Notes of guidance to support completion of work load return

The guiding principle for collection of this information is that we are aiming to find a fair and transparent approach to monitoring and allocating workloads across the School. It is important to note that we are not collecting absolute values for time spent on certain activities and instead we are using weightings and multipliers that allow us to make standardised and relevant comparisons across various activities. There are some notes of guidance relevant to specific rows on the template spreadsheet but we provide more detailed guidance below and recommend that you read this before completing your return.
The workload model is by necessity dynamic and will require changes each year. If you identify an area of your work that is not accounted for within the model please do contact the School Administrator. Similarly if you have concerns about the weighting or multipliers for any of the areas or any questions about completing your return please get in touch.

In the University the standard expectation is that each person on a formal academic contract should devote approximately 40% of their time to research. The remaining 60% should be split between teaching and administrative work but the relative proportions of time spent on each will vary depending upon many factors including the career stage of the person completing the return. 

Finding better ways of protecting research time is a matter of the highest priority for the School.  This will be the subject of a special SMG meeting in February.  The new workload allocation model is an important first step in the process of change as it will provide more detailed information about the balance of work across the School as a whole, and within individual teaching teams. 

1.  Teaching and Assessment

Once again we are using an excel spreadsheet to collate the information and we would be grateful if you could populate the empty cells as instructed. Formulae have already been inputted into the sheet so there is no requirement for you to perform calculations. 

1.1 Lectures, Seminars and Tutorials

The first section of the return is for the collation of information relating to the design and delivery of teaching. We ask you to provide total numbers of lectures, seminars, or modules delivered in each of the relevant boxes. Please enter details of the Course titles for each level in the notes box. We also ask you to differentiate between those that are being prepared and delivered for the first time or where there has been more than 75% change in the overall content of an individual lecture/seminar/module and those that have been delivered in previous sessions. So please note that for each lecture or seminar entry there are potentially two columns in which you must enter data (columns B and E on the spreadsheet)

We are no longer differentiating between group sizes as there are separate entries for assessment loads. Please note that we now require separate input of distance learning activities and the units are weighted slightly differently from standard on campus seminars due to the more prolonged nature of module delivery.
1.2 Assessment

This section requires you to input data for marking for exams, essays, dissertations and any other forms of summative assessment as well as all supervision activity. This information is meant to be indicative and therefore we recommend that you use the current year’s information where you can (for example for essays marked from semester one courses) but numbers from the previous year when you are not able to make a reasonable guess (for example number of questions marked from a semester two exam). In order to assist with this you can view current details of the numbers of students enrolled on each course at:
http://tinyurl.com/7gcr7ql
When entering exam data please enter the total number of scripts marked in column B and the proportion of the script marked in column C. If, for example, you only mark half of the questions enter 0.5 but if you mark the whole script enter 1. For exam data we appreciate that certain exams include multiple choice sections that are either machine marked or template marked very rapidly and therefore we would suggest that you subtract this from the overall proportion of questions marked (for example for a two hour exam that has one major multiple choice section and two essays enter the proportion marked as 0.67). 

If you need to differentiate to account for marking different courses at different proportions you can simply add rows or contact the School Administrator for advice. 
2 Administration including Course Organisation and Pastoral Care
The administration section takes account of all School office bearing roles (that are not formally incorporated into an agreed job description) and a variety of other standard administration tasks. We do however accept that each year a range of tasks or activities are undertaken by colleagues that may not be recognised in the individual entries. If you are involved in an activity and/or role that is directly related to your position within the School of Law and requires time and commitment please enter the details in section four. The Deputy Head of School will review all such entries and will allocate between five and 10 additional units for each role or activity. 

3. Research Buyout
If a member of staff is successful in obtaining research funding that might permit “buyout” then this will normally be considered as “buyout” from the teaching and administration time. All buyout should be discussed and agreed within Teaching Teams and any teaching replacement that is required beyond that which other colleagues may cover must be fully and properly costed (this can be done through the application process with the RKO). To avoid undue burden falling on other colleagues the teaching teams may wish to consider a collegiate approach to seeking funding such that replacement costs are built into all funding applications and this may permit the appointment of an individual rather than piecemeal/ad hoc teaching replacement. If buyout has been approved by the Teaching Team Leader and Head of School then a note to this effect should be included at the top of the workload return.
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