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Faculty of Humanities

Unconfirmed Notes of the Teaching & Learning Administrators’ Network (TLAN) – 7 March 2013

Present: 
Fiona Fraser (School Arts, Languages & Cultures – SALC - Chair); Rosie Williams (School of Environment & Development - SED); Abigail Robinson (School of Law); Amanda Brereton (School of Social Sciences - SoSS); Madeleine Ryan (Manchester Business School - MBS); Gemma Grimshaw (Student System Office - SSO) and Lisa McAleese (Faculty, Secretary).

Apologies:
Elizabeth Nolan (SALC); Jan Marriott (School of Education); Bernadette O’Connor (SoSS); Melanie Crank (MBS) and Sharon Wilding (MBSWW).

In attendance: Pam Ransome (Process Lead, Business Improvement Team, Student System Office – SSO) for item 1.

1.

Publishing Course Unit Information

Reported:
In 2010 a need to develop a facility to enable management, storage and publication of supplementary course unit information in a unified manner across the University was identified.  In 2011 initial investigatory work was undertaken and it was determined that Campus Solutions was the best option for development; a project was started in late 2011 to progress this further.  A Course Unit Information Publishing Working Group was established in 2012 to approve the new data set to be delivered, the functionality required and the format of the standard publishing methods.  Development work will continue over this year.

There will be a new bolt-on component to the Course Catalog (CC) within Campus Solutions (CS) allowing the maintenance of additional supplementary course unit information, for publishing purposes (available via a new link within the Course Catalog - Course Unit Info Publishing).

Data held within the current faculty systems (e.g. the Humanities Course Unit Database) will be migrated into the new facility within CS.  The data migration activity will be a one-off activity uploading the data from the current systems to the new facility within CS.  The extract of the data from the current systems will take place September / October 2013, with the migration of the data into CS during October 2013.  

In the new component the data fields will be defined as mandatory (M), optional (O) or inactive (I).  Schools and faculties will need to identify and agree on those data fields they wish to utilise, both as optional and mandatory fields, outside of the formal requirements of the Teaching & Learning unit specifications. These field requirements can be maintained at School level where required (so if one School chooses not to maintain a field of data for their course units, this can be defined in the system).  The mandatory / optional requirement of each data field will be defined and maintained by the SSO.

Schools will be involved in the initial validation of the data to be extracted for migration from the current systems.  There will also be a period of time where administrators will need to verify that their data has been migrated correctly.

All data being migrated for active course units will be inserted into the new facility with a status of ‘Approve/Publish’ to allow administrators to extract data en masse, for use in alternative publishing mediums (e.g. handbooks). 
Discussed:
Concern was expressed about what activities Schools will have needed to undertake, at an already busy time of the year (registration, start of year etc), in order for the data to be migrated during October 2013.

Reported:
Within the next few weeks there will be communications to HoFAs and HoSA about what Schools will need to have done / will need to do to allow the successful migration of the data.


Data in the new component in CS and data already maintained in the CC will be utilised for publishing information on-line to both applicants and current students.


Data will also be maintained in the new component for external purposes i.e. the Key Information Set (KIS).  

The new functionality will be the primary source of publishing course unit information, in any format.


The purge process to remove old ‘draft / review’ status records will be controlled and run by the SSO.

Implementation of Phase 1 of the project has been slightly delayed and will now go live in October 2013.

Secretary’s Note: Phase 1 includes: new data fields in CS; new course unit information input component in 

CS; initial migration process in new component; new web publishing data file from CS; new University 

marketing web pages; new portlet in My Manchester to access data; new export process for 

administrators).
Phase 2 of the project to be implemented by April 2014 are: new course unit information publishing status 
reports; new mass update component in CS; access to data via ‘browse course catalog’ in CS; new purge 

process to remove old records.
Reported:
All staff (with the generic School Administrator and Senior School Administrator roles within Campus Solutions) will be given access to the Course Unit Information Publishing component.  However, access to assigning individual data sets for publishing online will be managed by a high level user role, which will need to be requested from the SSO (nearer the implementation deadline).

Noted:
There is a need to be able to publish course unit information, stored in CS, to School intranets. The data published through the standardised process (and related web templates), will be made available for Schools to utilise, but the re-development of the School’s website to deliver this data (new data feeds), will be the responsibility of the School itself as this functionality will not be delivered as part of this project.  Schools would need to request the data feeds from Integration Services; this has a resource implication.

Action:
Lisa McAleese to discuss the above issue with Russell Ashworth and Guy Percival. 

Reported:
Administrators will be able to track versions of drafts as there will be sequence numbers assigned (e.g. 001 draft, 002 draft, 01.0 review, 1.00 approve).  Administrators will also be able to track the date and time of changes and who made them.
There is a compare function, which allows the administrator to compare two versions of the course unit information publishing record with those fields of data containing differences being indicated; the user will be able to view the differences individually.



Data can be copied from one course unit information publishing record to another.  Administrators will also be able to check if there are any pre/co-requisites set up in the system.  There will also be a free text field to add any other requisites (e.g. maths A level).

Students will be able to review course unit information via My Manchester and will be able to search for courses across the University.  The actual search facility capabilities are still under discussion.
Noted:
The wildcard options from the Academic Advisement rules will not be included.
Agreed:
It is crucial that students have the facility to search for course units.

Action:
Lisa McAleese to report to Russell Ashworth the need for there to be a search functionality for students.

Noted:
The Faculty’s current Course Unit Database will be used during course unit selection for returning students in July / August 2013.

Agreed:
The delivery of the facility within Campus Solutions for publishing course unit information is welcomed.
2.

Previous Notes

Confirmed:
The notes from the meeting on 7 February 2013 were confirmed as an accurate record.

3.

Matters Arising

Ref 6 (22/11/12)
Tier 4 Indicator on Campus Solutions
Noted:
Sarah Beer (SB) provided the following responses in relation to the issues reported at the previous meeting:

TLAN
At the last Faculty of Humanities Teaching and Learning Administrators’ Network meeting we discussed the idea of using a positive service indicator to readily identify those students with Tier 4 status; Gemma Grimshaw reported that discussions are ongoing about how students with this status can be readily identified, but no decision has yet been reached.

SB
There is a reporting sub - group of the PBS Taskforce chaired by Sian Nash which is working solely on the production of a suite of reports which will support a whole range of different Tier 4 activities both centrally and locally. There is an expectation that this will be completed shortly. However, this task has identified a range of broader student data quality issues which have to be worked through. In parallel, work has been ongoing for several months now to ‘back fill’ Campus Solutions with the visa details for all non UK/EAA students i.e., whether they are a Tier 4 student or have some other form of immigration permission. For the past two years this data has been captured as part of the student card issue process, in the first year, and latterly via international check in.  We are currently working on a change request to make this information available to colleagues in Schools on a read only basis.
TLAN
A number of issues relating to managing ‘activities’ for students with a Tier 4 status were also discussed:
· If a student goes to the SSC to change their visa status the School is not informed;

SB
It is rare that a student changes their status.  However, I am assuming once colleagues in Schools can see the visa status of a student this won’t be an issue.
· Some Tier 4 students don’t appear on the attendance check lists;
SB
There are various reasons for this but the expectation is that the work the reporting sub-group will remedy this going forward.

· Inconsistent (verbal) advice is given by the UKBA Relations Team to staff;
SB

See comment below re process review.
· Information relating to Tier 4 status students is often ‘hidden’ within central publications;

SB

See comment below re: process review.
TLAN
There doesn’t appear to be a standard approach / consistent advice given to staff queries by the UKBA Relations Team e.g. students who need to present their passport to the SSO for checking of their actual status (as the information held against them was inaccurate) also needed to send a scanned copy of their passport to visa@manchester.ac.uk; Schools were not informed of the second part of this requirement and didn’t inform the students.
SB
I think that there is a confusion here (which probably illustrates your point).  However, there are two different things going on here.  Colleagues in the SSC are contacting students to collect a copy of the passport or visa details where these are missing.  The UKBA relations team require a copy of a student’s immigration permission to evidence where a School is saying that the student is not Tier 4

TLAN

In order to mitigate some of the issues above the following suggestions were made:

· Dedicated Tier 4 Bulletin;

· Monthly meeting with staff in the SSC and Faculty representatives;

· The FAQs need to be updated more frequently.

SB
We are currently undertaking a business process review of the CAS issuing process and the arrival of international students which has also identified a couple of the points that you have made. We will therefore be addressing them as part of an overall implementation plan.  In the meantime, we can also feed in the additional suggestions that you have made.  In the meantime, I (or a colleague) would be happy to attend one of your network meetings to discuss if you think that would be helpful.
Action:
Sarah Beer to be invited to the next TLAN meeting.
Discussed:
There is not a policy or any documentation outlining what action, if any, Schools need to take if a student doesn’t or isn’t able to produce their original documents relating to their qualifications.  Schools are not clear if indicating on the returns that a student hasn’t got access to the original documents is enough to comply with the UKBA requirements.  
It would be helpful if their was some sort of practice handbook developed or when the UKBA Relations Team is asked a question, this question and the answer is posted in the bulletin (these Q&As could then form part of the practice handbook).  It was also highlighted that there is a need for training guidance to be produced.
Action:
This issue to be discussed further at the next TLAN meeting.
Discussed:
TLAN members still felt there was an urgent need for there to be a separate Tier 4 Bulletin, as the information pertaining to this area of activity was somewhat ‘hidden’ when issued in the RAID bulletin.  As well as those staff dealing with admissions there is also a need for those staff dealing with students post arrival to have information / updates relating to this area of activity.
Action:
Lisa McAleese to reiterate to Sarah Beer that there is an urgent need for a dedicated Tier 4 Bulletin.
Ref 6 (07/02/13)
SSO & IT Services Training Project
Reported:
Gemma Grimshaw had circulated an email inviting TLAN members to a meeting (either individually, or if preferred in a group) to discuss what Campus Solutions IT Services training requirements are needed by our Schools, whether or not the current training meets this demand and any ideas we might have on how this can be improved.  There had not been a great response to this invitation from Humanities.

Action:
This discussion to be an agenda item at the next TLAN meeting.
4.

eAssessment: Guidance for service interruption or down-time 2012/2013
Received:
Received (for comment) a paper providing advice and guidance for service interruption or down-time.
Noted:
It is stated in the University’s Assessment Framework that ‘schools must develop contingency plans and back-up systems in the event of technical difficulties for the submission of assessed work on-line’; these contingency plans should be clearly articulated in handbooks.
The guidance document covers:
· How do you know a system is down?

· General Advice

· If the submission deadline is more than 1 day away

· At submission deadline

· Specific information for online exams


and is for summative assessment only (though it may be useful for formative assessment).
It is suggested that point 5 (under the general guidance section) should read ‘Encourage students not to leave it to the last minute to submit assignments/complete assessed work’.
TLAN members felt that it would be preferable to have planned downtime over the summer period rather that at Easter; less students would be affected which in turn would mean that the academics would also be less affected in terms of their marking responsibilities.
Action:
Lisa McAleese to feedback the above comment to Cath Dyson.
5.
A.O.B

5.1
Faculty of Humanities Showcase

Reported:
Feedback received on the last Humanities Showcase indicated that it would be beneficial to have more sessions which are aimed at / relevant to PSS staff.  As a consequence at the July 2013 Showcase there will be a session for PSS staff on ‘top tips working with CS and Blackboard’.  
The Faculty would like to ensure that the Showcase is beneficial to and attended by a wide range of staff. We would therefore welcome ideas from PSS staff as to the type of sessions that they would like to see at the January 2014 Showcase.  
Action:
TLAN members to canvass their staff for ideas for potential sessions that would be of interest to PSS staff.  Ideas to be sent to Emma Rose (emma.rose@manchester.ac.uk). 

Secretary’s Note:  As well as the presentations a number of areas of the University (Library; Careers; Sabbatical Interns; eLearning Team; Student System Office – Campus Solutions; Manchester Enterprise Centre) have stalls at the Showcase, providing information, advice and demonstrations.  Information about the sessions held at the previous Showcases can be found at: http://www.humanities.manchester.ac.uk/tandl/showcase/ 

6.
Date & Chair of Next Meeting
Bernadette O’Connor (SoSS); April 2013

Action:
Bernadette O’Connor to canvass members’ availability for April 2013, and to invite Sarah Beer (or a colleague) to attend to discuss Tier 4 issues.
2

