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Introduction

The Future Talent development programme first ran in the Directorate for the Student
Experience in 2013. It aims to offer a pathway for interested and competent staff to
develop their career within DSE, learn more about our Directorate and to strengthen our
single team ethos.

The programme offers participants the space for personal development and reflection on
their strengths and interests. It takes advantage of the breadth of activity within the DSE to
offer them the opportunity to experience work areas outside their own, and to work
collaboratively with colleagues with whom they probably are not familiar.

Participants take part in a series of personal development and skills workshops throughout
the programme, which runs from approximately January to October each year. The main
vehicle for learning is the management of a project, which is undertaken in pairs or small
groups. The projects are proposed and sponsored by colleagues throughout the DSE, and
expose the participants to work areas outside their own. The projects are ‘real’ pieces of
work which benefit the DSE and are undertaken in addition to participants’ day jobs.

This booklet has been put together to enable DSE colleagues to appreciate the
achievements of the project teams and the contribution that they have made. | hope you
find it interesting — and that you will propose projects for future cohorts of Future Talent.
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1 Project Purpose
1.1  This report explores how a peer mentoring scheme for students with a disability could run, taking
into account the current existing peer support provision and experience of other universities
running similar schemes. It identifies best practice and potential options for scheme design. It
also identifies key lessons learned from this and other institutions and considers how a scheme
could best be delivered by the Disability Support Office (DSO) for students with a disability and
supported by Access SUMMIT.
2 Background
2.1 The DSO has made a commitment in the Student Support and Wellbeing Operational Plan 13-14
to establish a peer mentoring scheme for students with a disability. The aim of this is to aid the
transition of new disabled students into higher education. This is a new project that has been
identified as an important provision for several years and is intended to improve the student
experience for students with a disability.
1
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4.2

4.3

4.4

5.1

Objectives
This project was created in order to:
. Understand the transition needs of students with a disability and how a peer mentoring
scheme could benefit them;
. Research existing peer mentoring provision at the University and how a new scheme
could interact with it;
. Research what other institutions are doing and identify best practice and lessons learned;
. Report on potential approaches and designs for the scheme;
. Identify potential resource implications;
. Identify the strengths, weaknesses, opportunities, and threats to establishing a scheme;
) Provide recommendations relating to the above;
. Make recommendations on the potential growth and sustainability of a scheme in order

to achieve the aim of becoming fully embedded as provision for disabled students.

Methodology
The project took place between January and July 2014.

The Project Charter (Appendix 1) provides the framework for the project.

The project team conducted the following research:

e Aninformal interview with the Teaching and Learning Adviser (Students as Partners),
Teaching and Learning Support Office;

e Informal interviews with Samuel Parker, Learner Development Administrator, Manchester
Metropolitan University, Anna Dent, Transition Officer, Staffordshire University and Mimi
Watts, Peer Support Project Officer, Edinburgh University Students' Association. The
three universities were identified through the Disability support forum on JISCMAIL and
via desk based research; (Appendix 2);

e Astudent survey was sent to all active students registered with the DSO in April 2014. 129
students responded, 100 of which could be accessed and analysed (Appendix 3);

e Afocus group with 2 students currently accessing the DSO (Appendix 4).

NOTE: The number of participants in the focus group is recognised as being statistically
insignificant; however their contributions are considered valuable and have been drawn upon for
the findings of this report.

Findings/Discussion

Understanding the transition needs of students with a disability and how a peer mentoring
scheme could benefit them.

5.1.1 Student survey key findings:

. 72% of respondents would take part in a mentoring scheme for students with a disability;
° Mentor support would be most valued for course specific and pre-arrival guidance;

. 77% of respondents would have found pre-arrival e-mentoring beneficial;

° Pre-arrival, Registration/Welcome and Examination periods were the points in the cycle

during which mentor support would be most valued;



5.1.2

Employability and Money Advice were the two most popular suggestions for structured
elements of the proposed scheme;

52% of respondents indicated that they would be interested in becoming a mentor;
Other suggestions from the survey included accommodation advice and the extension of
the scheme to all students (including PGT and PGR).

Key findings from the focus group:

Both focus group participants strongly agreed that a peer mentoring scheme for students
with a disability is a good idea because:

o It can be empowering for those who take part;

It can help to build a sense of community;

o It can be afriendly face, which participants consider to be a very important aspect of the
scheme;

o It can decrease anxiety amongst students;

It can improve students’ experience at the University;

o Students will be able to share personal experiences with their mentors, which can help
to relieve some of the frustrations sometimes faced when dealing with accessibility
issues as a disabled student for example.

Raising awareness of the DSO, and other services is seen as an important aspect of a peer

mentoring scheme for students with a disability.

One particularly valuable opportunity that mentoring provides is the chance to engage with

students’ individual support structures ie family and friends, or explore the changes in their

support structures when coming to university. This was considered by the participants as
particularly useful for international students.

Careful consideration of which students to target is important — students access the DSO at

different times during their university experience and due to different needs.

There is a need to link services together, for example between services such as counselling

and the DSO. Mentoring could be an opportunity for staff to raise awareness amongst

students of the different services on offer.

Both participants agreed the key principles of a scheme should be:

For students by students

A friendly face

Available to all

Empowering to students

Confidential

Safe

The scheme should ‘provide a foot up rather than carry’

Mentors and mentees should decide the boundaries of the scheme and establish

realistic expectations of one another.

o

o

O O O O O O O O

5.2  Existing peer mentoring provision and how a new scheme could interact with it.

521

Provision of peer mentoring for students, which provides social and pastoral support to aid
the transition into university life, is extensive; all first year students now access and engage
in at least one form of peer support activity (Peer Assisted Study Schemes (PASS), or Peer
Mentoring), therefore a proportion will be students with a disability. The exact number is



5.2.2

5.2.3

524

5.2.5

5.2.6

5.2.7

5.2.8

not known; students are not currently asked to disclose, due to the main principles of the
schemes.

‘Students as Partners’ (SaP) is managed by the Teaching and Learning Support Office (TLSO)
in liaison with the faculties and coordinates and maintains the quality of Peer Mentoring and
PASS across the University. The increase in provision of schemes under this banner over the
last few years has occurred in response to demand from students, the emergence of
numerous schemes from schools across the University, and as a result of the Undergraduate
Review.

The purpose of existing peer mentoring provision is to support key strategic objectives such
as transition, retention, the student experience, personalised learning and induction.
Recently the University has established a Peer Support Strategy Group, chaired by a senior
academic, to ensure that it continues to align to the goals of the University. The group’s
mandate is to oversee all peer support activity across the institution, and it reports to the
Teaching and Learning Group (TLG). A new peer mentoring scheme for students with a
disability needs to feed into and align with the institution’s vision of peer support.

Key performance indicators have been discussed for peer support schemes — although it is
recognised by the steering group that this poses a number of challenges particularly in terms
of quality and consistency.

The opportunity exists to share best practice between TLSO and DSO and to consider how a
peer support scheme for students with disability could be developed alongside current
existing provision, and / or how current provision could be developed / expanded to include
specific provision for students with a disability. A wealth of resources (non-financial) and
expertise for peer mentoring exists within TLSO, which could be coupled with the expertise
and resources of the DSO.

The DSO need to be aware that the steering group want to ensure quality and consistency
across peer mentoring schemes;

Consideration should be given to how the success of the scheme will be measured;

Three options are available with regards approaches to working in partnership as detailed in
the table below:

Advantages ‘ Disadvantages
Align the management processes with the processes that currently exist.
- Scheme benefits from existing structures, | - Management processes and structures may
processes; not map easily across new provision;
- Possibility for the scheme to become |- Different and tailored processes may be
embedded as part of future provision. required depending upon the final design

choice for the scheme.

DSO manage the scheme independently.

- Scheme operates to independently | - Lack of expertise in establishing peer
established parameters; mentoring schemes;

10



Potential for the scheme to have less status
than existing schemes.

- The scheme can develop in DSO defined | -
direction.

Running the scheme in conjunction with TLSO.

- Level of expertise from joint approach can | - Potential conflict of interests / approaches.
benefit the scheme;

- Shared responsibility for the scheme.

5.3  Other institutions - best practice and lessons learned.

Below is a quick comparison table for mentoring schemes run for disabled students by 3

universities, full details can be found in Appendix 2.

Manchester
Metropolitan
University

Staffordshire
University

The University of
Edinburgh

Aim of scheme

Aid Transition into
university and for first
year

Aid transition into
university and for first
year

Not set up for a
particular stage of
students university life,
students can access at
any stage

Target group

Students with
visual/hearing/physical
impairment and
autistic spectrum
disorders

Students with autistic
spectrum disorders

Students with a
learning disability

Length scheme has Pilot year 2012-13, ran | Pilot year 2013-14 2013-14
been running for a second year in

2013-14
Numbers 20 mentors/40 14 mentors with each 3 matches

mentees
(mentor:mentee =
l:upto4)

mentor supporting 2 or
3 mentees each

e-mentoring facility

Not part of scheme

Provided for pre-
registration period

No information

Recruitment of
mentors

Organised by
university staff

Organised by
university staff

Organised by
university staff

Training for mentors

Organised by
university staff

Organised by
university staff

Organised by
university staff

Payment of mentors

Paid for training and
sessions organised by
staff

Other sessions
between mentor and
mentee are voluntary

Paid for attending
sessions organised by
staff

Other sessions
between mentor and
mentee are voluntary

No information

Future of scheme

Will run again in 2014-
15

Will run again in 2014-
15

Under consideration

1"




5.3.1 Key contact details
A list of full contact details can be found in Appendix 4.
5.4 Potential options for the scheme - student perspective

5.4.1 The following table details the key findings from both the student survey and the focus group on a
number of areas identified by the project team as key components of peer mentoring provision.

5.4.2 NOTE: ‘Survey rankings’ are the order in which students voted for their preferences based on
options supplied. The survey did not allow for respondents to allocate the same ranking to more
than one choice. In all cases the focus group participants agreed with the rankings made. ‘Key
comments’ have been taken from the free text responses in the survey and from the focus group
and are quoted directly. Other information is provided to provide context.

Scheme Survey ranking:
focus 1. Course specific guidance
2. Pre-arrival guidance
3. Campus orientation
4. Guidance on University societies and organisations
5. Social events

Key comments:

e “Pre-arrival might lead to increased arrivals at DSO, as some students aren’t aware it
exists so might find out about it through the mentoring. Pre-arrival guidance would
also help with answering questions such as ‘what to expect?’, ‘what is university life
like?” and therefore help to pre-empt common anxieties. However, for some students
a pre-arrival element may not be appropriate”.

e “Social events, although ranked the lowest in the list is still considered to be a
valuable and important area for support. ‘Social’ could also include other activities
such as getting involved in the disabled students’ society at the Students ’ Union or
engaging in advocacy for example.”

Timing Survey ranking:
1. Pre-arrival
During exams
Registration and welcome period
Period leading up to the Christmas break
Period following the Christmas break
Period leading up to the Easter break
7. Period following Easter break
Key comments:

“The most useful time will depend entirely on the individual student — for example
postgraduate students and research students have a completely different timetable.”
“Remember that postgraduate students and other students may be coming for the first
time to the UoM too. The most important thing is that the opportunity is available year-
round”.

oukwnN

Methods of | Survey results:
delivery o 77% of survey respondents would find an e-mentoring service useful

6
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Key comments:

e “The mentors and mentees should be in the same faculty / school — this is because
each course has its own demands and environment”.

e “Anonline forum for mentors and mentees would be a valuable component of the
scheme and open up opportunities for guidance and support to a broader range of
people.”

e “Aguide book / small pack with lots of relevant information on services available
could be a useful resource for mentors and mentees.”

e “Course specific guidance in particular will be useful.”

o “Disability awareness training should be mandatory for mentors”.

Additional information:

e There should be options for the following: 1 mentor to a few mentees; One-to-one
mentoring; One-to-one mentoring, with 2 or 3 pairs linked together to engage if they
wish.

Activities to | Survey ranking:

be offered 1. Employability

as part of 2. Money advice

the scheme 3. Study abroad opportunities
4. Sport

e Other areas mentioned include (these responses were not ranked): exam skills, time
management, disability specific information, accommodation and transport, social
opportunities, trips, wellbeing (stress management / coping strategies / Work-life
balance), goal setting, advocacy, University services (e.g. the library), meet the
mentor events.

Staff / Key comments:
student e “The role of staff should be to ensure that the relevant structures are in place to
involvement ensure the scheme is successful.”

e “Students should have some ownership of the scheme and be involved in its planning
and development.”

e  “Ensure there is support to the ending / exit of both mentees and mentors.”

e “More focus groups would be good; to ensure students voices are heard.”

e “Set up an advisory group / steering group which students could sit on.”

Marketing / | ¢ Students want to get information on the scheme from the start, for example from
engaging their first meeting with the DSO, or even before that as not all disabled students are
students aware of / engage with DSO in their first year.

e Suggestions include: Posters, My Manchester, society email, disability / accessibility
room, different areas of campus, Welcome Week, course leaders, at the point of
UCAS, open days.

Key comments:

o “It would be useful for the DSO to raise their profile, for example by having
something on My Manchester or on the web, or some information during the
registration process.”

6 Potential design for the scheme

6.1 Based on the findings of this report the following needs to be considered:.

Item for consideration Detail

Timescale

How long should the scheme run for ie

7
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- To help with transition into university
- First year of study only

- Full length of studies

- Etc

Cohort of students participating

- should the scheme be open to all
students
- should specific groups be targeted

Number of participants

This will depend on
- cohort selected
- resources (ie staff) available

Type of mentoring

Should this be
- one mentor to one mentee
- group based

Type of interaction

Should this be
- via email
- orviaface to face meetings
- include social events

Evaluation

When will this take place
- half-way point
- end of scheme
- what will it measure

6.2 Recommendations for the potential scheme

The report authors recommend a pilot scheme design as follows:

The scheme should aid transition into Higher Education and therefore run for one vyear.
Mentoring should be small group based, so one mentor for up to 4 mentees for individual
sessions but this should also be supplemented with larger scale events where everyone can get
together either to socialise or attend talks/presentations on relevant topics.
mentoring should be explored further as this will allow communication with potential scheme
participants before start-up and then be a communication tool during the scheme. Monitoring
and evaluation needs to be carried out at certain points within the scheme, this could be via email
surveys, focus groups or paper based forms. The findings will be used to influence and develop

the scheme.

14
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6.3 The table below shows the main tasks that need to be considered before setting up a mentoring

scheme
Objective Action Timescale
Define aims and objectives of DSO Prior to scheme start up
scheme
Select target group of mentees | DSO Prior to scheme start up

and mentors

Recruit mentees

Email selected cohort
Run recruitment events and
meetings

When they contact DSO
Over summer (before
September)

Recruit mentors

Email selected cohort
Run information sessions

January / February
Before Easter break

DBS check / Train mentors

DSO

Before summer exams

Matching

Match mentors to mentees

Over summer break

Run Mentoring Sessions

Decide on number of sessions
to run

Arrange timetable

Organise speakers

Between September and May

Evaluation Gather feedback from mentors | May (before students leave for
and mentees, via summetr)
paper forms and/or
arranging feedback
meetings/focus groups
Review Staff review meeting to discuss | End of scheme

scheme and implement any
necessary changes for next
cohort

6.4 Potential resource implications

6.4.1 Consideration should be given to:
- Communication between staff, mentors and mentees —i.e. possible e-mentoring prior and

during scheme
- Staff time needed:

e Sufficient staff time needs to be allocated to run a successful scheme as running a mentoring
scheme is a very time intensive activity. To keep all participants engaged communication with
mentees and mentors needs to be frequent and responses to mentees and mentors with
queries need to be prompt.

e Information, training and DBS sessions need to be staffed and extra time needs to be allocated
prior and after the event to deal with administrative tasks.

e There is also a considerable time element involved in organising the mentoring sessions
themselves, ranging from making logistical arrangements i.e. booking rooms and refreshments,
sending out invitations and reminders and contacting and booking speakers.

15



- Cost implications:
A budget should be discussed and set at the outset and it should cover expenditure for:
e Staff time (i.e. does another member of staff need to be employed or will this work be
undertaken by a current member of staff
e Refreshments (if these are to be provided during the sessions)
e E-mentoring portal (subscription costs)
e Publicity (i.e. develop flyers for the scheme)
e DBS checking of mentors (cost of an enhanced DBS check is *** for students undertaking
paid work)
e Potential payment of external speakers to provide talks on various subjects

7 Recommendations

7.1 This report has set out to provide information about Disabled Peer Mentoring schemes that are
running at other universities, in particular it aimed to answer the question of how the Disability
Support Office at The University of Manchester could run such a scheme and what considerations
should be given when setting up this scheme. The report finds that such a scheme would be
welcomed by students, would aid transition into Higher Education, enrich their student experience
and enable further engagement with the student life.

The report authors recommend a pilot scheme design as follows:

The scheme should aid transition into Higher Education and therefore run for one year.
Mentoring should be small group based, so one mentor for up to 4 mentees for individual
sessions but this should also be supplemented with larger scale events where everyone
can get together either to socialise or attend talks/presentations on relevant topics. The
use of e-mentoring should be explored further as this will allow communication with
potential scheme participants before start-up and then be a communication tool during
the scheme. Monitoring and evaluation needs to be carried out at certain points within
the scheme, this could be via email surveys, focus groups or paper based forms. The
findings will be used to influence and develop the scheme.

7.2 The report authors make the following recommendations:

- DSO should discuss this report and the findings with their staff and find out if any staff members
have expertise or a particular interest in this area as this will enable staff to engage with the
project;

- DSO should contact Brightside to discuss the possibility of adding an e-mentoring element to the
scheme;

- DSO to contact TLSO to discuss ways of working together;

- DSO to come to a decision whether to move forward with the mentoring scheme taking into
account human resources, financial constraints and wider strategic priorities.

10
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Appendix 1: Project Charter

Peer Mentoring Scheme for Disabled Students

PROJECT BACKGROUND

The Disability Support Office has made a
commitment in the Student Support and Wellbeing
Operational Plan 13-14 to establish a peer
mentoring scheme for students with a disability.
The aim of this is to aid the transition of new
disabled students into higher education. This is a
new project that has been identified as an
important provision for several years and is
intended to improve the student experience for
students with a disability.

The division wants to explore how a peer mentoring
scheme could run, taking into account the current
existing peer support provision and experience of
other universities running similar schemes. This
project will identify best practice, and potential
options for scheme design. It will also identify key
lessons learned from this and other institutions and
consider how a scheme could best be delivered by
the DSO for students with a disability.

BENEFITS

*  An opportunity for students with a disability to
engage with the DSO and access additional
support tailored to their needs.

»  Develop the capability of the DSO team to
reach more students.

» Aiding the transition of disabled students into
higher education.

* Improve the experience of students with a
disability, and helping to resolve problems /
issues they may face.

»  Opportunity for joined up working with the
TLSO

+  Opportunity to work closely with other
departments e.g. the wellbeing and counseling
service.

*  Opportunity for students to engage with the
DSO and influence provision for students with
a disability.

* To improve existing provision.

OBIJECTIVES

*  Understand the transition needs of
students with a disability and how a peer
mentoring scheme could benefit them.

* Research existing peer mentoring
provision at the university and how a new
scheme could interact with it.

* Research what other institutions are doing
and identify best practice and lessons
learned.

*  Provide recommendations relating to the
above.

*  Report on potential approaches and
designs for the scheme.

+  To identify potential resource implications

+ To identify existing strengths,
weaknesses, opportunities, and threats to
establishing a scheme.

*  To make recommendations on growth and
sustainability in order to achieve the aim
of and become fully embedding it as part
of provision for disabled students.

INITIAL MILESTONES & DELIVERABLES

Confirm Project Charter

Undertake research with TLSO
Undertake research with other institutions
Undertake research with existing students
Explore different designs for the scheme
Project Report and recommendations

11
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PROJECT SPONSORS

Elaine Shillcock, Head of Disability Support

PROJECT TEAM

Gabriele Wegner, Alex Gaskill, Emma Richardson

STAKEHOLDERS

Pre-University students with a disability
Current students with a disability

DSO Staff team

The DSE

Student Life

TLSO, TLG

Peer Mentoring Steering Group

UMSU

Any staff who may be involved in delivery

RISKS

Time could be an issue due to the wide scope of
the project

Availability of students (off campus) for research
Feasibility of capacity to deliver desired programme

OUT OF SCOPE

Decision making re scope of scheme and specifics
Implementation of a scheme
Development of content

~



Appendix 2: Other institutions - best practice and lessons learned, case Studies

Manchester Metropolitan University — Disabled Student Peer Mentoring Scheme (contact Samuel

Parker, Learner Development Administrator)

Development of the scheme:

e The scheme currently consists of approximately 20 mentors and 40 mentees (mentors are asked to
mentor between one and 4 mentees). The scheme is targeted at students with
visual/hearing/physical impairment and autistic spectrum disorders. Other disabilities have not
been included as staff felt that either numbers would be too high (i.e. for dyslexia) or not enough
experience in the area (i.e. mental health issues). The scheme was first piloted on 2012-13 and ran
for a second year in 2013-14.

e The scheme is very structured and led by staff, who organise the recruitment, training and DBS
checking sessions of mentors, as well as setting up group meetings for all mentees and mentors.
Staff take an active lead in these areas to ensure the scheme complies with relevant Health and
Safety guidelines (i.e. DBS requirements for vulnerable adults. The scheme is set up to particularly
aid the student’s transition into university. MMU applicants get informed about the scheme as soon
as they disclose a disability. Staff also run two general information sessions over the summer at
which mentors are present for new incoming students who have not yet registered for disability
support.

e Staff arrange group sessions for all mentees and mentors; sessions have a theme and guest speakers
are invited on topics such as: Careers, Confidence Building and Exam Stress. Sessions are generally
very well attended at the beginning of the scheme but then less so as mentees settle into university
and student life.

e Staff match mentors and mentees; they are not matched by disability but by faculty if possible, or
other criteria i.e. matching together two mature students.

Cross-university relationships:

e The Disability Support Office runs the mentoring scheme and is supported by the Widening
Participation team due to their experience in running other mentoring schemes.

e Mentors are paid to attend training sessions and the general group sessions but if they then arrange
to meet with mentors outside these arranged sessions this is voluntary and unpaid.

Evaluation and future development:

e Scheme is considered to be a success and will continue for next academic year (2014-15).

o There are currently no plans to expand the project.

The University of Edinburgh - Learning Differences Peer Support Service

Development of the scheme:

e The scheme is very small with only 3 matches of students for 2013-14. It has been developed by
students for students. Itis aimed at students with a learning disability, and not limited to students
with any one learning disability. Disclosure is not required; some mentors did not disclose whether
they had learning difficulties.

e The scheme has more structure and the staff are more hands on with it than they are with other
peer support schemes they run due to the nature of it the participants. Careful consideration has
been given to the safeguarding mechanisms put in place and lots of training is provided to mentors
and mentees on safeguarding, boundaries, their roles and confidentiality.

e The scheme is not set up for a particular stage of a student’s pathway through university (e.g.
transition into university) as many students disclose their learning difficulties much later than their
first year, often in their third of fourth year when the workload becomes more demanding and they

12
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require more support / find out about the DSO / feel more confident to disclose.

e Itis highly supervised by staff and lots of time is spent building and maintaining relationships which
is possible since the numbers are currently so low.

e |t covers social, pastoral, emotional, time-management, organisation skills— depending on what the
mentees require — the programme is led by the mentee’s needs.

o It works well alongside other schemes that already exist.

Cross-university relationships:

e There is some support from their DSO, but it is felt more needs to be garnered, which could come
about following the evaluation. Reservations of the DSO may be due to them not being directly
involved in the scheme to date. They have offered training sessions for the scheme which have
proved valuable.

e They have links across the University faculties and schools and other departments.

Evaluation and future development:

e The project lead has built up a model of evaluation for the scheme and created indicators that
should accurately reflect outcomes — it was noted that specific staff knowledge is needed of how to
evaluate the soft outcomes and create appropriate indicators for a programme such as this one.

e The matches are currently considered to have been successful —further evaluation was being
undertaken at the time of this report.

e Scale-up will depend on buy in from central services as currently staff referrals to the scheme are
low. The team are currently considering to how best “sell” the programme to staff, and are building
relationships with personal tutors and staff responsible for student welfare.

Staffordshire University- Disabled Student Peer Mentoring Scheme (contact Anna Dent, Transition

Officer)

Development of the scheme:

e The scheme has been running for one year and is facilitated by the Student Enabling Centre.
Mentees are supported by the scheme into and throughout their first year of study and the scheme
is focussed on students with autistic spectrum disorders.

e For the pilot year in 2013-14 the scheme attracted 14 mentors with each mentor supporting 2 or 3
mentees each. The majority of mentors have a disability and those without a disability received
disability awareness training. All mentors received 3 hours structured training over a 6 week period.

e Mentoring was provided on a voluntary basis but mentors were paid for attendance of more
structured activities.

e An e-mentoring facility was provided for the pre-registration period.

Cross-university relationships:

o The delivery of structured activities and study support skills had been supported by other areas of
the Student Support Services at the University.

e Mentors had provided training for Welcome Week representatives and this had been viewed as a
very positive spin-off from the scheme.

Evaluation and future development:

e The scheme had been viewed as success and a second cohort would be recruited in 2014-15.

e Future expansion of the scheme would be determined by demand.

e There had been positive spin-offs from the scheme such as the development of Disability Sport and
the training that mentors were able to provide for Welcome Week Reps.
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Appendix 3: Student Survey

1. If a DSO mentoring scheme had been established when you joined the University would you
have bene interested in participating as a mentee?

Yes No
72% 28%

2. In which areas would you have found the support of a mentor to be most valuable? Please
assign a number to each with 1 being the most valuable and 5 being the least.

1 2 3 4 5
Pre-arrival 36.08% 28.87% 14.43% 14.43% 6.19%
guidance
Campus 5.15% 28.87% 34.02% 19.59% 12.37%
orientation
Course 53.13% 17.71% 15.63% 6.25% 7.29%
specific
guidance
Guidance on 3.09% 18.56% 22.68% 44.33% 11.34%
University
societies and
organisations
Social events 3.09% 6.19% 13.4% 15.46% 61.86%

3. Would you have found an e-mentoring facility useful as a means of receiving guidance
during the period leading up to your registration at the University?

Yes No
76.77% 23.23%
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4. At which points during the academic year would have found access to a mentor to have

been most valuable? Please assign a number to each with 1 being the most valuable and 7

being the least.

1

2

5

Pre-arrival

28.42%

26.32%

14.74%

6.32%

4.21%

7.37%

12.63%

Registration
and
Welcome

20%

31.58%

17.89%

5.26%

11.58%

5.26%

8.42%

Period
leading up
to the
Christmas
break

9.47%

17.89%

22.11%

29.47%

10.53%

5.26%

5.26%

Period
following
the
Christmas
break

2.11%

5.26%

13.68%

27.37%

37.89%

11.58%

2.11%

Period
leading up
to the
Easter
break

2.11%

3.16%

8.42%

18.95%

22.11%

37.89%

7.37%

Period
following
the Easter
break

0%

3.16%

3.16%

8.42%

8.42%

31.58%

45.26%

During
examination
periods

37.89%

12.63%

20%

4.21%

5.26%

1.05%

18.95%

5. The DSO mentoring scheme may incorporate structured activities to be facilitated by staff

from a variety of University services. Which of the topics below would you find most

interesting? Please assign a number to each with 1 being the most interesting and 4 being

the least
1 2 3 4
Employability 58.95% 29.47% 8.42% 3.16%
Money advice 19.84% 44.21% 28.42% 10.53%
Study abroad 14.74% 22.11% 46.32% 16.84%
opportunities
Sport 9.47% 4.21% 16.84% 69.47%
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6. Please use the space below to outline any other suggestions for topics of focus for
structured activities not covered by the option for question 5.

I'm Distance Education, 3rd year so most of this doesn't apply to me
exam technique, time management for assignments, work/life balance skills
Study Skills

Help on how the process works and how to get info from GPs etc.

How to make friends, social events etc.

accommodation and transport

coursework exam info

Ability to go abroad as a group holiday trip

social life

Exam structure advice, and the setting of future goals!

Advocacy

looking for a house

Time management, Stress management

The idea is a good one, but requires customisation on an individual basis.

being eligible for DSA because of long term health illness should be more specified

Housing advice

I still don't understand the library. | really wish someone had taken me and shown me it. | don't
feel comfortable going there now.

assertiveness and public speaking, advice on accommodation

Where to go get help if you are struggling, study guidance

Social activities

Study skills & revision strategies (subject-specific info searching and suggestions of
revision/study websites etc.?)

Drama / Music

Coping strategies - as | am both Deaf & Disabled, | can manage but it is other factors that get in
the way.

7. Would you be interested in becoming a mentor once the scheme has been launched?

Yes No
52.04% 47.96%
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8. Please use the space below to provide any further suggestions that you have for a potential
DSO mentoring scheme.

> Essay writing
» | think this is a very good idea although | can't access it.

» the questionnaire asks fairly general questions not related to special needs (DSO?);
and it doesn't allow me not to answer some points (so you may get results which do
not reflect my real thoughts in some sections); I'd definitely appreciate knowing
more about RSl and how to prevent that, which | think most research students are
likely to face - had | known it exists in the first place, I'd have taken various steps to
prevent it - but this I'm sure goes beyond the scope of what you can do; it would be
great to point to the issue though, | don;t think it's discussed enough

» | thought the idea of an e-mentoring scheme is good, so would extend it beyond the
registration period. Somentimes | it can be easier and less intimidating to do things
online, provided the online environment is safe. It can also be easier to do this from
home if you get a lot of fatigue.

» provide a friendly environment so that more students can take advantage of this
scheme

> mentors should help people in the year bellow withing the same subject area

» As much as | would like to be a mentee for other disabled students, | am not actually
on campus, and so cannot be of physical assistance. However, were the scheme
running online -which might be a good idea for distance learners, as such study is
very isolating - | would gladly participate.

> have a short meeting every 2 - 3 weeks to see the progress of students

» Maybe an online catalogue of Mentors with places would be good, as | wanted to
use mentoring service, but didnt due to not been able to see who | am paired with.
Bias could be an issue...

> Sounds very promising, especially if mentors and mentees are matched well.

> Help with all the registration stuff would be great. | was in the second year before |
found all the IT resourses we are meant to have and IT registration was a nightmare.
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If this scheme had been started earlier | would have liked to have helped but
unfortunately I'm going into my fifth year and so will be very busy. Good luck
though.

An accessible outline of facilities and services available to persons of verying range
of disabilities

| would have been happy to be a mentor on such a programme, although | will be in
my last year of my nursing course next year and would struggle with the
commitment time due to dissertation and placement. | think it would be really
helpful for future cohorts though, especially those from outside the Manchester
area to help them settle into a new city (I am from Manchester myself so am very
familiar with the area - this would be a good quality to have as a mentor for this
scheme though).

| would heavily suggest the mentoring scheme exists between those of a similar
course/discipline.

proof reading, guidance how to memorise . there are some "meetings" taking place
from the DSO but is generic and not helpful to an individual because having dyslexia
is not just one thing of causes.

Personally, it would have been helpful to just know somebody else on my
demanding course that had 'been there and done that' in terms of studying with a
hidden disability.

| think a mentoring scheme is a great idea. However, | am a PhD student and, seeing
the questions above, | get the feeling that if postgraduate research students are to
be included in the scheme, they would need a different kind of support from their
mentors. The stressful times in a PhD do not necessarily coincide with exam periods;
we face other challenges and pressures than the taught students, e.g. going to
conferences, building a professional network, the mostly independent work, and
often the lack of clear deadlines etc. It's also important to think about how to
integrate those students into the scheme who do not register with the DSO from the
start of their degree, but later on. When a student is faced with such a transition,
that might be the situation when the support of a mentor might be the most useful.

Subject specific mentoring and disability specific mentoring. For a level of
understanding.

| think this is a brilliant idea. One that many will benefit from!

| don't know yet but it is a great idea. See how it goes, all the best!
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Appendix 4: Focus Group Notes

Research into a DSO Peer Mentoring Scheme — Student Focus Group
Wednesday 7" May 2014, 2.00pm-4.00pm
Session notes

Session aim:

To find out students views and opinions on running a Peer Mentoring Scheme for students with a

disability in order to inform the development of the scheme and ensure it meets students’
requirements.

1)

What is the potential value and impact of a mentoring scheme?
Refer to survey Q1 results.

a) Do you consider a peer mentoring scheme for students with a disability to be a good idea?

b) If yes, why? If no, why not?

c) What therefore would you say is the main value of having a peer mentoring scheme for students

with a disability?

d) What difference might a scheme such as this one make to a student’s experience at university?

Responses:

Yes, a peer mentoring scheme for students with a disability is a good idea.

The main values:

o It can be empowering for those who take part;

o It can help to build a sense of community;

o It can be afriendly face, which participants consider to be a very important aspect of
the scheme;

o It can decrease anxiety amongst students;

o It can improve students’ experience at the university.

Raising awareness of the DSO, and other, services is seen as an important aspect of
mentoring.

Students will be able to share personal experiences with their mentors, which can help
to relieve some of the frustrations sometimes faced when dealing with accessibility
issues as a disabled student for example.

Other comments

It would be preferable for mentors and mentees to be on similar programmes of study.
Disability awareness training should be mandatory for mentors.

An online forum for mentors and mentees would be a valuable component of the
scheme and open up opportunities for guidance and support to a broader range of
people.

2)

What should the scheme focus on?

Method: Small group discussion (Refer to survey Q2 results)
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a) In which areas would you have found the support of a mentor to be most useful and why?

o Pre-arrival guidance (2)

Campus orientation (3)

Course specific guidance (1)

Guidance on university societies and organisations (4)

o
o
o
o Social events (5)
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o Anything else e.g. Disability specific support?

Responses and suggestions:

e The participants agreed to some degree with the above ranking of the areas for support.

e Pre-arrival guidance would help with answering questions such as ‘what to expect?’,
‘what is it like?” and therefore help to pre-empt common anxieties.

e Pre-arrival might lead to increased arrivals at DSO, as some students aren’t aware it
exists so might find out about it through the mentoring. Signposting would be useful.

e Not everyone engages with the DSO in their first year.

e For some students a pre-arrival element may not be appropriate.

e A guide book / small pack with lots of relevant information on services available could be
a useful resource for mentors and mentees.

e Course specific guidance in particular will be useful, so that mentors can share
information about how the school works the structure of the course and other school-
specific information that participants thought the mentees will find particularly valuable.

e Social events, although ranked the lowest in the list is still considered to be a valuable
and important area for support. ‘Social’ could also include other activities such as
getting involved in the disabled students’ society at the Students’ Union or engaging in
advocacy for example.

e For ‘social’, small groups could be beneficial rather than large group get-togethers.

e Having the opportunity to raise awareness of issues that affect students with a disability
at the university is important.

e There is a need to link services together, for example between services such as
counselling and DSO could be improved. Mentoring could be an opportunity for staff to
raise awareness amongst students of the different services on offer.

e Support is required for practical things, such as opening a bank account.

e One particularly valuable opportunity that mentoring brings is the chance to engage
with individual support structures, or explore the changes in their support structures
when coming to university. In particular international students.

e Students want to get information on the scheme from the start, for example from their
first meeting with the DSO, or even before that as not all disabled students are aware of
/ engage with DSO in their first year.

Other suggestions:

e The ‘register as disabled’ student ‘tick box’ is too narrow and there needs to be an
opportunity for the students to understand what is meant by ‘disability’ when
completing this form, and also to be able to answer with more than just a tick for ‘yes’ or
‘no’. They would like to know what support they could get and what is on offer if they
do tick the box / do consider themselves to be disabled.

e It would be useful for the DSO to raise their profile, for example by having something on
My Manchester or on the web, or some information during the registration process.

3) When should the scheme run?
Method: Small group discussion (Refer to survey Q4 results)
a) At which times of the year would access to peer mentors be most valuable and why?
o Pre-arrival (1)
o Registration and welcome period (3)
o Period leading up to the Christmas break (4)
o Period following the Christmas break (5)
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o Period leading up to the Easter break (6)
o Period following Easter break (7)
o During exams (2)
o Any other times of the year?
b) Refer to points in considering other students e.g. PG students / research / distance learning — do
you have any comments on what might be the best times for them?

Responses:

e The most useful time will depend entirely on the individual student — for example
postgraduate students and research students have a completely different timetable.

e Check whether the 1% year undergrad is the best group to run a pilot with?

e Remember that postgraduate students and other students may be coming for the first
time to the UofM too. The most important thing is that the opportunity is available year-
round.

e Mentors also need to be flexible if possible.

e Life experience can be very valuable as a mentor.

e The support would be useful not just at exam time but at times of deadlines too, as well
as the exams that fall across the year not just at the ‘usual’ exam period

4) What methods could be used?
Method: Small group discussion. (Refer to survey Q3, Q5, Q6 results)
a) What do you think of the following methods for peer mentoring:
o One-to-one mentoring
One mentor with 3 or 4 mentees
E-mentoring
Face to face mentoring

O
O
O
o Matching (e.g. matching by course / disability type etc.)

Responses:
e Itisimportant to have one person to link to.
e The mentors and mentees should be in the same faculty / school — this is because each
course has its own demands and environment.
e Anonline forum could be a useful tool for communication and information sharing
amongst mentors and mentees.
e Any website / online tool / info must be accessible.
e The mentors could potentially take a role in acting as moderators for the forum.
o Small groups of mentor and mentee pairs could be created, by offering 2 or 3 of the
mentor-mentee pairs to form small groups.
e [f the above was considered then group dynamics would need to be covered /
mentioned at the training.
e The mentee should be able to lead if possible on their preferences for any group
engagement.
e There should be options for the following:
o 1 mentor to a few mentees,
o One-to-one mentoring
o One-to-one mentoring, with 2 or 3 pairs linked together to engage if they wish
e Mentors need to have training in disability awareness and access — as they may have
different disabilities and it can help to raise awareness of others.
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b) What activities could be useful for mentors and mentees to engage across the year and why?
o Welcome parties

Meet the mentor events

Drop-in sessions

Small group meetings

Workshops

Talks

Social events

Anything else?

O O O O O O O

Responses:

e Lots of drop in’s already exist (for example DSO / Alan Gilbert etc.) so may not need
more?

e Meet the mentor events would be good.

e General information sessions on available services, incorporating a focus on areas of
particular relevance to disabled students (DSA, benefit entitlement, travel cards), would
be useful at the start of the year.

e Atour of facilities such as the Library would be useful at the start of the year

e Sessions on employability held toward the end of the programme of study would be very
helpful.

c) What topics would it be useful to have events focused on and why?
o Employability (1)

o Money advice (2)

o Stud abroad opportunities (3)

o Sport (4)

o Exam skills

o Time management

o Disability specific information

o Accommodation and transport

o Social opportunities, trips

o Wellbeing — stress management / coping strategies / Work-life balance

o Goal setting

o Advocacy

o University services (e.g. the library)
Responses:

e Employability would be good. This could tie in for placement students too?

e Need to time these appropriately, e.g. have an hour on transport at the beginning of
year.

e Something on budgeting would be good for people new to the uni / early on in the
programme.

e Time management / advocacy /goal setting would be good throughout the year.

e Students could be signposted to find the wellbeing sessions elsewhere including sports,
wellbeing and exams support.

e Other suggestions for sessions — possible benefits and DSA, travel cards etc., and a pack
/ information that covers things available in Manchester / nationally e.g. places that are
reduced cost to visit etc.
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5) What should the key principles of a DSO peer mentoring scheme be?
Method: Small group activity
e Refer to Malone 2012 research paper
a) What do you think the key principles of the programme should be?
o E.g.seelist

Responses:

e For students by students

e Afriendly face

e Available to all

Empowering to students

Confidential

Safe

The scheme should ‘provide a foot up rather than carry’

e Mentors and mentees should decide the boundaries of the scheme and establish
realistic expectations of one another.

6) Engaging students in the programme

a) Do you have any comments on the following:

o Marketing of the scheme

Recruitment and selection
Training (for mentors & mentees)
Matching (e.g. matching by course / disability type etc.)
Communications across the year
o Retention

O
O
O
O

Responses:
Marketing:
e Posters
e My Manchester
e Society email?
e Disability / accessibility room
e Library —have small cards similar to business cards that students can pick up
e Different areas of campus
o Welcome Week
e Individual school buildings
e Course leaders
e At the point of UCAS
e Open days / subject specific open days

7) Staff and student involvement in developing the programme
a) Do you have any comments on the following:
o Staff involvement vs student involvement / ownership
o Ensuring students feel safe
o Support available to mentors and mentees
o How to evaluate the programme and measure success?

Responses:
e The role of staff should be to ensure that the relevant structures are in place to ensure
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the scheme is successful.
e Students should have some ownership of the scheme and be involved in its planning and
development.
Ensure there is support to the ending / exit of both mentees and mentors
More focus groups would be good; to ensure students voices are heard.
Set up an advisory group / steering group which students could sit on.
Could use pre-and post- questionnaires for example around personalised objectives to
see how well the mentoring programme meets them individually.

8) Anything else?

Other comments:

e Could there be provision for other students in the pilot phase e.g. 10% PG level to test
the feasibility.

e The Access SUMMIT is not accessible to students in a wheelchair — this is considered to
be a real issue.
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Appendix 5: Key contact details

Manchester Metropolitan University
Sam Parker (Learner Development Administrator), Learner Development Service
s.parker@mmu.ac.uk tel: 0161 247 3615

Staffordshire University

Anna Dent (Transition Officer), Student Enabling Centre
a.dent@staffs.ac.uk

Tel: 01782 294000

The University of Edinburgh

Mimi Watts (Peer Support Project Officer), Edinburgh University Students' Association
Tel: +44 (0)131 650 9395 Twitter: @EUSAGetInvolved Facebook: EUSA Get Involved
Potterrow, 5/2 Bristo Square, Edinburgh, EH8 9AL

Brightside: (possible follow up for e-mentoring discussion)
Brightside, CAN Mezzanine, 32-36 Loman Street, London,SE1 OEH
info@thebrightsidertrust.org

Tel: 0207 922 7800

University of Manchester — Teaching and Learning Support Office
William Carey (Teaching and Learning Adviser, Student Engagement) William.Carey@manchester.ac.uk
Tel +44 (0) 161 275 3299

Focus group participants:

1. Michelle Keifer michellekeifer8 @yahoo.co.uk

2. Nicole Rajan nicole.rajan@student.manchester.ac.uk
Both participants are happy to share their details, and are happy to be contacted for any further
information or if there are future consultations.

Note: Lisa Cassidy lisa.cassidy@student.manchester.ac.uk was also signed up, but couldn’t attend. She
is happy to be contacted in the future.

Report Authors

Emma Richardson (Volunteering and Community Engagement Executive), The University of Manchester
emma.richardson@manchester.ac.uk Tel: 0161 275 2851

Alex Gaskill (Scholarships and Bursaries Officer), The University of Manchester
alexander.gaskill@manchester.ac.uk  Tel: 0161 275 7860

Gabriele Wegner (Widening Participation Officer), The University of Manchester
gabriele.wegner@manchester.ac.uk, Tel: 0161 275 1378
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1. Background, methodology and context

1.1 By 2020, the University of Manchester aims to achieve a positive graduate destinations rate
of 85% (as measured six months after graduation in the Destinations of Leavers from Higher
Education Survey), ensuring that the University is ranked in the upper quartile of the Russell
Group institutions on this measure’.To support the University in achieving this key performance
indicator, the Careers Service currently uses CareersLink, an events and vacancies database,
to promote the range of employment opportunities and events available to current students and
recent graduates.

1.2 The Careers Service requested a review to evaluate current students and recent graduates’
attitudes towards, and usage of CareersLink. Specifically the Careers Service required

i) evidence to support continued use of the product, and ii) ideas on how to improve its brand
and marketing. There are other products on the market and the Careers Service needs to make
a decision as to whether to continue to use CareersLink or adopt a new system.

1.3 A Project Charter was drawn up to define the objectives and deliverables for the project (see
Appendix 1). It was agreed that the project would include current University of Manchester
undergraduate and postgraduate students and recent graduates’ engagement with, and
attitudes towards, CareersLink. The system does have multiple users but for the purpose of this
project the engagement of, and attitudes towards, CareersLink by Careers Service staff,
University of Manchester academic staff, Organisations / Employers have not been included. It
was however acknowledged that Careers Service staff input would be an essential part of the
background research. It was also agreed that the project would seek to make recommendations

! Manchester 2020, The Strategic Plan for The University of Manchester

35



for the improved brand and marketing of CareersLink but not make specific recommendations of
alternative products.

1.4 The project team met with Careers Service staff to discuss their current use of CareersLink
and identify specific areas for consideration when devising methods for gathering quantitative
and qualitative data. From these meetings a survey was devised and circulated both online and
in paper form (see Appendix 2). A focus group and user testing session was also delivered
which aimed to capture further qualitative data on attitudes towards CareersLink as well as
ideas for improving the brand and marketing (see Appendix 3.)

2. Data Analysis

2.1 The survey attracted 120 responses - 113 online and 7 paper. From a student population of
over 40,000, 120 responses may not seem to be an adequate sample size, however the results
were from a good cross section of the student body to include 51% undergraduates, 34%
postgraduates and 15% graduates from across of range of Faculties. The link to the online
survey was promoted on the Careers website as well as via University Social Media channels.
Paper copies were available from the Atrium and the Student Services Centre. It may be that an
incentive for completing the survey could have attracted more responses, and this could be
something to consider if the survey were to be run again.

2.2 5 participants attended the focus group and user testing session; 2 undergraduates, 1
postgraduate and 2 recent graduates. An incentive was offered for attending this session so
whilst attendance was not as high as had been hoped, all participants contributed extensively to
the user testing scenarios, facilitated discussions and group activities. The timing of the session
was undoubtedly the main reason for reduced attendance as it fell at the end of the exam
period. This was directly linked to time limitations for the completion of this specific project and
so there would certainly be a case for repeating the focus group and user testing session again
at a more student friendly time of year.

2.3 Looking at the results of the survey in terms of usage and engagement, 89% of
respondents had heard of CareersLink, with 43% using the system about once a month. Overall
it can be seen that second year undergraduates are the most frequent users. In terms of most
frequent users by Faculty, Humanities students are the most engaged with CareersLink possibly
because their degree programmes are less vocational compared to Medical and Human
Sciences students who appear to be less engaged (see Appendix 5.). The majority of
respondents liked the variety and amount of vacancies and events offered, as well as the ability
to filter the searches. It can also be seen that a variety of types of vacancies are being searched
for, with 53% applying for or getting a job as a result of using CareersLink. The top 3 job type
searches being full time, student placements / internships and part time. One specific reason
that students and graduates use CareersLink, which came out of the survey and the focus
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group discussions, is the notion that CareersLink offers access to exclusive vacancies for
University of Manchester students only. Comments received included;

“Lots of vacancies available, most of them targeted specifically at UoM students.”
Undergraduate, School of Chemistry

“Lists jobs you can't find anywhere else.” Postgraduate, School of Physics and Astronomy

2.4 In terms of accessing CareersLink it can be seen that overall respondents are moderately
satisfied, with 32% indicating that they found logging-in very easy and 42% indicating that they
found the system fairly easy to use. However a recurring theme from both the survey and the
focus group session was the frustration for users having to access CareersLink as a separate
system outside of any of the standard University systems. Comments received included,

“I do not like that even though I am on my Blackboard page, | have to log in again to
CareersLink”. Undergraduate, School of Arts, Languages & Cultures

“Connectivity with MyManchester - separate log-ins is not practical. Should be built directly into
MyManchester.” Postgraduate, School of Environment, Education & Development

Browser compatibility issues were also reported in the user-testing scenarios. One patrticipant
recorded that they were unable to access CareersLink when using Internet Explorer 7. Another
common theme was that participants were not happy with the compatibility of accessing the
system from their smartphones or tablets.

2.5 The results from the survey, reinforced by discussions at the focus group session, reveal
that the areas which users found most dissatisfaction with are the appearance and navigation
of the system.

“CareersLink can be difficult to navigate around and you have to use trial and error as there has
never been a clear explanation as to what can be done on the site.”
Undergraduate, MBS

The design is felt to be clunky and old fashioned, with the search interface being referred to as
box-y rather than clean and modern and similar in look to other University systems and
websites. Users reported difficulties with pressing ‘back’ on the browser, as well as commenting
on the lack of navigation controls at both the top and bottom of pages, making working through
search results difficult. They also reported difficulties logging out of the system as all open tabs
have to be closed in order to fully log-out; obviously users find this rather inconvenient when
needing to have other tabs open at the same time. Inconsistencies in the actual content of the
system were also discussed at the focus group session with participants commenting on the
range of variations between classifications of jobs, job descriptions, salaries and date formats.
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2.6 When considering brand and marketing, the majority of respondents indicated that they
had become aware of CareersLink either through the Careers Service website, being directed to
the system by a member of Careers Service staff or via MyManchester. For the small
percentage of respondents who indicated that they hadn’t used CareersLink, the main reason
for this was because they simply didn't know that it existed. Whilst 90% of the survey
respondents felt that CareersLink was the right name for the system, it was quite clear during
the focus group discussions that participants felt that the name should be changed to suggest
something more ‘all encompassing’ in terms of the variety of opportunities offered through this
system, as well as something more in line with other University wide systems and initiatives.

3. Recommendations regarding evidence to support continued use of CareersLink

3.1 Improve accessibility - from the results of the survey and the focus group and user testing
session, it is clear that current students would support the continued use of CareersLink if it was
possible to link access to the system via Blackboard and / or MyManchester, removing the need
for a separate log-in. Both current students and recent graduates would also support changes to
improve the experience of accessing CareersLink on devices such as smartphones and tablets
by the use of a CareersLink App.

3.2 Align appearance - the overall appearance of the system is important, with comments from
both the survey and the focus group session suggesting that the day to day use of CareersLink
would be enhanced by changes in the look and feel of the system. If the system could be
improved to make it appear more modern in style, more aligned to the appearance of other
University systems that current students and recent graduates regularly engage with such as
MyManchester and Blackboard, than usage and engagement would likely to be improved. This
recommendation needs to be considered in line with the brand and marketing recommendation
in section 4.3 of this report.

3.3 Improve navigation - the following potentially ‘quick win’ recommendations came out of
comments in the survey and focus group discussions in terms of improving the navigation of

CareersLink;
Change the name of the 'Vacancies' tab to
— 'Vacany Search' —
Introduce an 'Apply Now' link for every
[ vacancy -]

Send email reminders when deadlines are

approaching for '‘My Favourite' vacancies
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More long term suggestions included;

Install a first-time user pop-up guide and a
— help button —

Add the ability to exclude words from
searches

Introduce 'Amazon’ style searches and
recommendations

To further improve the navigation of CareersLink, the ‘human input’ side of the system could
also be improved. Standardisation of the content of vacancies and events, by reviewing the
current templates and guidelines for Careers Staff and Employers / Organisations inputting the
information, would be a quick win that would begin to address the issues around inconsistent
searching and results. In particular, the date format should be standardised and if possible all
vacancies and events advertised with a UK date format rather than US to avoid confusion.

A more up to date and well promoted Guide to CareersLink available on the home page would
also be beneficial to users. Several of the current user-guides available on the Resources page
are over 3 years old. Consideration should be given to having the links to the online tutorials
(currently available on the Careers Service
website http://www.careers.manchester.ac.uk/services/aboutcareerslink/) also on CareersLink
itself so all the information is located in one place.

4. Recommendations on how to improve the brand and marketing

4.1 Establish a targeted promotion programme - focus group participants recommended that
the timing of the promotion of CareersLink should be reviewed, with a view to promoting the
system in a structured way, targeting specific student groups at relevant times during their
student life cycle. This could include a general introduction to CareersLink for all first year
students a few weeks in to the start of year as they appear to be the least frequent users (see
Appendix 5.) This could be followed by more bespoke promotion sessions towards the end of
the academic year when students may be searching for summer internships or part time
vacancies and also again at the start of final year when students will be beginning to consider
applying for full-time / permanent positions. Plans to revise the targeted promotion of
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CareersLink would need to be considered in line with the University’s Induction Framework?
and planned in collaboration with academic schools in order to support local induction
programmes for individual year groups.

4.2 Promote exclusive opportunities - the notion that CareersLink offers access to exclusive
vacancies for University of Manchester students and graduates could be used in order to
promote usage and engagement with the system. Whilst this is not the case for every vacancy
advertised on CareersLink, opportunities that are exclusive could be highlighted on the system
and this is a message that could be featured in any targeted promotion programme.

4.3 Consider changing the name - focus group participants indicated that the word ‘Careers’
could be seen as an immediate barrier for certain students, as there is an assumption that the
system is only appropriate for students ready to focus on their long term career. The term
‘Career’ doesn't necessarily suggest an obvious association with other opportunities available
through CareersLink such as part time work, internships, placements, volunteering. This can be
seen in the results from the survey where only 24% of respondents used CareersLink to search
for volunteering opportunities. Suggestions for a new name that came out of a focus group
activity included ‘MyFuture’, ‘MyChoice’, ‘MyOpportunities’. The concept of ‘MySomething’
links to the University wide recognised branding of ‘MyManchester’, with ‘MyFuture’ in particular
linking to the existing branding of other Careers Service activities such as ‘MyFutureFest’. The
‘MyFuture’ theme could be further expanded to ensure users see the system as a tool to enable
them to search for opportunities at any point of their student journey in order to gain experience
and develop their employability skills.

5. Conclusion

5.1 In conclusion it can be seen that the attitudes towards, and the usage of CareersLink by
current students and recent graduates, indicate general satisfaction with this current system.
However further consideration should be given to implementing improvements to the system
and its brand and marketing as recommended in sections 3 and 4. The results from the survey
and the focus group and user testing session do have limitations as these were both a relatively
small sample size. One area which may also prove useful for any further research would be
capturing data from users who are currently using CareersLink but are also using other job
search sites and their comparative opinions on those.

5.2 Continued post-project evaluation of CareersLink should be implemented to monitor and
evaluate its usage. Ongoing data gathering could be a way for the Careers Service to monitor
and evaluate its continued usage as there is currently no provision for doing so. This could
possibly be done by using or amending the templates for the online survey and the focus group

2 Enabling Student Success: The Manchester Induction Framework - February 2014
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and user testing session provided in appendices 2 and 3 as well as investigating the possibility
of analytics available from the system itself.

5.3 It is recommended that any future improvements around the branding and marketing of
CareersLink should align with the wider branding and marketing plans of the University and of
the Careers Service. In particular, this report should be considered in line with current work on
the University’'s Student Engagement Strategy and any recommendations from the Student
Engagement - Careers project.

5.4 As CareersLink has multiple users, the findings of this report will also need to be considered
alongside the engagement of, and attitudes towards the system of the wider stakeholder group.
This would include Careers Service staff, University of Manchester academic staff and external
organisations / employers. Once research has been collated from each of the stakeholder
groups, it will be possible to consider if CareersLink is able to meet the needs of the combined
stakeholder ‘wish list’ or whether, at that point, alternative products need to be considered.
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Project Charter

Appendix 1

Evaluation of current students and recent graduates’ attitudes towards, and usage of

Objectives

To evaluate students’ attitudes towards, and usage of
CareersLink — the events and vacancies database of the Careers
Service.

The Careers Service need;

1) Evidence to support continued use of the product
2) Ideas on how to improve its brand and marketing

There are other products on the market and a decision needs to
be made as to whether the Careers Service stay with
CareersLink or adopt a new system. We need to understand
what students’ want from a system and whether CareersLink
meets their needs.

Project Sponsor

CareersLink

Deliverables / Milestones

Anne Milligan, Careers Service

Project Team

Lisa Wright, Student Services Centre
Sarah Hartley, Directorate Office

Resources

Time commitment is variable as required by the demands of the
project — estimated at 5 hours for the duration of the project.

Budget — there is no central Future Talents budget. Any budget
requests will therefore be submitted to the project sponsor for
consideration.

1) Meet with Careers Service staff to discuss their current use of
CareersLink and identify any specific concerns or problems to
consider as part of focus groups and user testing sessions.

2) Devise and circulate a questionnaire for current undergraduate
& postgraduate students and recent graduates to assess their
current awareness of, and engagement with CareersLink.

3) Arrange and deliver a series of focus groups and user testing
sessions for both users and non-users of CareersLink to capture
attitudes towards CareersLink.

4) Gather feedback on ideas for improving the brand and
marketing of CareersLink.

5) Produce a final report with recommendations to be delivered
to senior managers at the Careers Service.

« All current University of Manchester students
« All University of Manchester Graduates
eUniversity of Manchester Careers Service staff
*University of Manchester academic staff
*Organisations / Employers

Benefits

Employability is at centre stage at our, and at all, Universities.
This is an essential piece of work in order to help to improve
careers provision to current University of Manchester students;
which will in turn support the Manchester 2020 key
performance indicator for positive graduate destinations.

Stakeholders

Scope

In Scope:

- Current University of Manchester undergraduate &
postgraduate students and recent graduates engagement of,
and attitudes towards, CareersLink

- Recommendations for improved brand and marketing of
CareersLink

Out of Scope:

- Careers Service staff*, University of Manchester academic
staff, Organisations / Employers engagement of, and attitudes
towards, CareersLink

- Specific recommendations of alternative systems / products

*Careers Service staff input will be an essential part of
background research for this project

Dependencies / Success Criteria

Capturing a balanced response of attitudes and opinions from
current University of Manchester students in terms of students
from different year groups, who are both users and non-users
of CareersLink.

Time Frame

To be completed by 15t September 2014

Author : Sarah Hartley and Lisa Wright Version : 4

Date: 12 May 2014




CareersLink Survey

We are evaluating students’ usage of CareersLink and would value
your input and suggestions about it by completing the survey below.

1. Have you heard of CareersLink (vacancy database not the Careers website, see screenshot above)?

Yes
Yes, but not used it
No

2. If yes, how often do you use it?

Once a week or more frequently
About once a month
Only logged in once

If no, are you:
Currently not searching for jobs/volunteering/placements?
Using other job vacancy websites
jobs.ac.uk
targetjobs.co.uk
prospects.ac.uk
other
Didn’t know it existed

(If you answered no, please now go to question 16)

3. How did you find out about CareersLink?

Through the Careers website

Directed there by a member of Careers Service staff
By searching the University website

Web search

Link on University publications/poster

Through a friend/colleague

Through a lecturer/School

Blackboard

MyManchester

4. How do you access CareersLink?

PC/Laptop
Smartphone
Apple product
Tablet
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5. Have you ever had a problem accessing it?

Yes (please explain)

No

6. Do you use it to search for jobs?

Yes
No

7. If yes, what type of jobs do you search for?

Full-time

Part-time

Student placements/internships
Casual vacation/seasonal work
Graduate level internships

PG study and research opportunities
Volunteering

8. Have you ever applied for or got a job that you found on CareersLink?

Yes
No

9. Do you use it to search for careers events?

Yes
No

10. On a scale of 0-5 (5 being easiest), did you find it easy to use? (Please circle)
012345

11. On a scale of 0-5 (5 being easiest), did you find it easy to log-in? (Please circle)
012345

12. Please tell us which parts you like about CareersLink
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13. Please tell us which parts you don’t like about CareersLink

14. Do you think CareersLink is the right name for this database?
Yes
No (feel free to make suggestions)

15. Are you:

Undergraduate (Please circle year of study) 1 2 3 4 5
Postgraduate Taught (Please circle year of study) 1 2
Postgraduate Research (Please circle year of study) 1 2 3 4 5
Medical Undergraduate (Please circle year of study) 1 2 3 4 5
English Language

Graduate

16. Are you:
Male
Female

17: Are you:
UK
EU
International

18. Which School are you in:

If you would be happy for us to contact you again regarding this review of CareersLink, then please leave your email
address below.

Thank you for your response
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CareersLink Focus Group & User Testing Session

Aims of Focus Group

o To get qualitative feedback on students’ usage of CareersLink
e To get brand and marketing ideas

Focus Group Questions and script

Introduction

e Scene setting. Explain purpose of session and that as facilitators we are independent
and that all responses will be anonymised.

e Ask participants to write on post-it note how and when they found out about
CareersLink along with their year of study.

User Testing Scenarios

e Split participants off to test CareersLink on PC, laptop, tablet and smartphone and
ask to fill in pro-forma with guidance on what to search for and what they like about
CareersLink. This will act as a refresher to using the system as well as prompting
some ideas about its usability.

¢ Rotate participants after 10 mins.

Group Discussion
Questions to ask (Facilitators to write points on flip-chart):

e What do you remember about using CareersLink for the first time?

e What do you like about CareersLink?

¢ What don't you like about CareersLink?

e If you could build it from scratch what other functions might you add?

Group Activities (Particpants to write ideas on flip-chart):

e Was the timing and method of promotion of CareersLink appropriate?
¢ How would you promote CareersLink to students?

¢ What alternative name could you give to CareersLink?

e Anything else you'd like to add?
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Conclusion

o Wrap up session explaining how the results will be used and thank participants for
attending.

Resources

¢ Pens and paper

o PCs, laptops, ipad, smartphone

e Dictaphone

e Flipchart and markers

e Post-its

e Name tags

e Pro-formas for user-testing scenarios
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CareersLink

Survey Title: CareersLink
Survey Properties:

Launched Date: 04/04/2014
Closed Date: 31/07/2014

Responses By Question Analysis:

1. Have you heard of CareersLink (vacancy database not the Careers website)?

Response Response

Page 1 of 9

Total Percent Foints Avg
Yes 85 75% n/a n/a
?;es, but not used i S nia ol
No 12 11% n/a n/a
Total Respondents 113
(skipped this question) 305

2. 1f yes, how often do you use it?

Response Response
P P Points Avg

Total Percent
Once a week or more =
frequently 32 32% n/a n/a
About once a month 43 43% n/a n/fa
Only logged in once 24 249% n/a n/a
Total Respondents 99

(skipped this question) 319

3. 1f no, are you:

Response Response

Total Percent Foints Avg
Currently not searching for o
jobs/volunteering/placements? 2 20% nja. nja
ggggitziher job vacancy 2 20% n/a n/a
jobs.ac.uk 2 20% n/a n/a
targetjobs.co.uk 0 0% n/a n/a
prospects.ac.uk 0 0% n/a n/a
other 1 10% n/a n/a
Didn't know it existed 6 60% n/a n/a

Total Respondents 10
(skipped this question) 408

4. How did you find out about CareersLink?
Response Response

Total Percent
[] Through the Careers website 48 499%,

Directed there by a member of
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Page 2 of 9

B Careers Service staff 29 30%
[l By searching the University website 12 12%
[[] Web search 8 8%
| [] Link on University publications/poster 12 12%
[ Through a friend/colleague 5 59,
[[] Through a lecturer/School 6 6%
[l Blackboard 9 90/,
[[] MyManchester 29 30%

Total Respondents 97
(skipped this question) 321

5. Howdo you access CareersLink?

Response Response

Total Percent
[] PC/Laptop 91 949%
[l Smartphone 9 9%
. Apple Product 11 11%
[0 Tablet 8 8%
Total Respondents 97
(skipped this question) 321
6. Have you ever had a problem accessing it?
Response Response
Total Percent
|:| Yes 11 11%
[l No 86 89%
Total Respondents 97
(skipped this question) 321
7. If yes please explain
1, I{;l::!i).t trying to access it as a graduate when I was a student. I don't think the log in page is very
2. You have to have a different username and password. Sometimes it takes about 4 or 5 tries to log in.
3 Difficult to find the right log on with so many options, student,staff,graduate etc.
4. Took me a while to figure out how to even use it!

I have to search online every time when I access careersLink.

5 It would be better if I can access careersLink directly via [my manchester] as soon as I login instead
of accessing links after links.

6. Page took too long in loading or did not loaded properly.
7l Only on a few occasions, it has been inaccessible but has worked a few hours later.
Total 7
Respondents
skipped this
(skiep 4 411
question)

8. Do you use it to search for jobs?
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Page 3 of 9

Response Response

Total Percent
[] Yes 86 91%
W Ne 9 9%

Total Respondents 95
(skipped this question) 323

9., 1 yes, what type of jobs do you search for?

Response Response

Total Percent
[] Fuli-time 52 61%
[ Part-time 42 499,
[l Student placements/internships 50 590/,
[[] Casual vacation/seasonal work 27 3294,
[] Graduate level internships 37 44%,
[] PG study and research opportunities 11 139,
[[] Volunteering 20 249,

Total Respondents 85
(skipped this question) 333

10. Have you ever applied for or got a job that you found on CareersLink?

Response Response Poinits Avg

Total Percent
Yes 49 53% n/a n/a
No 44 47% n/a n/a

Total Respondents 93
(skipped this question) 325

11. Do you use it to search for Careers events?

Response Response

Total Percent
[] Yes 56 60%
[ Ne 37 40%

Total Respondents 93
(skipped this question) 325

12. 0Ona scale of 0-5 (Sbeing the easiest), did you find it easy to use?
Response Response

o 1 2 3 * = Total Average
5:;‘150:)”5& & 2.15% (2) 5.38% (5) 11.83% (11) 41.94% (39) 29.03% (27) 9.68% (9) 93 3.19
Total Respondents 93

(skipped this question) 325
13. 0nascale of 0-5 (5 being the easiest) did you find it easy to log-n?
Response Response
50

https://selectsurveys.humanities.manchester.ac.uk/CustomReport.aspx?CReportID=m... 26/09/2014



Ease of use (5
easiest)

Page 4 of 9

0 1 2 3 q s Total Average
3.26% (3) 4.35% (4) 7.61% (7) 20.65% (19) 32.61% (30) 31.52% (29) 92 3.7

Total Respondents 92
(skipped this question) 326

14. riease tell us which parts you llke about CareersLink

@ N O s w N e

b

0

10.
11.
12,
13.
14,

15,

16.
17.

18.

19,
20.
21,
22,
23.
24,
25.
26.
27.
28,
29,
30.
31,
32.
33.
34.
35.

Really good resource. Could be better for work experience/shorter internships.
Segregation of each type of search

The overall layouyt

Great selection of jobs!

Easy to navigate and use

Lots of jobs listed! Fairly easy to navigate,

That you can make a favourites list.

Quantity of jobs available

I like the fact it has both events and vacancies on there. I also like the fact you can find information
about companies.
It's good you can search jobs by area, full-time/part-time.

It's finally up and avallable.

The volume of jobs to apply for, ones that you can't find anywhere else
Nothing it's poorly functional.

gets me a job

It's helpful for finding job listings which you might not have come across when searching alone.

Often gives a clearer role description than the company website
You can search by key words or industries

many jobs for various type, e.g., part-time, full-time, volunteering.

The jobs/events it promotes - calendar view is useful

Lots of vacancies available, most of them targeted specifically at UoM students which would not be
found anywhere else. Lots of search options: searching by vacancy ID, name or by organisation and
the ability to filter searches with different criteria, etc...

The filter and the amount of jobs available Is very helpful when seeking for job opportunities.
Updated regularly and very useful!

Goed variety of opportunities advertised.

lists jobs you can't find elsewhere

Advanced search filters, simple to use,

Part time student accessible jobs

It is good how jobs are co-listed together.

Structure of the website (tabs)

That it gets connected with MyManchester and I don’t have to log in everytime when I use it.
easy to log in and relatively easy to follow and get job done

very straightforward

It contains information on various vacancies.

Lots of useful content

Lots of information in one place

I can search the database by the job type, vacancy title, etc. which is very convenient.
There are a good number of jobs listed from different employers across a range of sectors.

I like the function of narrowing down the criteria to specific areas
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Page 5 of 9

36. It Is easy to access and gives goed sections detailing job description, salary etc.
37. parttime job
38. Events and vacancies, automatic reminders.
39. different job types and trustworthy sources (I think it is :D)
40. Filters for selecting specific type of vacancies. Email alerts.
41, CAN OFFER ME SO MANY OPERATIONS, IT IS GOOD.
Total
Respondents 4“1
(skipped this
question) 377

15. Please tell us which parts you don't like about CareersLink

1. Search engine could be improved.
Can be difficult to navigate around and you have to use trial and error when using the site as there
2. has never been a clear explanation as to what can be done on the site and how it can help you find
jobs.
3. The job opportunity should open in new tab automatically
4 The search tcol used to look up vacancies isn't the best, it would be better if it had more options to
' refine/taylor your job/vacancy search.
5 Difficult to log in as a graduate - I had to change the password a couple of times until I decided to

ignore the advice and just use my student password.
6. The dates are written in the American format which can be a little confusing

The search option doesn't come up with the most suitable jobs - If you search for ‘ecology', the job
titles with 'ecology' in them are scattered throughout the results, not listed at the top. If I find a gcod
vacancy then click back or accidentally close the page it's quite hard to find it again (I know about the

7. favourites option now but still think the searches are a bit onerous!)
The design could be updated - it's quite box-y and looks outdated.
8. Its difficult to search for companies in the system
9 Searching by reference cede can be tricky, not sure whether to include 'Ref' or not.
: Should be more filtering options
Filtering job search by sector and job role Is sometimes confusing as a lot of things over lap.
10.
1 think its confusing sometimes that its separate from the Careers website
11 It's seems heavily geared to UG students, basically forgetting all about PG and PGR community. We
’ don't seem to matter because we're not as big a cash cow to this uni.
12. Difficult to filter out info sometimes, almost tco many jobs!
Everything. It looks awful, is functional but doesn't give enough search variable e.g. by salary. On an
13. ipad the links to companies websites don't work. The search inteface Is really clunky and old
fashioned.
14, a bit complicated to use for sorting out my preferences
15. Occasionally links are expired or link to a page which is not relevant.
16 It's too hard to narrow the vacancies down to ones that suit you.
' It's not as gocd as past services for finding part time jobs whilst still a student.
not always easy to navigate
17 closing dates can be confusing and conflict with external info
: despite trying to narrow search with key words and job type eg placement, still have to scroll through
many irrelevant jobs. more likely to miss good opportunities because of this
18. sometimes the classification of job is not accurate, thus mislead the searching.
Connectivity with MyManchester - seperate log-Ins is not practical.
19.
Should be built directly into MyManchester
20 The date system! On some pages it's in the DD/MM/YYYY format and on some pages it's in the
) MM/DD/YYYY format. Some consistency please!
21 Hard to access, would prefer 'summer/spring/winter internship’ as a choice of the filter as well as
' 'salary above'.
22, a bit cryptic
23. I think the search tool could be refined to be more useful, convinient and smooth.
24. the advanced search function could be slightly improved
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25.
26.
27.

28.

29,
30.

31;

32.
33.

34.

35.

36.

37
38.
39.
40.
41,

42,

Total
Respondents

(skipped this
question)

Page 6 of 9

Don't think it's optimised for use on smartphone/tablet.
Design of the site isn't great, everything not particularly easy to find (navigation).

Sometimes a bit difficult to do more specific searches

I can't store my CV with careerslink which makes it difficult for applying for jobs frequently. There
should ALWAYS be a ApplyNow tab in the website so that the process becomes better for the students

n/a
No

The part that I do not like is that eventhough I am already on my blackboard page, I have to log in
again to access CareersLink.

For improvement, it would be better if CareersLink could add a feature or filter which gives
information to international students that this vacancy is open to them to make it easier to browse.
Also, it would be helpful if on each vacancy there is a contact person from the company to answer
questions from applicants. There are many vacancies that I browsed which only give links to their
career database website which I find it useless.

it is kind of disorganised even if you type a keyword to narrow the results it still shows all the
unnecessarily ones you don't need. there arent many internships to choose from which is a shame.
Not a very eye catching layout or design

Navigation throughout can be a little clunky and there's often an awful lot of information on one page.
Clean design is preferable for me.

If I press the back button browser, it doesn't take me to back to search results. Instead, it opens a
new search page.

The website can be difficult to navigate, no option to return to top of page automatically when
searching, combined with lack of navigation controls at both top and bottom of page makes working
through search results difficult,

The advanced search feature is quite difficult to use, searching by salary etc doesn't always work
because not all records have salary listed in the same place.
Sometimes the next links on the pages don't work

I think the search function should be improved. Personally I would like to be able to view more results
on each page, and narrow down the search more precisely when looking for potential jobs.

a bit complicated

I think it is quite good. just one small functional suggestion, it would be really nice if it could send
reminder email when the application deadline of jobs in "My Favorites" is approaching.

Sometimes the information about how to apply the jobs were not shown, search by keywords not
working most of the time.
IT IS A LITTLE HARD TO LOG ON
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16. oo you think CareersLink is the right name for this database?

Response Response

Total Percent
[] Yes 77 90%
[l No 9 10%

Total Respondents 86
(skipped this question) 332

17. 1fno, please feel free to make a suggestion for the name of it

1.

2!

MyCareers or My Career Account

Manchester Careers Database / Careers Finder - these aren't great but something more explicit about
what it is would be better I think
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Year 6
0% (0)
0% (0)

0% (0)

0% (0)

0% (0)
0% (0)

Total Respondents

(skipped this question)

3 something more telling of its abundance of vacancies listed
Total 3
Respondents
skipped this
(skipp ; 415
question)
18 Are you:
Year 1 Year 2 Year 3 Year 4 Year 5
Undergraduate 10.64% (5) 44.68% (21) 27.66% (13) 17.02% (8) 0% (0)
Postgraduate
taug?‘lt 100% (25) 0% (0) 0% (0) 0% (0) 0% (0)
Postgraduate
resegrch 57.14% (4) 14.29% (1) 0% (0) 28.57% (2) 0% (0)
Medical
undergraduate 0% (0) 0% (0) 0% (0) 0% (0) 0% (0)
English Language 100% (1) 0% (0) 0% (0) 0% (0) 0% (0)
Graduate 78.57% (11) 0% (0) 7.14% (1) 14.29% (2) 0% (0)
19. arevyou:

EI Male

. Female

- Prefer not to answer

20. which School are you in?

Response

Total

47
25

7

0

1
14

93
325

Page 7 of 9

Points Avg
n/a n/a
n/a nfa
nfa nfa
n/fa n/a
n/a n/a
n/a n/a

Response Response
Total

33
60

1

Percent
35%

63%

1%

Total Respondents 95

(skipped this question) 323

1 Mathematics

21 Chemistry

3. Mathematics

4 Arts Languages and Cultures

3. Manchester Business School

6 Manchester Business School

7 School of materials

8. School of Physics and Astronomy

9. I'm a graduate. I was in SAHC/SALC

10. Studied in the School of Chemistry and now work in the Directorate of the Student Experience
11. Arts Language and Cultures

12. Language and Lingustics

13. University of Manchester

14, 1 was a Arts, Language and Cultures student
15. Environment, Education and Development
16. Life Sciences

17. SALC
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18,
19.

20.
21,
22.
23.
24,
25,
26.
27.
28.
29.
30.
31.
32,
33.
34,
35,
36.
37.
38.
39,
40.
41,
42,
43,
44,
45,
46.
47.
48,
49,
50.
51.
52.
53,

55.
S6.
57.
58.
59,

FLS
SALC

humanities

arts languages, cultures

Schoeol of Arts, Languages and Cultures

Chem

SLLC

Manchester Business School
Materials

FLS

school of computer science
SALC

Arts, Languages and CUltures
Law

School of Chemistry

Law School

physics and astronomy

FLS

Social Science

Physics and Astronomy
S0SS

SALC

manchester university
MANCHESTER

Arts Languages and Cultures
Faculty of Life Sciences
School of Social Sciences
MACE

MACE

Arts Languages and Cultures
Language and lingulstics
IDPM

School of Math

SEED

School of Arts, Languages and Cultures

Life Sciences

Social Science
Psychology

Humanities

Physics and Astronomy

Faculty of Life Sciecnes

University of Manchester, Faculty of Life Sciences
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60. School of Earth, Atmospheric and I.Environmental Sciences
(Directorate for the Student Experience)
61. Translational Medicine
62. Manchester Business Schoot
63. School of Psychoogical. science
64. Languages
65. The university of Manchester
66. School of Law
67. Law
68. aerospace mechanical and enginering
69. University of manchester
70. university of manchester
71. manchester university
72. Soclal Sciences
73. SALC
74, CEAS
75. Computer Science
76. University of Manchester
77. Life Sciences
78. UNIVERSITY OF MANCHESTER
79. School of Environment, Education & Development
Respond:::sa' 79
ki hi
¢ qz‘;:::n)s 339
56
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Appendix 5

uUg1 uGgz2 uGg3 uG 4 PGT PGR Graduate English Language Unspecificed Total
Once a week or more 1 7 6 3 5 1 4 0 4 31
Once a month 3 11 6 0 7 1 8 0 6 42
Only logged in once 0 2 1 4 9 2 1 1 4 24
Not Heard of it 1 1 0 0 3 3 0 0 4 12
Heard of it but not used i 0 0 0 0 1 0 0 2 3
Totals 5 21 13 7 25 7 13 1 112
Frequency of use by year group
12
10
8
® Once a week or mare
m Once a month
6 m Only logged in once
B Not Heard of it
® Heard of it but not used it
4
2 .
0 + T T T T l
UGg1 UG 2 UGg3 UG 4 PGT PGR Graduate English Unspecificed
Language
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16
14
12
10

(=T S (I - -

Frequency of use in Humanities

Once a week or more About once a month Only logged in once

Never
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Frequency of Use Total Ease of Use Responses
Once a week or more 14 Very difficult 0
About once a month 10 Difficult 4
Only logged in once 7 Slightly difficult 3
Never 5 Slight easy 14
Easy 9
Very easy 3
Ease of use in Humanities
16
14
12
10
8
6
4
z =
0 T T T T
Very difficult  Difficult Slightly Slight easy Easy Very easy
difficult




Arts, Languages and Cultures
Frequency of Use Total
Once a week or more

About once a month

Only logged in once

No response

W w o

Frequency of Use in

SALC

10

8

6

4 .

2

z .

Oncea About Only No

weekor oncea loggedin response
more month once

Ease of Use
Very difficult
Difficult
Slightly difficult
Slight easy
Easy

Very easy

Responses

B O NN WO

Ease of Use in SALC

8
6
: _ﬁlﬁ_-__LL_ﬂ
2
0 .
NP SO )
A\ Q_g& :}\Qg‘ & @ &
\\?)
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Frequency of use in EPS

10
9
8
7
6 -
5 -
4
3 N
2
1
0 - e
Once a week or more About once a month Only logged in once Never
Ease of use in EPS
12
10
8
6
4
2 I
O L i
Very difficult  Difficult Slightly Slight easy Easy Very easy
difficult
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Frequency of Use Total
Once a week or more

About once a month

Only logged in once

Never

= W won

Ease of Use Respanses
Very difficult

Difficult

Slightly difficult

Slight easy

Easy

Very easy

2 W OO
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Frequency of Use
Once a week or more
About once a month
Only logged in once
Never

4.5

3.5

2.5

1:5

0.5

Frequency of use in Life Sciences

T T T

Once aweek or  About once a month Only logged in once
more

Never

Total Ease of Use
4 Very difficult 1
4 Difficult 1
1 Slightly difficult 1
0 Slight easy 4
Easy 2
Very easy 0
Ease of use in Life Sciences
4.5

4
3.5
3
25
2
1.5
1_
o —
0 - T T T v T

Very difficult

Difficult Slightly Slight easy Easy
difficult

Very easy

1
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Frequency of use in Humanities Ease of use in Humanities
15 15
10 10
B . Ml = N N =
Once aweek Aboutoncea Onlyloggedin  Never Verydifficult  Difficult  Slightly  Slighteasy  Easy Very easy
or more menth once difficult
Frequency of use in EPS Ease of use in EPS
10
12
8 10
6 4 B
g 6
4
= JE—
Once aweekor Aboutoncea  Only logged in Never Very Difficult slightly  Slight easy Easy Very easy
more maonth once difficult difficult
Frequency of use in EPS Ease of use in EPS
10
12
8 10
8
6 4
]
4 4 4
2 2 5
o T T T T
0 Very Difficult Slightly  Slight easy Easy Very easy
Once aweekor Aboutoncea Only logged in Never difficult difficult
more month once
Frequency of use in MHS Ease of use in MHS
2
2
1 1
. ‘ ‘ 0 z = . I . l . [
Once a week or more About once a month  Only logged in once No response Very diffieuts Difficolt j::%::l; Slight easy Easy Very easy
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1. Introduction

a.

b.

[oN

The Manchester Access Programme, (MAP), University of Manchester's Aspiring
Students Society (UMASS) and the ongoing development of a ‘Distance Access
Scheme’ are a number of key activities delivered through SRID to support the
University’s Widening Participation agenda. A lot of MAP and UMASS activity is
delivered on campus and face-to-face through a team of MAP Academic tutors and
Student Ambassadors.

The team wants to explore how key academic skills (e.g. referencing, academic
writing, research skills, etc.) could be developed for an online/blended learning
environment. This project will identify tools, resources and currently available to
pre-university students and their advisors and consider how these tools could best
be delivered for students taking part in WP activity.

Approach
A project plan was developed, identifying the following key activity areas to ensure
the project delivered on its objectives:

e |Initial scoping of project and agreement of Project Charter

e Research and input from internal stakeholders

e  Research and input from external bodies

e Development, application and testing of template

e Production of final report

Each activity area will be summarised in the main report with further detail
available as appendices.

Initial scoping and agreement of Project Charter

Following initial meetings with the Project Sponsors and other staff in Widening
Participation], it was agreed to focus on an existing workshop covering the
academic skill of ‘Academic Writing’ to enable colleagues in the WP team to see a
potential direct mapping of known content against an online/blended environment
through application of the proposed template.

A Project Charter was agreed (see Appendix A) with the following objectives:

1 These meetings took place throughout the project to provide progress updates and to ensure the outputs
would meet the Project Sponsors’ needs as closely as possible. The meetings gather information on current
practice and workshop provision as well as drawing on existing research and surveys to inform the project.
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e To look at one specific academic skill and provide a summary of resources
currently available, both within the University and externally, that could be
used by teachers and prospective students.

e To identify a MAP workshop which is currently delivered face-to-face and
propose how this could be delivered online/blended approach.

e Produce a template which outlines the process and key consideration when
developing an online academic skills resource.

e Research current technology within the University to support
online/blended learning delivery.

2. Research (Internal Stakeholders)

There are a number of areas of good practice in the University already and, in order to

encourage a sustainable approach/ongoing support for technical aspects, a primary focus of

conversations were to make use of these approaches rather than suggest new ones (e.g.

there are alternative VLE platforms, such as Moodle, but it is expected that WP would use

Blackboard to enable consistency should students continue their study at Manchester and to

ensure access of technical support).

a.

My Learning Essentials

There is a huge amount of existing resource in the Alan Gilbert Learning Commons
that continues to grow as a result of the dedicated Teaching and Learning team. For
the purpose of this project, the face-to-face workshops were not explored.
Conversations with staff in AGLC (Jennie Blake and Jade Kelsall) focussed on the
importance of designing assessments in an online environment that accurately
reflect the Learning Objectives and not simply to repeat back text that had already
been read. A mapping of possible activities from a range of online modules against
the content of the Academic Writing workshop has been suggested in Appendix B.

Additionally, both Jennie and Jade were very keen to build stronger relationships
with colleagues in WP to support the development of new material or adapt existing
material. It would be easy to integrate full MLE modules into Blackboard, however if
separate components were required, staff would need to be trained in ‘Articulate
Storyline’ to edit the modules as necessary.

They indicated that, with proper planning, graded levels of activity could feed into
the MAP Blackboard site to enable reflection and assessment. They noted that
there is already work planned with the Library’s WP Link (Sam Aston) as well as
supporting some previous work with a UMASS Intern.

It is not possible to extract an individual’s responses from a module in MLE and as
such some other form of assessment would be needed (e.g. assessment in
Blackboard)

Action: Follow up with AGLC to explore how existing MLE content could be

repurposed or extracted as required for use in Blackboard over 2014-15 for use as a
blended approach to delivering workshops.
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Podcasting
In identifying approaches to podcasting that could work for WP, there are two
potential routes:

e The Manchester Podcasting system

e Individually recorded audio/video clips using external software

Another term for the Manchester podcasting service is lecture capture and,
following discussions with Stuart Phillipson, this service works by recording
everything coming through the projector and microphone at a set time in a room
with the necessary technology. Given the service is tied to timetabled rooms, in
turn attached to a particular course unit/student cohort, the podcast can then be
automatically uploaded to the cohort’s Blackboard page. The service has proved
popular with current students and in a recent survey of 600 students asking the
‘what service they most appreciated?’ the podcast service came top by some
margin. It allows students in lectures to focus more on what is being said rather than
taking notes which can be done later listening to the podcast. This approach could
complement the current Manchester Access Program capturing the workshops for
the students on site and enabling them to recap the lecture in their own time.
However, for a wholly online provision (such as DAS and potentially UMASS
workshops) best practice suggests short, snappy podcasts are more beneficial,
enabling participants to digest aspects of the material at their own pace. This would
require alternative software such as Adobe Captivate to create interactive e-learning
tools. Processes for using the Lecture Capture system are contained in the template
and work has already taken place in WP (Rhys Archer, WP Intern 2013-14) to
implement/use podcasting through external software.

Blackboard

Blackboard is an online application that allows an admin/teacher to add resources
the students can access online. Staff in WP (Jimmy Pickering and Jamie Bytheway)
have already started creating a Blackboard environment customizing the application
to create a space for MAP. Its function will be to host course material that MAP
students will access throughout the course and also an area where they can upload
their assignments. This is a positive move for the program as it will bring it closer to
the student experience at the University.

In exploring how to move the current face-to-face workshops online, a key aspect to
consider is maintaining conversations between the facilitator/group and between
the group themselves. However, the discussion board feature is not currently being
used in MAP Blackboard space and this could be a structured way to enable students
to communicate with tutors and other students on the course to get help, to discuss
topics of interest and also a place for introductions.

Humanities eLearning Team (HelLD)

Following a conversation with the Humanities eLearning Team, an approach has
been developed to support academic staff in considering changes to their courses,
which could be applicable to redesigning the WP skills workshops. It aims are to:
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e promote placing outcomes and student activity at the heart of course design

e encourage appropriate use of both online and blended activities to ensure

assessment is in line with aims, outcomes and activity

This approach could align well to any further redesign of workshop and could be
used to further enhance the questions/stages developed as part of the Future Talent
project’s ‘Template’.

e. Students involved in MAP: Informal Interviews
Informal interviews were held with more than 20 MAP students and 8 MAP
Ambassadors during two University Life Conferences in July 2014. A more detailed
summary of these interviews can be found in Appendix C. Key
messages/recommendations emerging from the conversations are summarised

below.
i. MAP students
e Key skills identified for studying at university were: Research,
Independent study/time management and organisation
e Perceptions of the term ‘academic writing” were mainly focussed
around ‘referencing’?
e  Whilst online materials were used to help with writing, the students
were less sure or forthcoming in their responses
e Motivation to study on their own was a challenge, particularly when
they perceived they didn’t know where to start.
e Students were aware of online forums but these were not used
regularly.
ii. MAP Ambassadors

Very supportive of making use of additional technology to provide
opportunities for students to prepare for face-to-face sessions and
digest/process what they have heard and willing to contribute to
any podcasting.

Using the discussion forums in Blackboard was seen as a good
approach, particularly that it would prepare students for studying at
Manchester and encourage further processing of the material after
a workshop

3. Research (External Activity)
Research was undertaken by using colleagues that contribute to the LDHEN JiscMail listserv
(Learning Development in Higher Education) as well as Access Summit/Study Skills tutors.
This range of online materials have been sourced and summarised in Appendix G, which
notes ways in which these external sources could be used as part of a ‘Further Reading’

section of any online activity/workshop or, in some cases, used by teachers to bring a

2 |Interestingly, referencing was much more at the top of this list when students were further through the

conference.
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university perspective of Academic Writing into conversations with students before they
leave school.

The University of East Anglia have developed a MOOC to support the transition of students
into university level study. A summary of the content of the course is available in Appendix
D, although there is also a document that provides much more granular information such as
a copy of all student interactions with staff on the forums that has been undertaken by Rhys
Archer. This approach does provide a lot of resources but would require a significant amount
of investment of time both to set up and administer as it runs over 6 weeks and has
continual tutor input. However, the review of the MOOC, provided a number of suggestions
that fed into the development of the template. It also highlighted that:
e appropriate induction/support should be in place to orientate users to the new
system
e for afully online approach, consideration should be given to how participants are
encouraged to build up rapport with each other and any ‘tutors’ to facilitate more
productive discussions.

To ensure productive discussions in a fully online environment and ones that promote
critical thinking/analysis of the material requires planning. There are a range of websites
that develop this idea further in suggesting approaches for both participants and
moderators. One site3 suggests the following as key factors for success:

e planned and guided student interactions

e guidance for students relating to expectations and assessment of contribution

e consistent ‘moderator’ feedback

4. Conclusions
a. The majority of the project’s conclusions have been developed as questions/outputs
in the template (Appendix E) and in the mapping process for the Academic Writing
workshop (Appendix B).
However, based on the work and conversations as part of the project, the following
points have also emerged:

e To develop effective and meaningful online learning requires a range of
technical and learning skills. Currently, most of this expertise sits in Faculty
elLearning Teams or in AGLC but there is very limited resource in the DSE for
development of content.

e The provision of a ‘supported” way into the online system is crucial to ensure
participants know the ‘rules of engagement’ both in knowing who they are
working with and how they should work together. In growing any online
provision, WP should ensure the students have a chance to get to know
each other and the ‘tutors’ to enable more relaxed
conversations/discussions during the course discussions.

3 http://www.slideshare.net/debbiemorrison505/how-to-teach-critical-thinking-in-online-class
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e A number of the University systems (e.g. Blackboard and Podcasting)
described in the research have stronger automated features when used in
conjunction with centralised registration system and therefore working to
develop a presence for activity in Campus Solutions, where feasible, would
reduce administrative burdens. This also has the added benefit of more
closely aligning pre-university students’ experiences with that of
Manchester students and therefore supporting the transition to
Manchester’s systems, should they progress to studying here.

5. Template

a.

The template (see Appendix E) has been developed to support the principle that in
designing online material the following are considered:

e Informing, testing and reflecting are key processes for the learner

e Material presented should be as interactive as possible, with short ‘bites’ of

activity available to the learner rather than long lectures

It poses a series of questions alongside online resources that should prompt the user
when considering how to apply the questions to their desired activity/content.
Appendix F applies the template to the Academic Writing Workshop and suggests
potential mappings of MLE material against the current face-to-face workshop
content.

6. Recommendations

a.

This section of the report is taken in two components:
e Recommendations for developing an online workshop for Academic Writing
e Additional recommendation for developing further online content

b. Developing an online workshop for Academic Writing

i. Review suggestions provided in the ‘work through’ of the template to
confirm the activities are suitable for the target audience.

ii. Partner with MLE team to extract relevant material from online modules
and combine with online discussion questions facilitated by Ambassadors to
digest content. Use discussion forums (in Blackboard for MAP students and
consider assigning credit to promote engagement) or social media forums
(in Facebook or ‘quick Twitter questions’ for UMASS students).

iii. Use Student Ambassadors to be filmed for ‘mini podcasts’ to highlight their
experiences of Academic Writing at University and to share hints/tips. To
encourage engagement outside of the online module material, the
‘featured’ Ambassador could be available for a ‘meet up’ on Twitter at a
defined time. NB: this would be a way of further building rapport but in an
informal way.

iv. Ambassadors and other University colleagues highlighted did raise some
concerns in delivering the workshop wholly online both in the development
of relationships and the delivery of content. Consideration could be given to
a blended approach that provides content in advance enabling more
discussion in any face-to-face conversations. However, if a wholly online
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approach is adopted, the ‘bite-size’ sections of content provided by the MLE
modules should help to keep interest from dipping.
c. Additional Recommendations

i. There are a lot of pockets of work already happening in the WP team and
developing a ‘WP elLearning Library’ would be a good way to ensure
colleagues can learn from each other’s experiences. The Library could
capture examples of existing podcasts, technology and discussion forums
already used and material could be ‘tagged’ to enable easy searching.

ii. Use the template (Appendix E) to answer the series of questions to help
develop future material for other online/blended learning workshops as a
starting point for discussions with other colleagues.

Futuristically, one option not explored would be running a face-to-face workshop alongside an
online workshop. Students could ‘sign in’ to a live stream of workshop with some Ambassadors
facilitating online groups at the same time as the face-to-face group discussions. Essentially, the
online students would just be another ‘group’ that were commenting virtually rather than in person.
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Appendix A: Project Charter
Future Talent: Pre-University Academic Skills Development

Pre-University Academic Skills Development

PROJECT BACKGROUND

The Manchester Access Programme, (MAP),
University of Manchester's Aspiring Students
Society (UMASS) and the ongoing development of
a ‘Distance Access Scheme’ are a number of key
activities delivered through SRID to support the
University’s Widening Participation agenda. A lot
of MAP and UMASS activity is delivered on
campus and face-to-face through a team of MAP
Academic tutors and Student Ambassadors.

The team wants to explore how key academic skills
(e.g. referencing, academic writing, research skills,
etc.) could be developed for an online/blended
learning environment. This project will identify tools,
resources and currently available to pre-university
students and their advisors and consider how these
tools could best be delivered for students taking
part in WP activity.

OBJECTIVES

* Tolook at one specific academic skill and
provide a summary of resources currently
available, both within the University and
externally, that could be used by teachers
and prospective students.

*  To identify a MAP workshop which is
currently delivered face-to-face and
propose how this could be delivered
online/blended approach.

*  Produce a template which outlines the
process and key consideration when
developing an online academic skills
resource.

»  Research current technology within the
University to support online/blended
learning delivery.

INITIAL MILESTONES

Provide an opportunity for academic skills
to be available to a wider geographical
audience

»  Develop the capability of the WP team to
assess resource suitability for additional
academic skills

»  Enhanced sharing of resources across
WP activity (MAP, UMASS, DAS)

*  Supports the transition to studying at UoM
for target students

*  Make the University accessible to more
students across the country.

* Improve University image and brand
within sixth form students and teachers.

BENEFITS

PROJECT SPONSORS

Stephanie Lee, Head of Widening Participation and
Outreach

Alyssa Phillips, Student Recruitment and Widening
Participation Manager

Project Contacts:

Mandy Crow

Rebecca Lee

Katie Muscat

Myfanwy Williams

STAKEHOLDERS

MAP and UMASS beneficiaries

Teachers, Heads of Sixth Form
Widening Access Working Group
UMASS Relaunch Working Group
Student Recruitment and WP Team
MAP/UMASS Student Ambassadors
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*  Confirm Project Charter

* Undertake interviews with current
/previous MAP students and associated
staff

+  Explore alternative methods for online
delivery

*  Create template for MAP courses to move
into an online environment.

RISKS

Time could be an issue due to the potential depth
of information available on the topic

Availability of students (off campus) for research

Feasibility of technology / UoM systems to deliver
desired results

OUT OF SCOPE

Implementation of a system to deliver online
modules
Development of content

DELIVERABLES

1) Summary of online resources currently available
which support the development of Academic
Writing

2) Proposal for how a face-to-face workshop could
be delivered online

3) A template to support the development of future
online content




Appendix B: Mapping 'Academic Writing' workshop (face to face) to

potential online content
Aims identified from MAP Academic Writing workshop:

e Know how to search for and identify credible information sources
e Know to formulate an argument and a structure for your assignment
e Know what plagiarism is and how to reference properly

Learning Outcomes identified from MAP workshop (these are potentially too specific given the LOs
for the workshop are interlinked with the MAP student’s academic assignment but have been taken
as a basis for this activity):

e Describe subject knowledge in own words in an appropriate academic style and with a clear
and logical structure

e Understand how to make clear links between different materials and ideas so work flows in
a coherent way

e Be able to select and summarise relevant information and reach appropriate conclusions

e Know and list a range of resources available to research topics

e Demonstrate the origin of their ideas through referencing

Current Key content Existing (online) University of Manchester | Appendix Page
Slides covered material (from My Learning Essentials Reference
modules)
8-12 Credible sources ‘Know your sources’ 27-35
13-18 Argument ‘What’s the big idea?’
formulation and 36-42
essay construction
19-20, Referencing ‘Citing it right’
2325 : ——— 19-26
21-22, Referencing ‘Citing it right’
27-33 (Quizzes)
35-38 Plagiarism ‘Original thinking allowed’ 12-18
39-40 Summary

NB: this mapping process assumes some ‘introductory’ material has been covered with the target
audience that enables them to understand the online environment, how they should interact with
each other/tutors etc.
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Mapping ‘Academic Writing’ workshop (face to face) to potential online content

Plagiarism

the internet.

consequences.

AAANCHICS

Access Programme

* Plagiarism is the use of any source, published or unpublished,
without proper acknowledgement or referencing.

* Itis easy to commit plagiarism accidentally. Carelessness
when it comes to referencing is a key cause, but so are poor
note-taking skills and inappropriate use of cut and paste from

* Many students don't intend to cheat but, because of poor
academic practice, end up committing plagiarism with serious

MANCHIESTER

Orlglnal ’thinking allowed:

Avoiding plagiarism

ADDING TO THE
CONVERSATION:

) STUDENT STORIES:

UNDERSTANDING
PLAGIARISM:

| MAINTAINING

"V ACADEMIC INTEGRITY:

acnon2 of 4




Defining
plagiarism

S 0 © without proper, clear and

©

o "
Hy refecenced

~ -~y e et i e sacnon 2 (»Td
A ey 1y S
The detection )
process ) " o
. o
work Is checked matches are an allegation Is potential
i Turnitin hecked manuslly made consequences
s
v - - >
- _ _ scnon 2 o;d
: 3 __:“')
The detection
process : ” ’
AP o
work Is checked matches are an allegation s potential
i Turnitin cheched manually made consequences
-
- - - >
= B ucnon2 o 4
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The detection

. ates what happens f ' 3 2 phece of work ¢
process
e potentia oquences if f ! " od
K the yellow o e e o roce
work Is checked matches are an altegation ix potential
o Turnitin hecked manually made consequences

. o da x a membe ! e i w
s o acnon 2 ot_t.%
The detection a
process : ; R :

Turnitin checked manually made consequences
~
ot > 2 - -
1 the academnic assessing the Turr sits Delieves you have pla abe will be made aga
you. A panel he earta eode whether ply y ed may be w
L y LS Y wy o 'S the erty of the e

'4(1'%2.;)‘-4

The detection
process

scnon 2 of 4

Student stories

order you

stcnon 3 of 4
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Spot the Plagiarism

= You have been given examples of a student’ s work, and
the original source.

Group Activity

# Decide in your groups whether the waork is:
— Plagiarism
- Bad Practice
— Acceptable

Meet Mike

79



Meet Marissa (SN

Meet Marissa |

Maintaining
academic integrity

Take effective

Make your voice

heard

¢

nond or 4

MANCHESTER

The “Perfect” Notes...

Notes can be useful to help you understand what
you have just read, or they can be used to jot
down any questions that you have, or ideas that
you want to pursue further.

Important things to note down:

* Any facts and figures

« Direct quotations | might want to use
« Paraphrase, not just copying chunks
» Source details!!!

AT AINNG ACADEMIC INTEGRSTY

Take
effective notes

80




MANCHESTER TRANCHCSLE

In a nutshell..

To avoid plagiarism...

...And to show you've really
extended yourself during your
research...

Reference your sources!

Paraphrase
and summarise

W EL

your voice heard

wcnond or 4

TN L)

m Access Programme

Some Final Tips!

*  indoutt reference it

. Make sure you record the source when taking notes.

= When taking notes make it clear if you are copying drectly
paraphrasing of summarsing

. 1 you are noting down a quote ~ also note the page number

. Use dferent colours when you write down direct quotes

= ALWAYS make notes in your oan words.

® Don't cut and paste!

*  Be prepared 10 go and find a reference for something you already
Know, fOr INSLaNce 3 SCNAC Claim, in order 1o back & up

. Referencing looks good!l!

Attribute

your sources The smplest way of

allowed

ADDING TO THE
CONVERSATION

STUDENT STORIES

This resource has exph

red the following areas:

UNDERSTANDING
PLAGIARISM

MAINTAINING
ACADEMIC INTEGRITY

voice heard and maintain your academi

5. and be aware of techr

QUes You ¢an

tegrit
gy

scnond or 4
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RGTHO

You've reached the end of this resource.

Have a look at the tabs below to see what other help is available from
My Learning Essentials.

FURTHER SUPPORT

To loarn more about note-taking techniques you can use, try

/ Stusty strategres for succens

0’ To learn more about when, where and how to reference, try

Citing it right: introdecing referencing

\

For more Setals 2bOUt ICad0mE Mapr ATCE 303 PRagaram at the Urivenity of
Manchester, vist the Teaching 408 Ledrnmg Supptrt OMce 3 medgages

stcnon S of 4
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Referencing

Referencing
Citations

Creating a reference list
Plagiart

Recognising what it is
+ How to avoid it

MANCHENIER

Cltlng it rlgh

Introducing referencing

)
v

This rescurce intrex

areas

q : >

WHAT [ Z WHY oos

) WHAT %

L HOW i

Note that this sesource does not include detads 3bout how 20 format your references

n different styles. You can find this information on the.

Click thye forward aerow at the top of the scree

stcron 0 of 4

D@

There are mary different referencang styles and you must ensure that you ace

following the appropriate style when submitng your work

Commonly used styles a¢ the University of Manchester include Haevard, APA and

Vancouver

YOU SHOULD ALWAYS CHECK WITH YOUR TUTOR TO 8¢

THAT YOU ARE

NG THE CORRECT GLAE

S

@ EXPECTED BY YOUR SCHOOL

The examples in this resoucce use the Harvard style, But the underlying prindsg

referoncing are the same no matter what syte you

steron0 oF 4

Referencing is a way of acknowledging the sources that you have referred to in

your work

There are a large number of different referencing styles, and they all have slightly

different corventions. Your tutors will tell you whic should use in your

work

steron 1 oF 4
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Citation and Reference Lists

LR S gt s W ——— . T T Se @ s o
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ot iy N Bnsens Aeves BC1LL B0 W8 %

There are two parts to a reference: a citation within your writing, and
an entry in your reference list with the full details of the source.

Click the buttons below to learn more.

A CLTON should appear In your text whenever you refer to the xdeas or work of
Citation

another author. Exactly how this looks will depend on the refecenong style that you

Lse, Uit often will be the authors name and yedr of pubication In brackets at the

end of a sentence, ey

The Cynefin framewark aliows leaders 1o see things
from new viewpoints (Snowden and Boone, 2007)

scron 1 o 4

LA A

There are two parts to a reference: a citation within your writing, and

an entry in your reference list with the full detaits of the source

Click the buttons below to learn mare.

A ctation should appear in your 1ext whenever you refer to the ideas or work of

another author, Exactly how this looks will depend on the referenong style that you

use, but it often wiél be the author's name and yedr of pubication in brackets at the
ond of 3 sentence, eg

The Cynefin fromework allows leaders to see things
from new viewpoints (Saowden and Bocoe, 2007)

sicnon 1 of 4

RED @

There are two parts 1o a reference: a citation within your writing, and

an entry in your reference list with the full details of the source.

Click the buttons below to learn more,

Areference IsLis 3 complete Bsting of all of the books, journal artices, websites and

other sources that you have referred 1o in & paece of woek

Reference list

AS with & cration, exactly how each entry in a reference list i formatted will depend

on the style you are Using, but they tend 1o mdude the same information, ¢

Srowden, D,). and Boone, M, E, (2007) "A leader’s framework for
decision making”, Harvard Business Review. 85(11), pp. 68 - 76

scnon 1 of 4

e Ha

SECTION One

areference list is a kst of all of the sources you have cited in your work,

Abibliography also includes sources that you may have used for background reading but not
explicithy referred to in your work,

Usually you will only need to include a reference list, though the two terms are sometimes used
Interchangeably.

As with determining what referencing style you need to use, you should always check with your tutor
to ensure you know what is expected in your work,

steron 1 of 4

84



1 Sty o Vs e W

Referencing - Why Bother?

* Referencing is important - academic writing requires you to
respond to the ideas and writing of other people. The skill
lies in how well you can understand and respond to other

people's work.

+ Referencing your source material also allows your readers
to find your sources and read them for themselves.

* It stops you plagiarising!

- R @

You may have been told that you need to reference your work. but why is

referencing so important?

Referencing enables an author 10 0 a number of things

INFORM SEPARATE REINFORCE
DEMONSTRATE ACKNOWLEDGE
We'll learn more about these in this section
stcnon2 oF 4

Why do | need
to reference?

vy v e ey vy y -y
TIITE

Introduction

Referencing is an important part of academic

writing for a number of reasons.

Click the buttons along the left of the screen to

learn more.

%) :

steron 2 of 4

Why do | need

Y YT T T T P S STy Y,

- e
to reference? 2
Referencing enables you to inform your readers of the Z
z
z
sources you have used, Z
It is important for others to be able to follow up on your references to find the
originat sources of your information. =
Thorough and accurate referencing makes it easy to do this. z
b4
zZ
stenon 2 o 4
]
RED @
Why do | need
s o v
to reference?
Referencing enables you to d@MonNstrate wna you have
read widely. Z
Referencing the sources that you have used provides evidence of the depth e
and breadth of your reading,
Reading around your subject demonstrates that you have been proactive in z
your research, rather than using just the texts ksted on your reading lists, 4
z
stenon 2 of 4
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Why do | need
to reference?

L L

P rsrrros it s AT s Pttt s e

1
Referencing enables you to S€PAra te your ideas from the g
ideas of others. g
You will often be marked on your ability to as3ess, compare, contrast, critically
anadyse and evaluate different arguments. Z
Accurate referencing will help to make & dear which parts of your writing are z
based on the work of others and which are your own analysss and evaluation

l z

Z

stcron 2 of 4

Why do | need
to reference?

hReRia

R T o 77 s

Referencing enables you to M€ nforce your own arguments,

AVARAAREAMN

Referring to the work of expests in your subject area ilustrates that you are

basing your own arguments on established evidence from high-qualty

SOUrces.

Your references can thus lend crediblty aod authority 10 your own ideas.

ANNNNLY

stcon 2 of 4

Why do | need
to reference?

To acknowledge

REDH@

T T 7 Y T 7y o

Referencing enables you to ack now Iedg € contributions I

from others.

It Is good academic practice to acknowledge the work of cthers when referring
ta it in your own work. 8y providing accurate references for the sources you z

use, you tan avosd charges of plagiarsm

A\

L /

" stcnon 2 o 4

Tu ity of M

[hczs roganme)

Referencing True or False

Information on the internet is ‘free’. Anyone can use it
without having to reference it. FALSE

As as | use speech marks, | don't have to say
where the quotation is from. FALSE

| can copy pictures/diagrams/photos without referencing
them. ga SE

If | summarise other people's ideas, | still need to
reference them. TRUE

If | paraphrase or rewrite the information, | don't need to
reference t. paL SE

What do | need
to reference?
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Referencing True or False (cont.)

6.Some info is ‘common knowdedge', it doesn't need to be
referenced.  TRUE

7.Being caught plagiarising can result in the failure of a

8. Statistics need to be referenced. TRUE

9.1 | cite someone once, | can use their ideas later without
needing to cite them again. FALSE

10.P rism is copying published work; | can copy my
mtcmd( because it's not been published. FALSE

N ety o Ve W

A Quick Guide to Referencing

« Inthe body text you need to clearly detail the name of
the author and the year their work was published -
citation.

« The reader should then be able to cross-reference this to
a more detailed list at the end Reference List.

« Both should be systematic, uniform and thorough, and
really easy to understand.

« Throughout any written report, make sure you use the
same system consistently.

DTS L C
Access Programme

Aty o e

Referencing Flow Chart

v
v DONT NIID TO OTR

What do | need
to reference?

SECTION Thase ﬁ

VS~

This Nowchart Hlustrates

what you do and do not

need to reference,

Sves
"
e R
ND
¥
vou DON'T NEED TO CITE

anything that is common
Knowledge of your own Kieas

7

ClTE |T put it in quotation
marks and include it in your
reference list

CITE IT. inchude it

in your reference list

—

CITE IT, include it

Lll\ your reference list

P AT B AR ] Uy
M AR & CHEATVE COMMONG LEDKT

SLCTION THRIE

Let's look at some

examples; click the boxes

to the left

often

Gark matter- QM fmsrines ane cbvious
wh

Iateracnag Massive Particies
con

candis

£ dare 2 Weskty

(WIMPS) are

ered &n Cok! dark mamer
ates® (Dannson, 1998)

15 1t commion knowledge or
your own ideas?

VRIS TACAS M7 & R o ot g e e AT s A 5 i
2t s v Ve Soard Ve e Mo § et b, €% 3

sicron3 of 4
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ON THIE

A parapheiie must aways be cited. in B

Is 1t a direct quotation? examgle, 3 student hat patecheaied  short
x PIragraph Irom am Mucke and nciuded &
Let's look at some
cravon
examples; click the boxes
Ome o the Latest experiments designed
(o the left el ant) MAtter, MAtlor and Meaing matter
I8 Ive AMS (AIpRS Maget< Stectrometer)
which had Boen Wetatiod on the Istermational
Space Suation (Kattision, 1996)
s it someone ef
or idea? The Rl s0urce rederence for the Bamnaoe
articie would aho be incAided in e reference
wt
Is it common knowledge of
your own ideas?
o et e B e S P oAt stcron 3 of 4

Befarence 10 30meane eha's theory o Kea

15 1t a direct quotation? erust always bo Ctnd. 1n s exanmple, &
" SO 15 referrng 10 & 0Ty Tough not
Let's look at some y
Orectly quOting of paraghrasing the author,
examples; click the boxes
I ase?
to the left. % It @ paraphrase
The Clermad Inflation modet Of the wniverse
(Guth, 1979) is 6ne of yeverst cosmologicat
models wgpesting eaistence of & multiverss.
The Al source reference for the Guth articke in
Which the theory was frst published would
4ls0 b inchoded in ihe referonce st
Is it common knowledge oc
YOUF own idess?
o —— e
o s 4 2 i i s i . Iy S AL stenon 3 of 4

Something that 1§ (ommon knowledge does

R 00ed 10 e reforenced. In this serse, the
e commen knowledge re'es o

amyshing that 5 a0 unchanging, verifuble and

Let's look at some

examples; click the boxes indnputable piece of informabion. such o3

el
to the left 15 1L 8 paraphirose

ates o hasooeic agts.

The first compaoent of the Intemational Space
Stamon mas Imenched &0 ot in 1994

I5 it someone else’s theory

or ides?

Thas example woukd o

1t need 1o be

referenced,

I T T & S o e g W R S e 5%
o o P e i i P - o G B, senon3 o 4

The sty of W e

Referencing Journals and Websites How do | read a

AR ia

(Harvard) reference? (T R R A ;
Ralorsading o joumel il Introduction ‘
orenang a 5
Click the buttons along the left of the screen 1o view some typical 3
* Harvard System in bocly fext references from some coOMmon sources. g
Surname(s) of author(s), Initial(s) (Year) Title of article, Journa! Title, 2
Volume (Pan), Pages -
Wong. S. 7. and Goodin, S. (2009) Overcoming drug resistance in -.
patonts with metastatic breast cancer Pharmacothorapy. 29 (2) s
954965 z
Webstes include the date acopssed
ptip Mhwwve b conV (Accessed 1603/2009)
stcrond or 4
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Access Programme

SR p—

Question 1

* Clarke, A. 2002. Online learning and social
exclusion. Leicester: National Institute of Adult
Continuing Education.

Chapter in a book
Book

Website

Insufficient information

How do | read a
reference?

Lk

>y rreery ¥ P T Yy ————"

Books

Click the different eloments of the reference to find out more

Boatright, J. (2006) Ethics and the conduct of business.

Sth edn. New Jersey; Pearson Prentice Hall,

V

sterond or 4

. ety S Ve

PYRBICTICS L

Access Programme

Question 2

* Leverenz, C. S. 1998. Citing cybersources: a
challenge to disciplinary values. Computers
and Composition15(2), pp. 185-200.

Chapter in a book
Conference paper
Journal article
Insufficient information

How do | read a
reference?

Journal article

hRGERDH@

R sty rrrr  —

T T

Journal article

Click the different elements of the reference to find out more.

Snowden, D.). and Boone, M.E, (2007)

A leader's framework for decision making®,
Harvard Business Review, 85(11),|pp. 68-76.

Page numbers

These are the page numbers of the article within the particular vokime

and issue of the journal. For 3 sngle page, this would read p. 68 rather
than pp. 68-76.

D

stcvond or 4

AT LT

Access Programme

~ reamt F oo

Question 3

* Cox, S. 2000. How to herd cats in
Piccadilly. Times Higher Education
Supplement 14 April, pp. 36-37.

Book chapter
Newspaper article
Conference paper
Insufficient information

How do | read a
reference?

Website

e oo P A A e
Website

Click the diffarent elements of the reference 1o find out more.

Wakefield, ). (2013) World wakes up to the digital divide,
Avallable at: hitp://news.bbc.co.uk/2/hi/technology/8568681.5tm
(Accessed: 15th April 2013)

Z
V

sicnond of 4

Question 4

* Weller, M. 2002. Delivering learning on the
net.

Journal article

Book chapter

Web site

Insufficient information

How do | read a
reference?

Ebook

Click the different eloments of the reference 1o find out more.

Baker, M, and Hart, S, (2008) The Marketing Book

6th edn.|Elsevier Ltd. [Online

Available at: http;//www.sclencedirect.com

Name of provider

nces will Include the name of the pubisher oe provid

v.:x by [Online]. AR Z
u — Y

“sacrond of 4
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e ety of Mo evier

s Frogamme
Question 5

* Delashmutt, M. W. 2004. Augustine's quest for the
self: a threefold journey. e-sharp [Online] 1. Available
at: http://www.sharp.arts.gla.ac.uk/e-
sharp/articles/spring_2004/Michael_Delashmutt-
Augustines_Quest.htm [Accessed: 10 June 2004).

Thesis

Website

Electronic journal article
Insufficient information

AL L Wil

Access Programme

N ety o Marcevie

Question 6

* Barajas, M. and Owen, M. 2000. Implementing
virtual learning environments: looking for an

holistic approach. Education Technology and
Society

Edited book

Journal article

Chapter in a book
Insufficient information

PYRBNICTICH L
Access Programme

. eanty A e

Question 7

* Mosco, V. 2000. The web. In: Browning, G. et
al. eds. Understanding contemporary society:

theories of the present. London: Sage. pp. 343-
355.

Book

Journal article

Book chapter
Insufficient information

Activity

CORRECT!

During your time at university, you'll use a large numbser of books, journal articles

reports, websites and other sources 1o carry out resesrch for your assignments.

Using refecence management software sich as EndNote onine can help you to keep track of all of these sources,

making it easier to reference your work, EndNote can help you to

4 GET BETTER

- SAVE
L MARKS

~ AVOID
< TIME

-/ PLAGIARISM

Learn more about EndNote online in

sicnond of 4
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Manchester
Access Programme

824
The University of Manchester

Finding Appropriate Information Sources

This is the start of the research phase. My Learning Essentials

Information sources are everywhere. How many can you K now yO ur sources:
think of? Try thinking outside of the box!!!

Types of information

Group Activity

» In your groups, list as many
information sources as you can
in 3 minutes.

MANCHESTER AVIANCHOSTE

Access Programme

EI g p——r—

H°w many dld you think of? There are dozens of different types of sources that you can use in your research

As well as the obvious ones.

" ; JOURNAL
YOURNAL BOOKS E ARTICLES WEBSITES
B00KS i: etungll WESSITES
. ARTCLLS B
- there are all of these.
Teports m‘"“ encyclopedias
reports conference
peoceedngy encyciopedise
blogs.
Wogs eSS

Click the boxes to find out more about these sources.

oA
PRy,

> A .
& o |
| c\fi [

There are three key characteristics of Information that you should be aware of when

Three ways to
classify information

looking for sources to use in your acadernic woek
PRIMARY, SECONDARY [ POPULAR V5.
{ TIMELINESS { OR TERTIARY SCHOLARLY

Click the boxes to find out more, You can explore the three areas in any order you like

91
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N Urearty of M

Finding Information Using Sources in the
Library

http://catalogue.library.manchest
er.ac.uk/

hcss rogramme)

Internet Sources

[ r—

The timeliness of an mformation source not only refers to how recent it Is, but also
how much time has passed between the onginal event and the publication of

the sourte.

How much this matters will depend on your purpose. If your assignment title Is:
EVALUATE DESCARTES' ONTOLOGICAL ARGUMENT FOR THE EXISTENCE OF GOO

the timeiness of your sources will not be very important

However, 3 chapter from a book published in 1993 about the 1990 Poll Tax Riots Is
probably of kthe use for the assignment titke

ASSESS THE IMPACT OF SOCIAL MEDIA ON RECENT OUTBREAXS OF CIVIL UNREST.

This will influence where you look for information

’ﬁfz’rwﬁ'_?-i

SIS Let's Iook at an examgple of an infarmation timeline, This example uses Michae!
Jackson's death as the oniginal event. Click the yellow boxes for more detals.
QMMH minutes/ days weeks months a year
~ R hours later later later tater later
»How would you be able to tell if an Internet source is st ' >
reliable or not?
* Who published the information?  social media, magazine Y
« Why did they publish it? | Ietovision news, "articles o
* When was the information published?
« Where was the information published?
* Remember! y
You are only allowed to use 3 intemet sources in
your assignment!
, Pl N =
RSN AR

the

minutes/ dayx
bours later later later later later

Let's look at an example of an information timeline, This example uses Michael
Jackson's death as the oaginal event, Click the yellow boxes for more detads.
weeks

months a yoar

event

50
televi:
onli

jon news,
news sites

Activity

92
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; The timefine illustrates the speed with which mformation can te disseminated,
Feedback Social madia is now the fastest form of communication; By the time an article or book
Bwritten, publshed andg sokd olt, many other typres of medio have been and gone.

H's important ta bear this in mind when looking for informatian for your assgoments.
Depending on what you are ressacching, temelness mury be s impartant tactos: this
should Influence what types of sources you use in your work,

Moshoble

hReDfa

The distinctions between primary, secondary and tertlary sources refers to how
far removed the source is from the subject of study. The proximity of the source
can help to ndicate how original the information is likely 1o be; this may influence
what type of sources you look for in your research

SuBJECT
OF STUDY

Thes diagram illustrates the ides of
the proximity of sources,

Click the diffevent circles to learn
more PRIMARY
SECONDARY

TERTIARY

mmm@nn%h«mﬁmm.lmnm
same archive footage which could be considered @s primary.

These are all pxsmples of secondary sources that analyse. coview of
interpret other scurces. TERTIARY

Salect which of these sources you think sre;

Activity D Yo ik

SECONDARY

TERTIARY

93



Feedback

Activity

Feedback

Activity

94

These areall .+ saurces. Thay were written or recorded at the tima of the war,
46 they are I very dost proxirmy 1o the subject of study,

They are onginal sources that have not been interpreted in any way

SECONDARY

TERTIARY

Salect which of thess sources you think are:
happy with your chokes.

TERTIARY

These e all - » (sources. They are commerntaries based on primary and/or
athee secondary information thit has bisen analysed, compiled and commented upon
by the author. Wiike they are hoth predominantly secondary sosrces. thiry muy alse
nclude ' riman oo such @3 archive footage or franscripts of
Intorviews. i

Sufoct which of these sources you thiok are.
with your choxes.




Thisisa source. it 15 3 summary; # collection of facts that have been pulied
Feedback tagether Into one place. A moce general Wikipedia page on World Was Two ks kel to
Teature some commerntary Of Interpretation, and o might be conyidered 1o have
o woll as oertiary,

e
| Whpedks prge
IS O Werkt Wae

PRIMARY

Three ways to

There are three key charactertstics of information that you should be aware of when
classify information

looking for sources to use In your academic work:

PRIMARY, SECONDARY || | PoPULAR vs.

TIMELINESS OR TERTIARY SCHOLARLY

Mo long after the Grginal event was 1 Ehe Information fram the orginal 15 the £¥0rmManon from an atademsc

the indarmation published) S0UCCR, OF has & been interpretnd = source that has been theough a
some way? Quality as3urance process?

Click the bowes to find out more. You can explore the three areas in any order you like.

FOPULAR V5. SCHOLARLY ﬁr @ @ ‘_.E 7

ientifying whether a source is popular or scholarly can give an indication of how
authoritative it is. Scholarly Sterature is usually written by subject experts and
reviewed by other experts in the field before publishing, which provides a degree of

quality assurance that you often don’t get wath popular material

characteristics of each type of material,

— Click the buttons to see some typical

I IS mportant 1o bear this distinction in mind; & will help you 10 evaluate the
Infoemation sources you find, Sometimes it will be appropriate 1o refer to popular

material, but in general most dscplines will expect you to Gte scholarly kterature.

POPULAR V3. SCHOLARLY % @ @ ‘7 @

ientifying whether a scurce (s popular or scholarly can give an indication of how
authoritative i is. Schotarly Merature is usually written by subject experts and
reviewed by other experts in the field before publishing, which provides a degree of

quality assurance that you often don't get with popular material

POPULAR MA

It is important to bear this distnction in mind; it will help you 10 evaluate the
information sources you find, Sometimes it will be appropriate to refer to popular

material, but in general most dsoplines will expect you to ote scholarly Merature.
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Thes dlagram llustrates the concept of authority, placng a number of sources on

the spectrum from popular to scholarly
SCHOLARLY
A=

Acadenmic book —mmmd
égf‘ﬁi Conference proceedings
P

Government website —’
I = Blog post from a subject
o] expert

Blog post from a
newspaper columnist 5
'_5 Newspaper articles
Tweets from _“i
companies/organisations Ts Nrmait ot
(& ay person

POPULAR

ADVANCED
TIP!

Activity

Procoedngs from the UN
Carste Charge Confmmnce

A artce o Sclentific
Anterican magurew Con
Evohition fent Clmote Change?

Activity

Procoedngs from the UN
Cirmte Chamge Confrmmee

An arvese o Sclentific
Anterican magurew Con
Evzhition Bemt Comote (hange
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There are three key characteristics of information that you should be aware of when

classify information
looking for sources to use in your scademic work;

PRIMARY, SECONDARY
OR TERTIARY
15 he informatian from the ongnal

source, o has & beert interpreted n
some way?

POPULAR VS.
SCHOLARLY

15 the méormation f
IOUCe tha
QUalKy a38Ur aNCE o

TIMELINESS

Yom I0ng AN the Gogmal event was

m an atademic
the information putlished? o

ough o

Now that you've explored  ACTVITY

afl of the three areas, have

3 0 at this activity,

Activity

Activity

Activity
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Activity

Activity

Activity

SCHOLARLY

Activity
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Activity

now your
sources

SCHOLARLY

Behaviorol Ecology
Are lnr ¢

in Natlonal Geogrophic
th Amer

In this resource, we've examined three key characteristics of information:

TIMELINESS

the information publiy

Lid

are.

o Iong aNer the ool event was

PRIMARY, SECONDARY
OR TERTIARY

ADoN from he onginal
W3 1 een interpreted

POPULAR VS.
SCHOLARLY
15 the wformanon fram an stadems

o0 that has Been theough o
Qualiy A84UF ANCE PrOCIA?

some way?

You should now be aware of what sources are available for you to use in your wark, and what their main characteristics

This will help you to make an informed decision about the types of Sources you use In your academic wark

Wiy Learming Exsentien

RG e

You've reached the end of this resource.

Have a look at the tabs below to see what other help is avallable from
My Learning Essentials,
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Programme
Pl ATy OF M e

Formulating an Argument

+ Introduction 7-8% of total kength (105-120 words)
- @xplains what the essay is about

- tells the reader what to expect i.e. the aims of the
essay

* Main body (1150 words)
+ Conclusion 12-15% (180-225 words)

- gummary which draws together the key points
- never contains new information

My Learning Essentials

100

ReDTa

Once you have broken down your task and started to identify the information you

might include In your assignment, you have the begmnings of a plan

You are now ready to define your argument and organise your ideas

This is on essentlal step in the process; you should not start writing until you know
exactly what you are going 1o say.

This rescurce cutlines a five-step technique that you can use to help to identify
what you want to say in your sssignment and to organise your ideas into s coberent

Structure

Click the forward arrow at the top of the screen to get started,

siep0 oF 5

The five steps we'S examine are:

Identifying your Identifying your
1 + MAIN IDEAS 2 MAIN ARGUMENT

tdentifying your

Forming your
+ STRUCTURE 4 OUTLINE

e
Kk
55 . checking your EVIDENCE sng ARGUMENT
a4

>
0
o

) By the end well have an ssugnment outling, and well be ready to start writing!

4 S ——
15 ¥ sier0or 5




* Microfiction w

* Microfiction is a story written in 10 words or
less

* This helps to focus on the importance of every
word you write and express your ideas in q‘Contrast the impact of social media
fewer words

* This helps to make your essay as concise as
possible

L d

Throughout this resource. well be using this essay queston as our example:

versus newspaper reporting on at least two
recent outbreaks of civil unrest. 99

However, the same technique can apply to any question, regardless of the topic. Similarly, while we are focusing on
essay Writing, It can aiso be applied 1o any scademee work such 35 writing 8 presentation of answering an exam
question.

sierOor 5

RERim

After you've broken down your question, thought about what informavon you're

going to Include and done your research, you can start identifying what your main

ideas are for each area you've looked at

Your main idea should be:
» supported by facts, dats or other evidence
« an opinion you are defending

« a product of your own critical analysis

Your main ideas should NOT be facts or pieces of data '
°

sier] oF 5

PG T@

QUESTION: Contrast the impact of social media versus newspaper
" reporting on at least two recent outbreaks of civil unrest.

WAV L aguenion Mgt SOCIAL NEWSPAPER cviL

to identify what Information ot MEDIA REPORTING UNREST

ta include for cur

AtA Cammuncamn, ey souret
————
example essyy title o A panang e A 10 et BOOH dues.

ARAB
SPRING | snees. v s Ymtrr s | 1, sems s

/

peettarate ormetsees

| venae e v | P
Cick the [} | icons along the

T.W,.-....;.w P [F T —

top row to see what we've b o gt e ot Tt o B bt o 0 yrung mn o poevly
picked out as the main ideas 2011 UK | menwg simtso prosecas | mery Comtraint cpmerage ok 4 waazen Fotines un

RIOTS | o et muvontutn | ston irwovemmisnmranot | paserty aamags ot inscng.

for these three sections. P Fimveset bom soce Rovng o awrm o coy
et contren s e e bt

sterl oF 5
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STEF IWO:
Now that you know what your main ideas are, you can identify your main

argument

Lock through your main ideas: how do they connect? What do they have in common?

What are you trying to say in answer to the question you've been set?

You shoudd be able to distil your argument into one sentence, 3 thesis statement.

1f your main argument is a summary of someane eise’s ideas U

or theories, it probably doesn't answer the questicn °

sier2 0F 5

“ Microfiction w L @

“Contrast th Impact of Soci Mece verss PEWSPAPN! NEpOrDHng 0N At Mast two necent
Activity one outtreks of civi Undest.”

* Please read the article on your table

* As a group, please create a sentence in 10
words or less to sum meaning of the article

You will have 10 minutes for this task

Then we will feedback to the group with the
sentences you have created

type your thesis statement here
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E Microfiction W

* The purpose of this exercise is to show exactly
how you can be concise and as informative as
possible with your essays

+ Tutors are looking for quality not quantity
when it comes to assessing sources

* You may want to write a microfiction sentence
for every paragraph of a resource you read to
ensure you have understood the meaning
behind it

Activity one

STEF Two

103

“Contrast the IMPact of K Medis veryus MOWIDADET (WPOMHING 0N af keatt fwo rocent
Outbresks of civi) unrost. *

step2 oF 5

RERTm

Your argument is the condiusion you've reached through your research into your

1OPIC; your job (N Writing or presenting your work 15 to convince your audience.

Every sextaon of your work should Support your anguement.

When you've identified what your argument Is, g0 back and review each of your main
ideas.

11 any of your iSeas dont suppeet your argument, they '
don't belong in your essay o

step 2 OF 5




e Uwenty o Mo

Layout of An Essay

* Using the essay title that has been placed on
your table, please work as a group to create
an essay plan

* Please draft your essay plan using the
template provided

* You will then feedback after 10 minutes on
what you have created

STUF THREE

Now that you know what your argument is, you can start ideatifying your overall
structure woat

A good place 1o s2art 15 the instruttion word kn your queston, What is it telling 2.
you 10 do? This may give some dhues as to how you could organise your ideas,

DISCUSS/
EVALUATE

DESCRIBE/
EXPLAIN

It doesn't really matter how you choose to structure your work, a5 long as It is

consistent ans coherent.

sep30r 5

reRiam

Now that you know what your argument is, you can start ideatifying your overall

STEP THREE

structure. o
A good place 10 $1art is the instruction word in your question. What is it telling /1,",

)

yOu 10 do? This may give some dues as 10 how you couls organise your (dess.

COMPARE/
CONTRAST,

DESCRIBE/
EXPLAIN

It doesn't really matter how you choose to structure your work, &3 long a5 it is

consistent anc coherent.

w3065

REDTm

Contrast the impact of social media versus newspaper
reporting on at feast two recent outbreaks of civil unrest.

YOUR STRUCT

QUESTION:

Looking back a1 cur example, the key thing 1o remember here (s that we must contrast social media versus

newspaper repocting, NOT contrast the two events.

Our overall structure might look something like this:

1+ Define civil unrest: 2+ Social media: 3+ Newspaper reporting:
» outline Arab Spring » impact on Arab Spring ® impact on Arab Spring
* outline UK riots ® impact on UK riots ® impact on UK riots

sier30F 5

REDTm

Al of the work you've done 5o far has boen to figure out exactly what & Is you want to

say.

You should by this stage have a clear idea of what your ArgUMent is and how

you'll SEFUCRUNE your ifeas 1o Support it

From this point forward, you need to start thinking about your audience: how

can you help them to follow and understand your argument?

Creating an assignment outline or plan will help you to do this

sierd oF 5
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Using your main ideas and the overall structure you've identified, you can now start

forming your outiine.

Put your cutline i the order you would use 10 guide someone Jlong the process you used 1o come 1o your

conclusions,

Where do they need to start "™ Arw there any 00 you need to introduce

in order to understand what || froe-Feoaperic sections that need ame section fiest in order for
yow're going to say to be combined the next to make sense

Next, lock a1 the details! the evidence and pleces of information you will include within each area.

Are thore any areas in common - Can you wse those common efements to
Detween these detalls bulld a bridge between your idess

sierdor 5

he2fa

_‘° 1| Introduction
2 * Whet i ol wnvent?
el * Outhne the twp events
Harve 3 100k at this example A
outsine we Ve written for cur A5 2| Examine sociel media in Areb Spring & 2011 UX rists
© Acts oy informetion spreading mechansm
assignment 12 + Used o protecate sfter the foct
<2 + Aveids officul cemseriivg
Ay * Dirappears quickly
You can ¢lick it to zoom in A
3| Guamine newspaper reporting in Arab Spring & 2011 UK ricts
T o v depth reporting=traces bachground events
Y + Double check rumour/confirm what i e
SR Can be very sl
P> ¢ conclusion
1o + Sacial media a3 4 vebitle for permenent thenge it problematic
i 5 o Neswspapers are st the "offiial recond”
+ ko v in comtral? 4
sepdor 5

LA

Now you need to ook back at the cuthne you have created, For each argument or

STV InE

idea you present, ask yoursell:

Why am What evidence MHow does
1 saying have I got to this answer
this support this the question

if you can't answer any of these questions, you need to consider removing it from

your cutline.

Remember, if it doesn't answer the question o suppart ’

your argument,  doesn't belong in your essay

stepS oF 5

Activity
Introduction
o (het i ol wsvert?
o Outhne the tuw events

Examine social media in Arab Spring & 2011 UK riots
o Acts an information spresding mechanism
= Usked to pravecute ster the Fact
o Avoids offcial cantorihip
o Dinppears quickly

Examine newspaper reporting in Arab Spring & 2011 UK riots
o in depth reporting traces background events
o Doudle check rumsur/confirm what i sod
o Con be very tlow

Conclusion
o Social media 41 8 vehicle for permanent change is prablemetic
o Newspapers are 468 the “offciol record”
o Who & o contrall
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Activity

Introduction
o (Whet i ol usrert?
o Outhne the tus events

Examine social media in Arab Spring & 2011 UK riots

amism

o Dinsppears quickly

Examine newspaper reporting in Arab Spring & 2011 UK rioes
o in depth reporting traces background events
o Doudle chech rumsur/confirm what i sod
o Con be vary tlow

Conclusion
o Social medis 41 8 vehicle for permanent change it problemeti
o Newspapers are 4688 the “sbcial record”
o Who & o control?

We've fooked at the process of erganising your ideas inta a coherent plan for your

assignment, following these steps:

1 Identifying your Identifying your

..+ MAIN IDEAS 2 . MAIN ARGUMENT
a Identifying your A Forming your

.J « STRUCTURE T« OUTLINE

5 3 Checking your EVIDENCE and ARGUMENT

Now you've £0t your assignment plan, you're ready to start writing!

sepSor 5

Wy Learneng Exsontien
You've reached the end of this resource

Have a look at the tabs below to see what other help is available from

My Learning Essentials

FURTHER SUPPORT

siepS or 5
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Appendix C: Summary of interview at University Life Conference

Informal interviews were carried out at two of the University Life Conferences, held on campus in July. MAP
students were spoken to at both events (at different times during the first day), MAP Ambassadors were
spoken to at one event (following their evening meal).

This document provides more detail than in the main report regarding their comments and views.

MAP students

Areas covered during the interviews included:

1) Their expectations (particularly in relation to skills) about coming to University
2) Perceptions of Academic Writing / Research
3) Experiences of working independently

4) Using technology in learning (e.g. discussion forums)

Main question

Responses

What are the main skills for

study you will need at
University?

Research
Independent Study
Referencing

Time management
Organisation
Independent study
Communication
Independent study
Organisation
Research
Communication
Essay writing
Research

Research

Time management
Deadlines

Communication
Organisation
Listening

Research

Time Management
Independent research
Revision

Assignments
Independent Learning
Independence
Research is different
Presentation

Critically analyse / multiple sources
Self-motivation

PBL

Team work

Perceptions of Academic

Writing / Research

Referencing - Writing
Referencing
Plagiarism
Referencing

Word count

Sub titles

More detailed sources
Referencing
Different sources
Lots of notes

Up to date materials

Titles and headings

Referencing

Well structured

Lots of references

Right style for different tutors
Used to spoon feeding and Academic
Assignment is helpful

Referencing and citing sources (not
Wikipedia)

Need to stay on topic

Structure essay

Referencing
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Have you used any online
material or websites to help
you in your writing?

Journals Journals

NASA Website Articles

Google Study Online Journals

No Websites

Library Workshops

Journals EPQ resources

NHS Website Not really

UScientist Subconsciously influed by what they
Useful for sciences read

How easy is it to work on
your own? What were the
challenges, what did you
enjoy?

Easy to study on your own once into it

Can sometimes get distracted

Independent study was alright but sometimes self-motivation was an issue
Easy to study on your own but self-motivation can sometimes be an issue
Found independent study easy and self-motivation not an issue

Difficult to find sources and self-motivation can be an issue

Not being taught directly so hard to know where to start

If resources are available it isn’t too bad

Hard when you can’t just ask

Selecting the right information is hard

Copied family

School encourages it

Depends on what doing / if interested in the topic

Getting started is hard / new topic (e.g. Academic Assignment)

How do you work together
with friends/students to
learn online and how useful
are these?

Facebook

School system

Discussion Boards

Online activities

Yahoo Search Skype for revision

Facebook Maths tutoring online
Dropbox Facebook
Email Youtube

Tumblr / blog posts
Just exam board syllabus

Online forums
Online forums
Email

Using technology in learning
(e.g. discussion forums)

Haven’t used any extra material in their study
MS Word

Online forums

UScientist

BBC

MS Word

Web forums
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MAP Ambassadors

Some questions posed to the Ambassadors were relevant to any Ambassador but some were also designed
to draw out their experiences if they had completed the MAP programme as well to understand their
transition and how MAP supported/could enhance this transition. Areas covered included:

1) if previous MAP student:
a. the move from pre-Uni to Uni and what they were/were not prepared for
b. Ways in which Manchester’s online activity could be introduced prior to starting
2) for any MAP Ambassador
a. what students find challenging in the workshops and what is hard to get across
b. based on their experiences of online/blended learning, how might we use online activities to
support the skills workshops of MAP

Previous experiences of MAP

All questioned were very complimentary about MAP and rated their experience as ‘Excellent’ or ‘Good’ in all
cases. One student commented that “/’d not really considered University before, but by being on campus and
getting introduced to the concept of university made it seem alright”

In some ways they did not realise they were being prepared for University through MAP although they
highlighted the Academic Assignment as a good way of developing their understanding of Referencing.

Some noted they would have liked more ‘life facts’ about preparing for University in addition to the
academic side, whilst others would have liked to prepare more for the workshops in advance.

Using Manchester’s systems/services

Everyone regularly used Blackboard and MyManchester although there was mixed awareness/usage of My
Learning Essentials and Podcasting features. When prompted to contrast the use of technology in
MAP/University, the following points were highlighted:

e MAP: students just go to the workshop and that is it, there is no opportunity to follow up on topics
afterwards

e University: for a ‘normal lecture’, they were able to go back and revisit what was discussed as well
follow up on further information and, if choose to, to prepare for topic prior to lecture.

The Ambassadors also highlighted that better use could be made of current systems, which would in turn,
support MAP students in their transition to Manchester. They noted that:

e Greater use of Blackboard would be good because it would familiarise students with the
environment, the use of discussion boards would enable further processing of material and
potentially develop networks before students arrived to the workshops/conferences and reduce the
amount of paper distributed. Some Ambassadors commented that, as previous MAP students, they
were “given a lot of paper but didn’t really look at it much”.

e Encouragement should be given to engage in the online environment and suggested that some
credits could be attributed to participation in forums.
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Ambassadors supporting the MHS track, highlighted the Medical Mentoring Booklet as useful in
encouraging ongoing activity with material.

If activity were to go online, then the construction of the Blackboard pages should mirror the way in
which modules are set up for normal University courses as another way to better prepare students
for the transition.

Understanding student challenges of workshops

The Ambassadors interviewed had delivered a range of different workshops and mentioned that:

Students enjoyed being in University surroundings/classrooms but sometimes found staying on task
hard

It was challenging to introduce topics that were being presented for the very first time (as is the case
for the Academic Writing workshops given it is the first time students are potentially exposed to
plagiarism and referencing).

Finding time to have individual conversations with students was hard in the workshops to help them
address their key concerns

In overcoming challenges through using an online platform they suggested:

Using some material online to prepare for face-to-face workshops?*, particularly in introducing some
key definitions in advance.

Bring some material online (using the concept of ‘flipped classroom’>) would enable more discussion
time and one-to-one conversations

Ambassadors were very keen to be involved in developing content for any online material and would be
happy to be filmed for any video-based podcasting activity.

4 NB: there was limited support for fully online sessions as Ambassadors felt the personal nature of the workshops built
relationships with the students
5 https://net.educause.edu/ir/library/pdf/ELI7081.pdf
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Appendix D: University of East Anglia MOOC: Summary of ‘Preparing for Uni

module

Course Structure

Week 1: Preparations
1. Course Introduction
a. Preparing for the Course
b. What do lecturers value in their
students?
c. Team introductions
2. Asking Questions
a. Importance of questioning
b. Why do you ask questions?
c. Process of asking questions
3. Preparing for lectures
a. Asking questions of the material
b. Taking notes
4. Questioning lecture material
a. UG discussion (video!)
b. Simulated lecture
c. Debrief
5. Self-Assessment/Summary

Week 2: Independent Study
1. Introductions
a. Learning effectively
b. Learning styles
2. Linking study and revision
a. Taking reading one step further
b. Using source material
c. Reflection on an individual experience
3. Reading Skills
a. Reading extra materials
4. Self-Assessment/Summary

Week 3: Academic Currency
1. Introduction
a. Why is referencing important?
2. Referencing
a. Plagiarism and acknowledging others
work
Why reference?
Spotting errors
Academic viewpoint
Varying referencing in different
subjects
3. Self-Assessment/Summary

moo o

’

Week 4: Power of data
1. Introduction
a. Datain different disciplines
2. Handling data and using it to support
arguments
a. Different ways to use data
b. Basic data usage
¢. Numerical ‘tests’
3. Handling applied data
a. Using data in different contexts
b. Worked examples
4. Using data visually
a. Working with graphs
b. Estimations
c. Creating data sets
5. Self-Assessment/Summary

Week 5: Textual Analysis
1. Introduction
a. What is Textual Analysis?
2. Poems
a. Analysing Poems and Sonnets
b. Structure, confinement and liberty
in poems
3. Interrogative reading
a. Considering different historical
contexts
b. Application of knowledge to
previous sonnet
4. Experiencing a seminar (opportunity to
contradict/comment on filmed discussion)
5. Self-Assessment/Summary

Week 6: Structure
1. Introduction
a. Why structure your thoughts
b. Seminar
2. Forming and Supporting Opinions
a. Hearing from UG students on
structure
Understanding feedback
Paragraph structure
5. Lecturer’s view on structure
a. Differing perspectives on pre-uni/
uni environments
6. Self-Assessment/Summary/Next Steps

hw
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Delivery methods:

o  Written articles

o  Clips (with transcripts)

e Video (with transcript)

o Reflective logs

e Questionnaires /self-assessment
e Filmed Seminars for comment
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MANCHESTER

1824

The University of Manchester

Stage

Appendix E: Template

Question

Resources

My Response

1 What are you trying to
achieve?

Who is your target audience?

What are the learning objectives for
participants?

Are there any other outcomes you
want to achieve?
- Who are the stakeholders?
- Isthere a business case for
the project?

Setting Learning Objectives:
- Using Blooms’ taxonomy
- The ‘4A’ Method

Gathering resources

What already exists:
- Within the team?
- Within the University
- Outside the University?

Will the target audience have prior
experience of the topic and how
will you differentiate/plan for this?

What are the disability or access
considerations?

My Learning Essentials

Humanities study skills

How to create an accessible PDF

Things to consider when making a

video
Layout of documents

University branding
Contact DSO
10 frequent do’s and don’ts

regarding e-learning
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http://teaching.uncc.edu/learning-resources/articles-books/best-practice/goals-objectives/writing-objectives
http://www.sussex.ac.uk/tldu/ideas/curr/learningoutcomes
http://www.library.manchester.ac.uk/academicsupport/mylearningessentials/
http://www.humanities.manchester.ac.uk/studyskills/
http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf
http://webaim.org/techniques/captions/
http://webaim.org/techniques/captions/
http://ict.humanities.manchester.ac.uk/tandl/resources/documents/accessibility_doclayouts.pdf
http://www.brand.manchester.ac.uk/web/
http://www.manchester.ac.uk/study/experience/student-life/university/student-support/disabilities/contact-us/
http://elearningbrothers.com/ten-online-training-dos-and-donts/
http://elearningbrothers.com/ten-online-training-dos-and-donts/

MANCHESTER
1824

The University of Manchester

Developing / preparing
3 the material and
uploading

In what ways will the resources
develop address the Learning
Objectives?

How will it be delivered to ensure
students remain engaged with the
material?

How will it be delivered to ensure
students remain engaged with each
other?

How will it be accessed?
Could the same resource be used in

different ways or reused for other
activity?

Podcasts?

MAP Blackboard

UMASS Website

Xerte free e-learning development

tool
Articulate storyline 2 e-learning

development tool

Media Services

Planning to evaluate
and assess impact

How will impact to the participants
be measured? What assessment is
possible with the audience and
platform?

Can you assess the Learning
Objectives?

Have you achieved what you set
out to do?

Blackboard Quiz?

Survey?

Tests within modules?

Engaging participants in an online
environment — resources (to include
twitter, Facebook, forums etc.)
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http://www.mypodcasts.manchester.ac.uk/
http://www.umass.manchester.ac.uk/
http://www.nottingham.ac.uk/xerte/index.aspx
http://www.nottingham.ac.uk/xerte/index.aspx
https://www.articulate.com/
https://www.articulate.com/
http://www.mediaservices.manchester.ac.uk/
https://twitter.com/?lang=en-gb
https://en-gb.facebook.com/

MANCHESTER
1824

he University of Manchester

Stage

Question

Resources

Appendix F: Academic Writing Workshop applied to online template

My Response

1 What are you trying to
achieve?

Who is your target audience?

What are the learning objectives for
participants?

Are there any other outcomes you
want to achieve?
- Who are the stakeholders?
- Isthere a business case for
the project?

Setting Learning Objectives:
- Using Blooms’ taxonomy
- The ‘4A’ Method

Pre-university students unable to attend a
face-to-face Academic Writing workshop
e Describe subject knowledge in

own words in an appropriate
academic style and with a clear
and logical structure

e Understand how to make clear
links between different materials
and ideas so work flows in a
coherent way

e Be able to select and summarise
relevant information and reach
appropriate conclusions

e Know and list a range of resources
available to research topics

e Demonstrate the origin of their
ideas through referencing

For MAP: Academic Assignment Tutors
are key stakeholders given the learning
from the workshop should be applied to
the assignment

Business Case: desire to increase reach of
workshop to students not within
travelling distance of Manchester such as
DAS students.

Gathering learning
resources

What already exists:
- within the team?
- Within the University

My Learning Essentials

Humanities study skills

How to create an accessible PDF

In team: Current face-to-face Academic
Writing workshop slides/materials,
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http://teaching.uncc.edu/learning-resources/articles-books/best-practice/goals-objectives/writing-objectives
http://www.sussex.ac.uk/tldu/ideas/curr/learningoutcomes
http://www.library.manchester.ac.uk/academicsupport/mylearningessentials/
http://www.humanities.manchester.ac.uk/studyskills/
http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf

MANCHESTER

The University of Manchester

- Outside the University?

Will the target audience have prior
experience of the topic and how

Things to consider when making a

video
Layout of documents

University branding

In University: MLE modules (‘Original
Thinking Applied’, ‘Citing in right’, ‘What’s
the big idea?’ and ‘Know your sources’),
Outside University: UEA MOOC material, a

Developing / preparing
the material and
uploading

How will it be delivered to ensure
students remain engaged with each
other?

How will it be accessed?
Could the same resource be used in

different ways or reused for other
activity?

2 ) i ] . range of study skill sites (see Appendix G)
will you differentiate/plan for this? | Contact DSO
10 frequent do’s and don’ts Assumption, based on feedback from
What are the disability or access regarding e-learning MAP interviews, that prior knowledge is
considerations? limited.
In what ways will the resources Podcasts? In this case, the intention is that the MLE
developed address the Learning MAP Blackboard modules are already developed and
Objectives? UMASS Website Appendix B demonstrates hon the MAP
Xerte free e-learning development workshop c.an be mapped against existing
- . MLE material.
How will it be delivered to ensure tool
students remain engaged with the Articulate storyline 2 e-learning MLE modules are interactive and designed
material? development tool to be digested in short, small chunks.
3 Media Services

For MAP: using the discussion board
function in Blackboard, tutors and
Ambassadors should initiate some
discussions and credit could be attached
to participation.

For UMASS: Via a web forum and specific
Facebook threads

Encourage ‘twitter meet ups’ at specific
times, staffed by Ambassadors answering
quick questions / concerns

For MAP: sit in ‘Course Material’ section
of the Blackboard space.

For UMASS: through website
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http://webaim.org/techniques/captions/
http://webaim.org/techniques/captions/
http://ict.humanities.manchester.ac.uk/tandl/resources/documents/accessibility_doclayouts.pdf
http://www.brand.manchester.ac.uk/web/
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http://www.umass.manchester.ac.uk/
http://www.nottingham.ac.uk/xerte/index.aspx
http://www.nottingham.ac.uk/xerte/index.aspx
https://www.articulate.com/
https://www.articulate.com/
http://www.mediaservices.manchester.ac.uk/
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Yes, the MLE modules are already being
used for two different groups in this
mapping process (MAP and UMASS)

How will impact to the participants | Blackboard Quiz? MLE does not capture the participant’s
be measured? What assessmentis | Survey? responses but does encourage practice
possible with the audience and Tests within modules? through its activities.
. . . . For MAP: the ultimate application of this
platform? Engaging participants in an online L . i
Planni | ) includ material is via the Academic Assignment.
4 anning to evaluate environment — resources (to include However, to encourage a ‘inform, test,
and assess impact Can you assess the Learning twitter, Facebook, forums etc.) reflect’ approach, the ‘quiz’ questions
Objectives? from the face-to-face workshop could be

developed into a Blackboard Quiz.

Have you achieved what you set
Assessment is not considered for UMASS.

out to do?

NB1: Learning Objectives were assumed and taken from MAP Academic Writing workshop

NB2: the mapping for AW workshop has been made easier because resources already exists in MLE (and will have been through a testing process to ensure that they fit for
purpose). In a different situation, resources may have to be developed from scratch, but template questions will still be sufficient to start the consideration process.


https://twitter.com/?lang=en-gb
https://en-gb.facebook.com/

Appendix G: Online resources and suggested activities for developing writing skills

This resource has been developed following contact with a range of colleagues who develop writers in an undergraduate setting. Some are
quite mainstream activities, whilst others are less so! Suggestions of use are also provided to help translate the materials to school/college
audiences

The approach taken in identifying resources can be summarised by the ‘WriteNow CETL’ and focuses, in many cases, in overcoming any
perceived ‘fears’ or ‘barriers’ to getting started with writing.

“Writing in and across the disciplines and the curriculum embraces the notion that we write to learn — and that we actually learn to write
through meaningful writing activities — rather than being set, say, spelling, punctuation and grammar activities.

It is useful to set your classroom up such that students are aware that you will regularly be writing to learn — and that there will be
regular class time set aside for writing.

In our experience — although we see writing errors and identify these as student problems — the typical biggest writing problem for our
students is their fear of writing and fear of failure. Tip: set up a write to learn atmosphere and help students to overcome a fear of
writing. Make regular time for short writing tasks in class. Set up meaningful peer review activities. Involve more experienced students
(if feasible) in supporting student writing. Model successful writing practice. Help students to revise early drafts of assignments.”

Source Short description Possible uses
blogs.shu.ac.uk/academicskills/2013/10/ | Short clips and activities that could be used by Write a short poem in response to the
18/unpacking-the-question/ individuals or for teachers to incorporate into 'how | write my essay' animations.

activities/discussions:
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https://blogs.shu.ac.uk/academicskills/2013/10/18/unpacking-the-question/
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Re-write the whole blogpost as a Comic
Book suitable for a Year 1...2...3...10
group of school students.

Re-write the whole blog post as a
newspaper article in either a red top or a
broadsheet newspaper.

www.thinkingwriting.gmul.ac.uk

Topics are categorised by:

e Assessment tasks
Providing feedback on writing
Short writing tasks
Essays and scientific writing
Developing language

www.open.edu/openlearn/about-
openlearn/try

The OU has a variety of modules relevant to academic
writing via its ‘OpenlLearn’ platform

LDHEN JISCMail discussion:
“Sing-Write” — a warm up event for a
‘Plymouth Writing Café’

All stand in a circle

Breathe together, in through nose and out through mouth in time with the leader for about 30 secs
Shake arms / Shake legs / Shake head / Relax all muscles and shake whole body

All say brrrrr (as if it's cold!) and make the lips vibrate! If they won’t put a finger lightly on each
cheek and try again

Make the brrrrr go all the way up to the highest note you can then all the way down to the lowest
note

Repeat!

All sing the sound ‘ng’ like in the ‘dong’ of a bell — (leader leads with the note to sing this together)
Repeat - different notes - following the leader

All say “blah blah blah” and start to wander around the room in any direction saying this continually
— try different notes and changing the ‘tune’ whilst still saying blah blah blah!

All sit and close eyes

Have one minute of silence with eyes closed

Take pen/paper and free write whatever comes to mind for 3 minutes.

Be with... for an hour: Rich writing:
"From an 'Art History MOOC”

Sit with some art work for an hour.

We had to find a piece that was interesting or meaningful for us and then be with it - we could make
notes or anything - but we had to quietly be with it for a whole hour.

We then had to write 300 words on the artwork.
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This could be adapted by:
e presenting students with a postcard from a pack, look at the picture and write.
[ ]

Academic Free writing workshop

Set up a session of one to one and a half hours long.

Ask students to have two sheets of paper in front of them - one for writing and one for writing why
they are not writing.

After reassuring the students that their writing will not be marked - put up a relevant assignment
question (either one that they have been set - or a relevant one that they might have been set) - ask
them to write without stopping for ten minutes on the question - and to write the reason why they
have stopped (for they will) on the second sheet.

After ten minutes structure three reflections:

* What was your reaction to that process?

* Why did you stop writing?

* What can you take from this process into your other academic writing?

What is interesting is that whilst for academics the writing issue often is: 'Students can't write - their
spelling, punctuation and grammar are awful.' The issue for students is overcoming a fear of writing
- s0 space to discuss their feelings about writing can be the freeing activity.

Short (but potentially terrifying!) writing
activity

In an early class put up a potential 'final assessment question' — give the students ten minutes to
write an answer — (deal with the horror!!) — make them write — share and discuss answers.
Discuss the point of the exercise (not least that it sets students up to engage with the course more
actively when they know where the reading and writing is going)

Additional, recommended sites:

www.hull.ac.uk/awe — a reference guide for students (writers) who struggle with the niceties of formal writing.
isguides.hw.ac.uk/powerhours shows sessions delivered by academic and support staff at Heriot Watt from across the campus
academicskills.anu.edu.au/resources/handouts/quide-punctuation-academic-writing A guide to punctuation in academic writing

www.nottingham.ac.uk/studentservices/documents/planning-and-preparing-to-write-assignments.pdf

www.prepareforsuccess.org.uk/academic writing at university.html
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Stage

Question

Resources

My Response

1 What are you trying to
achieve?

Who is your target audience?

What are the learning objectives for
participants?

Are there any other outcomes you
want to achieve?
- Who are the stakeholders?
- Isthere a business case for
the project?

Setting Learning Objectives:
- Using Blooms’ taxonomy
- The ‘4A’ Method

Gathering resources

What already exists:
- Within the team?
- Within the University
- Outside the University?

Will the target audience have prior
experience of the topic and how
will you differentiate/plan for this?

What are the disability or access
considerations?

My Learning Essentials

Humanities study skills

How to create an accessible PDF

Things to consider when making a

video
Layout of documents

University branding
Contact DSO
10 frequent do’s and don’ts

regarding e-learning
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http://teaching.uncc.edu/learning-resources/articles-books/best-practice/goals-objectives/writing-objectives
http://www.sussex.ac.uk/tldu/ideas/curr/learningoutcomes
http://www.library.manchester.ac.uk/academicsupport/mylearningessentials/
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http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf
http://webaim.org/techniques/captions/
http://webaim.org/techniques/captions/
http://ict.humanities.manchester.ac.uk/tandl/resources/documents/accessibility_doclayouts.pdf
http://www.brand.manchester.ac.uk/web/
http://www.manchester.ac.uk/study/experience/student-life/university/student-support/disabilities/contact-us/
http://elearningbrothers.com/ten-online-training-dos-and-donts/
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Developing / preparing
3 the material and
uploading

In what ways will the resources
develop address the Learning
Objectives?

How will it be delivered to ensure
students remain engaged with the
material?

How will it be delivered to ensure
students remain engaged with each
other?

How will it be accessed?
Could the same resource be used in

different ways or reused for other
activity?

Podcasts?

MAP Blackboard

UMASS Website

Xerte free e-learning development

tool
Articulate storyline 2 e-learning

development tool

Media Services

Planning to evaluate
and assess impact

How will impact to the participants
be measured? What assessment is
possible with the audience and
platform?

Can you assess the Learning
Objectives?

Have you achieved what you set
out to do?

Blackboard Quiz?

Survey?

Tests within modules?

Engaging participants in an online
environment — resources (to include
twitter, Facebook, forums etc.)
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Background, methodology and context

1.1 What is the purpose of this project?

To identify the need and implications of ring-fenced accommodation for talented student
athletes. Specifically those students who are taking part in the Manchester Sport Scholarship
Scheme, during their time at The University of Manchester.
(www.sport.manchester.ac.uk/sport/scholar/)

1.2 What makes a “Talented Athlete”?

Playing sport and being active is a big part of student life at The University of Manchester.
Participating in the varied activities that take place across the campus every week adds great
value to the University experience of our students and enables them to improve their health
and wellbeing as well as developing a whole range of skills which are valued by employers.
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The SPORT Manchester scholarship programme was established in 2001 and is tailored to meet
the needs of the most talented student athletes currently studying here at the University.
Balancing academic responsibilities and sporting activities is a delicate process and this scheme
aims to support these able sportsmen and women.

A delicate balancing act?

Accommodation Training

schedule

To qualify for the scheme students must be participating at the highest levels, often at a
national level. As of August 2014 there are approximately 35 current University of Manchester
students enrolled on the Sports Scholarship scheme. There is a range of eligibility criteria which
applicants must fulfil.

- Be a University of Manchester full-time / part time student OR a prospective student who has
received a conditional / unconditional offer and is commencing study in the same academic
year.

- Competing at a minimum of Junior National level on a recognised player pathway for the
chosen sport. This must be a Sport England / UK Sport recognised sport.

- Have specific, measurable, achievable, realistic and time-bound (SMART) sporting and
educational goals.
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- Be an ambassador for their sport with a commitment to supporting the development and
performance of the relevant University sports club for the relevant sport if a club already exists.

- Be able to demonstrate a commitment to striving for personal excellence.

Source: http://www.sport.manchester.ac.uk/sport/scholar/

Sport Scholar profile from the current cohort:

Eleni Papadopoulos (BUCS Sportswoman of the Year and Manchester Law Student)

- Set the world record for the 200m butterfly in the $S10 disability swimming
classification

- Current Law student. Already completed UG degree in Medieval History at the
University

- Undergraduate of the year 2013
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Source: http://www.manchester.ac.uk/study/undergraduate/teaching-learning/student-
spotlight/eleni-papadopoulos/

1.3 The current application process

Applications are accepted from both prospective and current students regardless of year of
study and type of study, e.g. full time or part time, home / EU or international. This academic
year (2013/14) saw two new developments to the process with the introduction of an
assessment panel to assess applications. An additional round of applications is now being
accepted in December for those applicants who missed the original deadline and for those who
were unsuccessful in the first stage and wish to apply again.

An approximate timeline of the process is below for each academic year.

1* June

Existing participants on the scheme complete an end of year evaluation report detailing
feedback on their experiences to date. Within this document students have the option of
advising if they wish to sign up to the programme for the next academic year.

1°" August
Application deadline for those new applicants who will be joining the University in September
for the very first time.

15" August

Those applicants who are successful in the first stage are then invited to complete an
application form for the second stage. This is following the publication of A-Level results and
dependent on the student achieving the terms of their academic offer.

20" September
Successful applicants (both new and returning) are required to attend a formal induction event.
This is generally held on the Saturday after Welcome Week.

1°* December
Deadline for unsuccessful applicants that wish to appeal the original decision and for new
applicants that missed the original summer deadline.

Late January

Post the exam period at the end of Semester 1 detailed inductions are then arranged for all
athletes and delivered on a one to one basis.
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1st June 1st August
Existing Application

participants sign deadline for new
up again applicants

15th August
Second stage of
applications

26th January
1st December Detailed induction
Applications for progammes
scheme reopened arranged on a one
to one basis

20th September
Applicants
required to attend
induction event

1.4 What problem are we hoping to solve?

Over the past three years evaluations completed by participants on the Manchester Sport
Scholarship Scheme and anecdotal feedback received from athletes has demonstrated an
increasing trend in the differing residential needs of student athletes to the more traditional
demographic of a new intake student. Sourcing appropriate accommodation is a fundamental
part of ensuring that every student arriving at the University has a positive student experience.
This is especially important for talented athletes aiming to operate at the top of their chosen
field where the smallest details can make the difference in finishing first or second, winning a
cup or being a runner up.

This project aims to explore the differing needs of these students in more detail and the variety
of opportunities that are available to meet these requirements. This may involve utilising
existing models or proposing changes to the process if no such suitable models exist.

The project will also seek to develop ideas and processes to further enhance the partnership
between Sport Manchester and the Accommodation Office with the ultimate aim of enhancing
the overall offer available to talented student athletes.

1.5 How will we deliver this?

In order to gain a broader understanding of what the project involved and gain some
background to the Talented Athlete scheme we met with Imogen Greatbatch (Sport
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Development Manager and Project Sponsor). This initial meeting allowed us to scope out the
project and agree some tangible outcomes.

The key driver in this project was to ascertain the views of the end users, in this case the
student athletes. However, research into this project must also be carried out in conjunction
with the Accommodation Office. Compiling a potential wish list of facilities and residences
would prove ultimately fruitless if these needs cannot be met within existing frameworks or
without approval from the Accommodation Office.

Several actions were identified as being required in order to carry out these objectives.

- A needs analysis with a cross section of current sport scholars

In order to consult with the athletes, an online survey was distributed to all existing current
student sport scholars via email. The survey contained a mixture of open and closed questions
with the intention of gaining a greater insight into their views. It was essential that the survey
guestions were posed in a manner which would not prejudice or unduly influence any
responses. Additionally we were explicit in our questions as to what we meant by “ring fenced”
accommodation, in order to manage expectations of what the students could expect from the
accommodation that could be offered. A copy of the survey is available in the appendix for
information. The survey sent via email, resulted in a total of seven responses being received.

In addition to the survey being distributed by email, there was an opportunity to meet several
of this year’s sport scholars during a promotional photo shoot campaign, organised by Imogen.
This was a great opportunity to meet current student athletes that have resided in, or are still
living in, student accommodation. This event allowed us to talk with the athletes on a more
informal basis and gather their views. The feedback on the possibilities of “ring-fenced”
accommodation was varied from the athletes and has been summarised as below:

¢ Initially the term “ring-fenced” was met with some confusion by the students and was

not fully understood. Following this feedback it was decided that the wording of any

future communications and request for feedback should reflect this.

% Akey influencer in the choice of student accommodation and location is the particular

sport that the individual competes in. Much of the feedback from the student athletes
focused on training and the time invested into this. Training, competing and academic
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study are the main areas that take up the majority of the time for Student Athletes and
travel time, to and from accommodation, is an important factor in this.

< A number of the student athletes had strongly benefitted from living with other Sport
Scholars in shared houses during their second year of University. However, some
feedback was received from the photo shoot session that living with other student
athletes would not be preferred. This is down to those individuals wishing to escape the
competitive nature of the sporting environment and for those that have wider groups of
friends.

% Overall feedback from those students that were present was that the project was
supported and thought of as a positive step towards looking at the needs of student
athletes. However, it was clear that from consulting with the range of Sport Scholars at
the session that being housed in the same corridor with other athletes would not
necessarily suit everybody so there may still need to be scope for choice.

We were also able to request that those athletes attending on the day completed the survey in
person. This resulted in a further seven responses.

The key findings from the closed survey questions were as follows:

- Half of the respondents (7) were first year students at the time of completing the survey

- The vast majority (11 of the 14) respondents had lived in University Halls at some point

- Only 2 respondents out of a total of 13 felt that their time in University accommodation
supported their sporting commitments and lifestyle.

- The majority of students (9 out of 14) felt that the idea of ring fenced accommodation was on
the whole a good idea.

Listed below are the survey feedback results, from the open questions relating to “Personal
Experiences” and “Do you feel that your time in University accommodation supported your
sporting commitments?”:

“Richmond Park is further away from the heart of Fallowfield, so quieter
than Oak House and Owen’s Park. Different lifestyle to fellow flatmates.
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Sometimes kept up when I don’t go out, because of early morning
training.”

“People come in very late, go out on the nights you train, so sometimes
you can’t fully recover.”

“Bad food, no sleep.”

“I think I’'ve been quite lucky with the people | have lived with, but |
know if I had lived in much noisier halls, | would have had more
problems.”

“Poor food for athletes. Time of meals is a problem, as many meals
missed.”

“Location was poor for access to clubs, sport, gym etc...”

“Sporting facilities in Hulme Hall are very very good. And there is a lot of
potential to expand the gym on site. Also has astro turf for speed work
and a patch of grass in the back for shot putting.”

“I was able to get a en-suite room which was necessary for hanging up
my swimming equipment.”

“The Armitage centre have been very supportive. The accommodation
itsself however, has been a barrier to sport. They've presented
challenges such as equipment storage, lack of food preparation facilities
and adequate hygiene and soundproofing.”
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“Closer to sport facilities (e.g.-Armitage), although with fresher’s coming
each year it's very noisy and party orientated.”

“It certainly wasn't a hindrance to my sporting commitments, but would
have been good to have other athletes to live with, or access to a fitness
room/gym.”

“It was useful to have a car park at the back of my flat as | need to drive
to training with a big bag of kit and equipment but | was required to pay
for it for the year. Other than that the halls of residence didn't do
anything else to support my sporting commitments. Although | didn't
expect halls to support my sporting commitments one thing that did
disappoint me was that | didn't have anywhere to hang up my
equipment to dry (other than in my bedroom which would have been
horrific). It was quite useful having the Armitage centre right next to my
halls so my free gym membership through sports scholarship was put to
good use, however, in my first year it had not been renovated and there
was absolutely no chance of getting time on the free weight section due
to the quantity of sportsmen and women in there.”

Detailed feedback from Scott Wong:

2014 Commonwealth Games Weightlifting Athlete and Manchester Medic, who will be
commencing his 4™ year of study here at Manchester. Scott will also be working as a residential
Tutor at the Owen’s Park student accommodation, for the 2014 term. We were fortunate to get
some time with Scott in his incredibly busy schedule and some headlines from his feedback,
have been summarised below:
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Hulme Hall provided a quiet environment for training and study. The sporting facilities
at the hall allowed for basic training needs and there is significant scope for the existing
gym to be expanded at Hulme Hall. In three years of living at Hulme Hall, the
disturbances in terms of noise and other students, was minimal. Location wise, the
distance is reasonable for both academic study and training.

Many of the athletes would choose Sugden Sports Centre as the preferred gym and not
Armitage. The Power Room (weights) and Physiotherapist are based at Sugden.

Although Fallowfield may be considered as the obvious choice for possible ring-fenced
accommodation, Scott did not feel this would be the best choice. Time is the main asset
for student athletes and travel to and from Owen’s Park, to campus, significantly
impacts on this.

If Sport Scholars were based in the same area of accommodation, or the same block, it
would be easier to organise activities. For example, speed and stretching sessions for all.

It’s all about balance, of training and study needs of student athletes. Scott was keen

that Sport Manchester could even specify where accommodation would be for sport
scholars, as to remove the choice and make the process easier to manage.
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Sport Scholar profile from the current cohort:

Scott Wong - 2014 Commonwealth Games Weightlifting Athlete and Manchester Medic

- Audit of tailored accommodation and associated processes for smaller groups currently
allocated bespoke accommodation (i.e. as a result of gender / religious beliefs)

In order to carry out an audit of suitable accommodation and to gain a greater insight into the
possible options we held a further meeting with Paul Burns (Accommodation Office Manager)
on Monday 11" August.

Three separate halls of residence were initially visited at the Fallowfield campus. They were

chosen for their proximity to the gym facilities available at Armitage Centre and offered
different catering options.
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Oak House

Self catered. From £95 per week. Shared bathroom facilities.

Woolton Hall

Catered. Breakfast and evening meal provided. Also a small kitchenette in order to prepare
meals at lunchtimes and weekends. From £130 per week.
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Richmond Park: En-suite and self-catered. Flats for 8 - 10 people in a corridor. Very popular
halls. The Accommodation office receives 5 applications for every available room.

Further information on the facilities available at Fallowfield Campus:

http://www.accommodation.manchester.ac.uk/consideringmanchester/ouraccommodation/fal

lowfieldcampus/

The Victoria Park campus was also considered as the second possibility due to its location and
guieter immediate vicinity. Two areas were identified as possibly being suitable.

Hulme Hall: Catered accommodation. From £135 per week. The hall has 7 blocks, a squash
court, small gym, plus 5 a side football / tennis court facilities.
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Burkhardt: Self-catered and en-suite. From £128 per week. Flats for 8 — 10 people in a corridor.

Further information about Victoria Park is available at:

http://www.accommodation.manchester.ac.uk/consideringmanchester/ouraccommodation/vic
toriaparkcampus/
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For options at the City Campus accommodation, Whitworth Park and George Kenyon Hall have
also been considered.

Whitworth Park: Self-catered and shared bathroom. From £95 per week. Between 8 — 10 single
study bedrooms based within a large flat. Shared kitchen, lounge and bathroom in each flat.

George Kenyon: Self-catered and en-suite. Flats are self-contained and arranged in groups of
six. Shared kitchen and lounge area in each flat.

More information about the City Campus accommodation is available at:
http://www.accommodation.manchester.ac.uk/consideringmanchester/ouraccommodation/cit

ycampus/

139


http://www.accommodation.manchester.ac.uk/consideringmanchester/ouraccommodation/citycampus/
http://www.accommodation.manchester.ac.uk/consideringmanchester/ouraccommodation/citycampus/

1.6 Recommendations based on findings from above two deliverables

The introduction of a related question on the Accommodation Application Form:

K/
£ %4

R/
A X4

The addition of a tick box on the online form, will identify those students that will be
applying for the SPORT Manchester Scholarship programme. Paul Burns was able to put
us in touch with Helen Marginson from the Accommodation Office, who would be the
main contact to approve and add content to the online application form, to then be
“live” for 2015 applications. We met with Helen and discussed in detail the mechanics of
implementing this tick box field to the online form and the dates by which this would
need to be done and changes to it, in the future. The key things to consider for this
recommendation to go forward, would be as follows:

1% October 2014 is the date by which Helen ideally would need the final details for the
field to be added in, with some limited flexibility on that. This is the date that is advised,
in order for the changes to be included and then go through to testing, for the online
form to go live in December. If this is not possible, Helen advised that the changes could
be added in March, at the latest, but the form would have still been live from
December. Up to March, when the accommodation “Open House Event” takes place,
around 2000 accommodation applications are received, but after this event, there is
always a very significant jump in that number.

The http://www.sport.manchester.ac.uk/sport/scholar/ link can be added where the

tick box would sit on the application form, in order to provide more information on the
programme. Helen advised that in the past, few links have been used on the form, due
to the risk of students clicking onto them and subsequently not returning to the
application form. This would need to be considered by the SPORT Manchester team,
before the details are added. It will also be an editable field, which can be changed in
the future if required.

Helen advised that once the addition to the online application has gone live, the
Accommodation Office team can provide regular reports to SPORT Manchester, to give
details of students that are using the tick box. This will help to identify potential /
current applicants to the SPORT Manchester Scholarship programme and those students
that will be considered for the “ring-fenced” (pre-allocated) accommodation.
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“* This question would not only enable the Sport team to identify potential athletes earlier
in the accommodation application lifecycle, but would also have an additional benefit of
raising general awareness of the scheme. Approximately 8000 students will complete
this form at the start of every academic year and this group is a very captive market. The
below screenshot provides an indication of how the question would look once
contained within the application form.

Example of where the related question would be added on the online application form, is as
below:

Home  Current [+] ing rt  Parents & Guardians m About Us

Apglications

Anphcatinns - Snlne Applicant Personal Details
. Related question would

replace the ‘Laptop Bursary
Scheme’ content.

Please provide as much detail as possible, fields marked with a * are required.

Home Address

- Process map/ timescales of associated actions (e.g. timescales of new students applying for
accommodation and effect on scholarship recruitment & selection process)

As detailed in the project brief, “Do the timescales for scholarship applications need to be
amended to align to the needs of a recommendation of provision for ring-fenced
accommodation to ensure the process is efficient across the two areas.”
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The objective of this would be to bring forward the dates, if this is possible.

- Reserving a corridor of flats for sole use by Student Athletes.

It is our recommendation that a corridor of flats of between 8-10 rooms is reserved for those
students who are participating on the Talented Athlete programme and which follows those
models of moderated living, as mentioned below.

The exact location will need to be determined by the Sport Manchester team, in conjunction
with the approval of the Accommodation Office. Through consultation in this project, Paul
Burns has provisionally agreed to being able to hold a certain number of rooms at the
Fallowfield campus, Victoria Park and possible City Campus. It is likely that the reserved rooms
can only be at one of these locations. Further discussion would need to take place with Sport
Manchester, in order to determine this, based on what we have presented in this report.

The advantages of ring-fenced accommodation at Fallowfield, with the recommendation that
this be at Richmond Park, do still stand. However, based on the feedback from Scott Wong, a
student athlete that stayed at Hulme Hall for three years, we would also consider there to be a
strong argument in favour of the Victoria Park campus.

Two trial living schemes implemented by the Accommodation Office in 2013/14

In response to student requests, two initiatives trialed in 2013/14 within University
accommodation are continuing for the 2014-15 academic year:

Kosher Flats

The Accommodation Office has set aside a small number of flats for Kosher use at Oak House in
Fallowfield. Students living in these flats will have requested a kosher environment and as such
will be expected to adopt the appropriate lifestyle.

Lifestyle Moderated Areas

The Accommodation Office implemented the provision of areas within Halls that offer an
alternative lifestyle to what might be considered the usual undergraduate experience in a UK
University. Students living in this area would have requested and be expected to adopt a
moderated/reserved lifestyle in respect of alcohol, parties and noise. The Accommodation
Office cannot guarantee a permanently quiet or alcohol free environment but by grouping like-
minded people together it is hoped they can at least provide a form of genuine alternative.
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Source:
http://www.accommodation.manchester.ac.uk/consideringmanchester/ouraccommodation/

- General Recommendations
% “One size will not fit all”: We would recommend that there continues to be flexibility for
student athletes, in order to cater to individual needs. Given the range of sports that
student athletes compete in, there is not likely to be one accommodation type and
location, which will be preferred by all. This would continue to be managed by SPORT
Manchester, working closely with the General Manager for Pastoral Care.

¢ From the detailed feedback from Scott Wong (as above in the “needs analysis from
current sports scholars” section of this report), Scott was hugely passionate about the
benefits of having all student athletes living in the same area for accommodation. This
would allow for more activities, organised through SPORT Manchester and an increased
accessibility amongst the student athletes.

1.6  The Future / legacy

Having carried out this project, it is our hope that this document is reviewed by the Sport
Development Manager and General Manager for Pastoral Care and this then forms the basis of
recommendations and planning, for implementation in the 2015/16 Sport Scholarship
programme.

If there is a wish to include a related question within the online accommodation application
form, this must be carried out as soon as possible. The 2015/16 application form is currently
undergoing testing, with a view to going live in December 2014. This means that all new
content should be submitted for inclusion in early October, as it is then required to be tested by
the external I.T. organisation.

Through the recommendations of the project, it is also hoped that the accommodation needs
of student athletes could be considered, as part of the wider Estates Masterplan of The
University of Manchester. The particular focus of this would be as part of the Fallowfield
student accommodation re-development. This is of course “Blue sky thinking” for the SPORT
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Manchester team, but we do feel that the needs of sport scholars, from the feedback we have
presented, could positively support this for the future.

Graham Jackson & Shemsah Farooq

Appendix contents:

Appendix 1 — Talented Sports Athlete Application Form (First stage)
Appendix 2 — Talented Sports Athlete Application Form (Second stage)
Appendix 3 — Copy of the survey distributed to athletes

Appendix 4 — Survey results

Appendix 5 — Student Accommodation Brochure 2014/15
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Summary: This paper is intended to review the utilisation of the GGAs and prompt discussion about
enhancements that could be made to the scheme for next year. The paper looks at
interviews with current GGASs, survey responses from students who are going to study
abroad in 2014/2015 academic year and comment from advisors in Academic Schools.
1. Interviews with current GGAs
1.1 The following key themes were highlighted:

21

2.2

2.3

1.1.1 Many GGA'’s saw this opportunity as a chance to give something back to the International
Programmes Office (IPO) rather than a job. They'd had such a positive experience
themselves that they wanted to share this knowledge and advice with others participating in
the scheme.

1.1.2 They found the interview and presentation was an appropriate method through which to select.

1.1.3 Many felt that the training could be more in depth or interactive, saying that they had picked up
most of their knowledge as they went along by referring to the literature available. It was also
noted that perhaps some ongoing training throughout the year would be helpful. An induction
to the Atrium would also have been beneficial so that staff based there knew who they were
and vice versa.

1.1.4 When applying for the job they understood that there would be the chance to engage in group
presentations, at the time of interviewing the GGAs (Feb/March) some felt that they hadn’t had
this opportunity but would have liked to have.

1.1.5 The projects that they worked on were well received, although it might be useful to have some
cross over time during shifts with their partners (although appreciate that this might not always
be possible.)

Survey responses from students who are going to study abroad in the academic year 2014/2015

A questionnaire was sent to 250 potential study abroad students and 59 responses were received. The
guestionnaires were categorised as:

e Option 1 - I know about the GGAs and have used the service — 13 responses
e Option 2- | know about the GGAs but have not used the service — 15 responses
e Option 3 -l have not heard about the GGAs before — 31 responses

This shows around a 24% response rate. Prizes were offered to encourage a better response rate.
Full responses are available (appendix 1) but the following key themes were highlighted

2.3.1 Over 50% of the respondents chose the option stating they had not heard of the GGAs.
2.3.2 Of those that replied to say they had used the service, all said that they had done so through face
to face and none through email contact.
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3.1

4.1

2.3.3 Of the students that used the service it has clearly had a positive impact on them as detailed in the
verbatim comments.

2.3.4 Most students have heard about the GGAs through the Study Abroad Fair or the information
sessions. The most popular choice when asked about how the GGAs might better be advertised was an
email to their student email address, followed by the ‘My Manchester’ portal.

2.3.5 Of the students that used the service, 61% said they would be ‘very likely’ to apply to be a GGA
after their year abroad.

Survey responses from Academic Exchange Advisers.

A questionnaire was sent to nine Academic Exchange Advisors (AEAs) and five responses were received.
Full responses are available (appendix 2) but the following key themes were highlighted

3.1.1 Of the five responses received, three of the Academic Exchange Advisors stated they were not
aware of the GGAs and have therefore not signposted students to this service

3.1.2 Three respondents said they don’t think students in their school were aware of GGAs

3.1.3 Those that have directed students to the GGAs have done so for advice on non-academic matters
mainly accommodation and financial queries.

3.1.4 All felt that more needed to be done to promote the existence of GGAs amongst both staff and
students. It was suggested that this could be achieved by the GGAs attending start of year information
sessions and having a presence in schools at Welcome Week

Recommendations

Based on the analysis above, the following recommendations have been made. These are split into short
term and long term recommendations depending on budget available.

Short term:

e More in-depth training for the GGAs.

¢ Aninduction to the Atrium staff for the GGAs so that people were aware of them and the advice they
could provide.
More opportunity for the GGAs to engage in public speaking exercises at the information sessions.

e Where possible to have cross over periods in shifts for GGAs to work on projects.

e Better advertising of the GGA scheme to students via an email to student email address or posters
in Academic Schools.

e Improved awareness of the GGAs with AEAs in Schools. This could be done through pairs of GGAs
being linked to specific AEAs who could liaise about attending start of year information sessions.

Long term:

e More visible presence in the Atrium. Of students who had used the service, many had done so as a
result of visiting the Atrium, but a more visible presence might encourage additional footfall.
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Appendix 1

* Where answers are on a sliding scale of 5 — 1, 5 = Very useful/very likely and 1 = not at all useful/not at all
likely

e Option 1 survey - | know about the GGAs and have used the service

1. How did you find out about the Global Guidance Ambassadors?

Response Response

Total Percent
[] study Abroad Fair 8 62%0
B o formation session - 6 6%
[ Academic Exchange Advisers 2 15%
[] Website 0 0%
[] study Abroad Handbook 2 15%
[[] Sodial Media 0 0%
[] Through visiting the Atrium 7 5404
[l Other, please specify 1 8%

Total Respondents 13
(skipped this question) 15

2. Inwhat way have you used the Global Guidance Ambassadors?

Response Response

Total Percent
O Email ] 0%
[ Face to Face 13 100%
= Both 0 0%
[] Other, please specify 0 0%

Total Respondents 13
(skipped this question) 15

3. How useful did you find your interaction with the Global Guidance Ambassadors?

Response Response Total Response Percent
@1 1 0 0%
m2 2 0 0%
3 2 15%
as 4 5 39%
m4 5 6 46%
@5
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5.

How likely are you to recommend the Global Guidance Ambassadors to another student interested in studying abroad as part of their degree?

@1
w2
O3
m4
E5

Response Response Total

u A W N =

N o o o o

After your year abroad, how likely are you to want to apply to become a Global Guidance Ambassador yourself?

@1
2
O3
m4
E5

Response Response Total

au A W N R

Response Percent

0 B W = O

6. we are interested in improving student awareness of the Global Guidance Ambassadors. Would you find the

following formats of promotion useful?

Response Response

Total
D Email to your student email address 13
. Posters in your Academic School 6
. Information via the Study Abroad 7
Social Media channels
0 Information leaflets in your Academic 3
School
[] My Manchester portal 8
[O] The Mancunion/Fuse FM 2

150

Total Respondents
(skipped this question)

Percent
100%
46%

54%

23%

62%

15%

13
15

Response Percent

0%
0%
0%
46%
54%

0%
8%
23%
8%
61%



Question 3 verbatim:

Very useful for overall first-hand experience but | needed to talk to an actual member of the study abroad unit
for detailed answers to my questions.

The GGA | spoke to was very helpful, and was really keen to help me with my application etc, she was really
friendly and answered questions | had. The only problem was that she couldn't really help me in some areas as
she had been an ERASMUS student, but she was still keen to help me find out that information.

They answered some questions for me.

They helped me understand the application process.

They helped me with my study abroad application and also with any queries that | have had.

| was considering applying abroad when | spoke to the Global Guidance Ambassador who was incredibly helpful,
showing me the resources in the atrium, and positive about the experience away.

Very friendly and informative in guiding you through the study abroad application process.

They pointed me in the right direction of which resources to use in the Atrium and advice on further more
specific places to look online.

Helped with course choices and ideas about accommodation, flights and visas

They were really helpful in providing feedback on my personal statement.

They were friendly and helpful and their experiences are extremely useful but they often can only give anecdotes
rather than useful advice on applying regarding specific issues.

It was nice to have someone who has experienced studying abroad themselves and it was a lot more pleasant to
speak to someone about my queries in the quiet Atrium as opposed to the very busy study abroad fair.

Question 4 verbatim:

The first-hand experience is useful

Very friendly, nice to have someone to speak to who has very recently been through the experience.

It's good to able to get as much information as possible from different sources.

they are easy to approach and very helpful in what they do

They are very helpful and | know that without their help as well as advice | would have not got onto the
programme.

Really positive and | think the best way to learn about going abroad is from someone who has done it and can
relate to the experience.

It helps to hear about someone else's study abroad experience.

| had a positive experience with them which saved me time.

Some things a guidebook simply cannot say, someone with in your position has the best advice

Because it is vital for students to hear individual experiences in order to determine whether studying abroad is
for them. Also, hearing from people who have actually gone abroad is useful because they can learn tips from
the GGA's on how they successfully applied.

Useful for initial thoughts and specifics about experiences about certain campuses.

Question 5 verbatim:

Because | think helping other students with their study abroad experiences and continuing to be a part of the
study abroad unit would be an enjoyable experience

| would like to have the opportunity to help people through the process as | was helped by the GGAs | spoke to.

| would be happy to help others considering study abroad, | am really enjoying my placement.

I'd love to help people with something that | know about and have already done myself

| want to help others in the same way that the Global Guidance Ambassadors have helped me. Also | think it
would be a great experience and good way to meet new people.
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| would very much like to help those considering going away, as long as the time commitment wasn't too great,
as | will be aiming to push myself academically in my final year.

Good work experience opportunity and to help guide future study abroad students.

| would be interested but worried about time conflicts with my studies and other pre-existing university
commitments.

Fulfilment, helping others, life experience

I'm undecided at the moment, this is because on the one hand | wish to focus on my degree, however on the
other hand | believe it would be incredibly helpful to other students wishing to study abroad to hear first-hand
experience of studying abroad.

4th year will prove to be difficult enough as it is and | am unsure as to whether the time spent being a Global
Guidance Ambassador would be too detrimental to my degree to warrant the benefit | would get from it.

| would similarly like to pass on my experience and make the process smoother for any future students wishing
to study abroad.

e Option 2 survey - | know about the GGAs but have not used the service

1. Howdid you find out about the Global Guidance Ambassadors?

Response Response

Total Percent
[[] Study Abroad Fair 9 60%
B formation session 1 73%
] Academic Exchange Adviser 2 13%
[] Website 4 27%
[] study Abroad Handbook 6 40%
[] social Media 1 7%
[[] Through visiting the Atrium 1 7%
[l Other, please specify 1 7%

Total Respondents 15
(skipped this question) 13

2. How likely are you to seek advice from the Global Guidance Ambassadors before you take up your study

abroad?
Response Response
Total Percent
= 2 13%
o4 7 47%
(N E: 6 40%
O 2 0 0%
1t 0 0%

Total Respondents 15
(skipped this question) 13
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3. Why have you not yet used the Global Guidance Ambassadors?

Response Response

Total Percent
[] Not enough time 8 5390
Don't know where to find them /
= contact them 3 20%
I don’t need any further information
= about Study Abroad 4 27%
[] Other, please specify 5 3300

Total Respondents 15
(skipped this question) 13

4. we are interested in improving student awareness of the Global Guidance Ambassadors. Would you find the
following formats of promotion useful?

Response Response

Total Percent
[] Email to your student email address 15 100%0
[ Posters in your Academic School 4 27%
Information via the Study Abroad
= Social Media channels 6 40%
Information leaflets in your Academic
O School 5 33%
[] My Manchester portal 11 73%
[[] The Mancunion/Fuse FM 0 0%

Total Respondents 15
(skipped this question) 13

Question lverbatim:

| See them walking around in their hoodies;Compulsory Study Abroad information session

Question 2verbatim:

| have found out a lot of information already but | am aware we are going to have several talks which will give us
more information before we go

Only found out that they existed at study abroad meeting last week

| plan on using them, but haven't found the need just yet

Not in need of them just yet

Don't know where to find them / contact them
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e Option 3 survey - | have not heard about the GGAs before

1. 1 you had known about the Global Guidance Ambassadors, how likely would you have been to use this service?

Response Response

Total Percent
s 3 10%
|4 14 450
[ RE; 11 35%
2 1 3%
Ot 2 6%

Total Respondents 31
(skipped this question) 18

2. We are interested in improving student awareness of the Global Guidance Ambassadors. Would you find the
following formats of promotion useful?

Response Response

Total Percent
[] Email to your student email address 28 00%
[ Posters in your Academic School 12 3905
m Info_rmatio_n via the Study Abroad 12 3006
Social Media channels
O Information leaflets in your Academic 11 350p
School
[] My Manchester portal 19 61%
[] The Mancunion/Fuse FM 1 304

Total Respondents 31
(skipped this question) 18

154


https://selectsurveys.humanities.manchester.ac.uk/TakeSurvey.aspx?SurveyID=l2L23p2K

Appendix 2 — Academic Exchange Advisors Questionnaire

Q1. Are you aware of the GGA Service provided by the International Programmes Office?

No

No

No!! This is worrying!!

Yes

Yes

Q2. How do you currently support students in your school that show an interest in studying abroad? Where
can they go to seek information and advice?

Lots of talks in Sem 1, 1 on 1 guidance in filling out the application form

Meet directly with me and information session in school at start of year led by staff from IPO

Provide a coordinator for each degree programme — we expect them to seek general advice from IPO

We hold briefing meetings in around week 3 and put them in touch with past study abroad students in the school
and refer them to the general study abroad sessions

| advise them to visit the IPO

Q3. Have you previously referred students to the GGA’s for advice and help, and if so for what kind of things
would you send them to speak to the GGAs?

No

Yes, when students going abroad express concern about non-academic matters like finances or what to do about
their local accommodation in Manchester, | refer them to the IPO. | didn't actually know the proper term GGA,
though; | have just been saying something vague about there being returning students on hand at the IPO's office
in the Atrium who can advise them.

No

| have referred students to a GGA when they are wondering which universities to go to in the USA

No. But might well use it for generic place specific advice re housing, finance, travel, insurance etc etc

Q4. In your opinion, do you think that the students in your school are aware of the GGA service and the kinds
of help and advice they can seek there?

No

| think they hear about this from the IPO

Not sure — | guess they must through the general IPO briefings

No

Not necessarily. Perhaps the IPO should promote them more at out beginning of year information session

Q5. What feedback or comments (if any) have your students given about the GGA service?

None

None

They say it is useful to someone who had had the experience — not sure they mentioned the IPO though

No Idea!

Haven’t had any
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Q6. In what ways could the GGA service better support you and the work you do advising study abroad
students?

By being more proactive about their availability, coming to talks and lectures

Better publicity to us about what advice is available, from whom, and when! Which of our students volunteer
there too?

Perhaps they should accompany IPO staff to early-semester info sessions

Just make staff and students more aware of their existence

Honestly? | don’t think students from my department would make a special trip to use this kind of thing

Q7. In what ways could we increase awareness of the GGA service amongst students in your school?

Have a presence at Welcome Week

In our briefing sessions if we had any info about them!

Not sure — I’'m open to suggestion

Perhaps they could attend the beginning-of-year info sessions

Being realistic you probably couldn’t
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MANCHESTER

ThelniversiyafManchester Contact Detalls
Future Talent 2014 Cohort

Emma Richardson Emma.Richardson@manchester.ac.uk 52845/57353

Alex Gaskill Alexander.gaskill@manchester.ac.uk 65807
Gabriele Wegner Gabriele.wegner@manchester.ac.uk 51378
Lisa wright lisa.wright@manchester.ac.uk 58535
Sarah Hartley sarah.hartley@manchester.ac.uk 57899
Peter Towell Peter.towell@manchester.ac.uk 58517
William Carey William.carey@manchester.ac.uk 53299

Graham Jackson  Graham.jackson@manchester.ac.uk 50831
Shemsah Farooq Shemsah.faroog@manchester.ac.uk 58845
Mark Hibbert Mark.hibbert@manchester.ac.uk 66161
Rebecca Lee Rebecca.lee@manchester.ac.uk 58266
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