Guidance notes on proposed changes to the Quality Manual 



New QM entries
If proposing a new Quality Manual (QM) regulation, process, or code of practice, please ensure the Quality Manual Template is completed.  The full text for your proposed QM entry will need to be conform to the new QM style as per the appropriate template which are available here.  You should also consider the details on this guidance when drafting your text  
Updates/amends of existing pages
For proposed updates/amendments to existing entries please provide details as requested in the Quality Manual Template.  A full downloaded version of current QM page directly from the QM that is clearly marked with tracked changes is required to accompany the request   
Submission of requests 
All requests must be submitted with a fully completed QSC cover sheet available here.   Please then submit all relevant documents to br-QSC@exmail.nottingham.ac.uk .
For new policies, process or regulations and significant updates/amends, the QM template will need to be accompanied by a paper to Quality and Standards Committee (QSC) for approval prior to inclusion in the QM. Please refer to the following QM page for more information on paper submission to QSC:
https://www.nottingham.ac.uk/qualitymanual/governance/changes-to-qm.aspx 
Please then submit the below template to br-QSC@exmail.nottingham.ac.uk
General considerations for format of entries to the Quality Manual
Acronyms: ensure that all acronyms are expanded in the first instance – e.g., Quality and Standards Committee (QSC)
Consideration for show/hide sections: content is organised into show/hide sections, to help draw distinctions between specific elements. When submitting your proposed changes please indicate where new sections are required – by adding [NEW SECTION] in bold.
Links to other pages please be clear where links are required to other pages, either within the QM, the University’s website, or to those of external websites. If there is a specific route within the University’s CMS structures, please indicate this as appropriate – e.g., Folder name > Page name.
If only the URL is known, please indicate the page title followed by the URL link. – e.g. The Quality Assurance Agency homepage [www.qaa.ac.uk]
Consideration of application to overseas campuses:  Please state explicitly if the required changes relate to UNUK, UNNC or UNM or all three. If the amendment will mean the creation of a country specific entry, please indicate if original text will remain current for other campuses. 
Language: proposed wording must be gender neutral, written in the third person in plain English, and align with the University’s Style Guide:
https://www.nottingham.ac.uk/externalrelations/services/service-details/style-guide/style-guide.aspx
Format: the QM template must be submitted in Microsoft Word format
	
	
	



	
	
	



