(Mainly responsibility of H: SA)

DUE DATE:

2 weeks prior to

Faculty Board 

meeting

 


