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Welcome to Manchester and to the Division of Archaeology, Religions and Theology, Classics and Ancient History, or “ARC” for short. The Division was formed in 2012 as part of the management structure of the new School of Arts, Languages, and Cultures. The Division is the organisational unit recognised by the management structures of the University, which means that, as Head of Division, I am line manager for all academic staff in the Division and am the primary representative of the Division to the School and vice versa. I am responsible for all matters to do with employment, including workload, and for the implementation of all University policies within the constituent departments of the Division. For many day-to-day purposes, however, the three departments function separately. As far as undergraduate students are concerned, we aim to keep the Division fairly invisible and to foster the identity of each department as their academic home. Such departmental identity is very important also for postgraduate students and staff, but here we aim additionally to promote some cross-departmental activities to broaden and enhance the experience of all. I am assisted in the management of the Division by the General Purposes Committee (GPC), which consists of the heads of the three departments meeting with me on a weekly basis.

The day job, for me, is as a Professor of Classics. I specialise in Latin literature, with particular interests in comedy, elegy, and epic. I am also very interested in Latin language teaching, for which I am developing online support materials to be made available publicly as well as to our own students.
New staff have a range of people to whom they can turn for help and advice. All new staff are appointed a mentor, whose role is to guide and encourage the new colleague in the early stages. Often the mentor is also the head of the relevant department, but if this is not the case then that person will also be a useful source of advice. The Head of Division is the “probationary supervisor” for all staff on probation. You will be invited to come for a number of formal meetings with me in this context, but you should feel absolutely free to consult me at other times as well, either by email or in person. Other important people for you include the divisional administrator, the relevant programme administrator, and the major officeholders across the Division. Further information about these people can be found below. 
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Sue Gordon is the Divisional Administrator for ARC (although we have to share her with another division, Languages and Intercultural Studies). She is the person to go to with any problems about offices, equipment, expenses, or any other employment-related matter. She also manages the diary of the Head of Division, so is involved in arranging many meetings. For student-related matters, however, you should go to your programme administrator. 
Heads of Departments

The role of head of department is focused on providing a sense of unity and common purpose within the department and encouraging its communal activity. The head of department also provides outward-facing leadership of the subject in interaction with subject bodies and other stakeholders, chairs departmental meetings, and contributes to the management of the division through the GPC. 

The heads of the three departments in 2014-15 are as follows: 
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Colin Richards, Professor of World Prehistory, mainly specializes in Neolithic archaeology, architecture and monumentality and ethnoarchaeology.
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Peter Scott, Samuel Ferguson Professor of Applied Theology and Director of the Lincoln theological Institute. Peter’s research focuses on what it means to speak of the goodness of God in the ways of the world. It has two theological themes (the doctrines of God and humanity) and two political perspectives (the ecological-natural-technological and the global-democratic).
Peter is also divisional Director of Research.
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Andrew Morrison, Senior Lecturer in Classics, is a specialist in Greek literature. His main research interests are in Hellenistic poetry, Archaic Greek Lyric (especially Pindar and Bacchylides), Archaic elegy and iambos, Homer, Hesiod and the Homeric Hymns, performance/reperformance of Greek poetry, orality and literacy. 
Andrew is also divisional Director of Postgraduate Education.

Other important officers

Each department has an Undergraduate Programmes Director (UGPD), who is responsible for all the day-to-day management of undergraduate students and their programmes. For 2014-15, the UGPDs are:

· Archaeology: Chantal Conneller

· R+T: John Zavos

· ClAH: Ruth Morello

The UGPDs work closely with the undergraduate programme administrators. These PSS colleagues are the central people for administrative management of all matters relating to undergraduate students. (But remember that other matters are the responsibility of other colleagues, so these roles are not general departmental administrative roles.) For 2014-15, the programme administrators are:
· Archaeology: TBA (please refer to Lindsay Hilditch)

· R+T: Natasha Polak

· ClAH: Lindsay Hilditch (senior programme administrator)

Assessment and examinations constitute such a large part of the management of undergraduate matters that they have their own academic leads, who work closely with the UGPDs and programme administrators. For 2014-15, the assessment officers are: 
· Archaeology: Tim Insoll (semester 1), Julian Thomas (semester 2)

· R+T: Todd Klutz

· ClAH: Mary Beagon 

Another very important aspect of undergraduate management is Admissions. Although the departments have dedicated admissions officers, all colleagues are likely to be called upon to assist in matters relating to admissions, including (where relevant) interviewing prospective students. Undergraduate students of the major source of income in the division, as well as being the bread-and-butter of our lives, so recruitment is a matter of the highest priority. For 2014-15, the admissions officers are:

· Archaeology: Melanie Giles

· R+T: Renate Smithuis and Atreyee Sen

· ClAH: Tim Parkin 

Postgraduate matters are more centralised in the division than are undergraduate matters, but each department has a postgraduate officer who works closely with the divisional Director of Postgraduate Education. For 2014-15, the postgraduate officers are:

· Archaeology: Sian Jones (semester 1), Eleanor Casella (semester 2) 

· R+T: Michael  Hoelzl (PGT), Peter Oakes (PGR)

· ClAH: Andrew Morrison 

Likewise, there is a research officer in each department, who works closely with the divisional Director of Research. For 2014-15, the research officers are:

· Archaeology: Eleanor Casella

· R+T: George Brooke

· ClAH: Peter Liddel (semester 1), Roy Gibson (semester 2)

For the administrative offices in the School, dealing with the various areas of activity, please refer to the School Handbook.
Our People
	ARCHAEOLOGY
	
	
	
	
	

	First Name
	Surname
	Post Title
	Role with Committees
	Tel. No.
	Room No.
	Email

	Roslynne
	Bell
	Lecturer in Roman Archaeology & History (joint appointment with ClAH)
	
	53327
	MC3.20
	roslynne.bell@manchester.ac.uk

	Ina 
	Berg
	Senior Lecturer, Archaeology
	
	57753
	MC3.16
	ina.berg@manchester.ac.uk

	Stuart
	Campbell
	Professor of Near Eastern Archaeology
	
	53021
	MC4.7
	stuart.campbell@manchester.ac.uk

	Eleanor
	Casella
	Professor of Historical Archaeology
	Research Seminar & Research Co-ordinator; PGT & PGR officer Semester 2
	57779
	MC4.6
	e.casella@manchester.ac.uk

	Hannah
	Cobb
	Teaching & Archaeological Technical Support
	Technician / Learning Resources
	58068
	MC4.11
	hannah.cobb@manchester.ac.uk

	Chantal
	Conneller
	Senior Lecturer, Archaeology
	UGPD
	57750
	MC4.14
	chantal.conneller@manchester.a.c.uk

	Lindy 
	Crewe
	Lecturer in Archaeology
	School Assistant Director for Academic Advising and Careers; Dept. Web Officer
	61658
	MC3.15
	lindy.crewe@manchester.ac.uk

	Melanie
	Giles
	Senior Lecturer in Archaeology
	Admissions
	57698
	MC4.13
	melanie.giles@manchester.ac.uk

	Timothy
	Insoll
	Professor of Archaeology
	Assessments/Exams Semester 1
	53314
	MC3.18
	tim.insoll@manchester.ac.uk

	Sian
	Jones
	Professor of Archaeology & Heritage Studies
	Department PGT & PGR Semester 1
	53329
	MC3.17
	sian.jones@manchester.ac.uk

	Colin
	Richards
	Prof World Prehistory & Archaeology
	Head of Archaeology
	53313
	MC3.19
	colin.richards@manchester.ac.uk

	Julian
	Thomas
	Professor of Archaeology
	Assessments/Exams Semester 2
	53017
	MC4.15
	julian.thomas@manchester.ac.uk

	
	
	
	
	
	
	

	New Appointment
	UG Programme Administrator
	
	TBC
	TBC
	TBC

	Knewley
	McGuigan
	Administration Support
	
	62036
	MC4.02
	knewly.mcguigan@manchester.ac.uk 

	
	
	
	
	
	
	


Our People
	RELIGIONS & THEOLOGY

	
	
	
	
	

	First Name
	Surname
	Post Title
	Role with Committees
	Tel. No.
	Room No.
	Email

	George
	Brooke
	Rylands Prof of Biblical Criticism & Exegesis
	Research Seminar Organiser & Research Officer
	53609
	WG12
	george.brooke@manchester.ac.uk

	Youssef
	Choueiri
	Reader in Islamic Studies
	
	53603
	WG11
	youssef.choueiri@manchester.ac.uk

	Andrew
	Crome
	Lecturer in the History of Modern Christianity
	Senior Tutor/SSLC; divisional Web & Learning Resources; Validation Officer Semester 2
	53600
	WLG12
	andrew.crome@manchester.ac.uk

	Dan
	Garner
	Lecturer in Jewish Studies
	External Relations & NSS
	53736
	WLG19C
	dan.garner@manchester.ac.uk

	Jeremy 
	Gregory
	Prof of the History of Christianity
	Head of School
	61242
	A3
	jeremy.gregory@manchester.ac.uk

	Maria
	Haralambakis
	British Academy Postdoctoral Fellow
	
	TBC
	WLG20
	Maria.Haralambakis@manchester.ac.uk

	Michael
	Hoelzl
	Lecturer in Philosophy of Religion
	PGT
	61663
	WG8
	michael.hoelzl@manchester.ac.uk

	Gary
	Keogh
	Samuel Ferguson Research Assistant
	
	TBC
	WG20b
	gary.keog@manchester.ac.uk

	Todd
	Klutz
	Senior Lecturer
	Assessment/Exams
	53608
	WG7
	todd.klutz@manchester.ac.uk

	Daniel
	Langton
	Prof of the History of Jewish-Christian Relations
	
	58592
	WG20A
	daniel.r.langton@manchester.ac.uk

	David 
	Law
	Prof of Christian Thought & Philosophical Theology
	School Director External Relations
	53596
	WG13
	david.r.law@manchester.ac.uk

	Jonathan
	Mair
	Lecturer in Buddhist Thought & Practice
	
	53606
	WG6
	jonathan.mair@manchester.ac.uk

	Peter 
	Oakes
	Greenwood Senior Lecturer in the New Testament
	PGR
	53612
	WLG14
	peter.oakes@manchester.ac.uk

	Peter 
	Scott
	Samuel Ferguson Professor of Applied Theology & Director of the Lincoln theological Institute
	Divisional Director of Research; Head of R+T
	53064
	WG16
	peter.scott@manchester.ac.uk

	Atreyee
	Sen
	lecturer in Contemporary Religion & Conflict
	Admissions
	58596
	WG19B
	atreyee.sen@manchester.ac.uk

	Chris
	Shannahan
	Lecturer in Religions & Theology
	
	53977
	WLG16
	chris.shannahan@manchester.ac.uk

	Ranate
	Smithuis
	Lecturer in Medieval Jewish Studies
	Admissions
	53601
	WG9
	renate.smithuis@manchester.ac.uk

	Katja
	Stuerzenhofecker
	Lecturer Gender Studies in Religion
	
	53607/53618
	WG21
	katja.struerzenhofecker@manchester.ac.uk

	Jacqueline 
	Suthren-Hirst
	Senior Lecturer in Comparative Religion
	Validation Officer Semester 1
	53616
	WLG21
	jacqueline.hirst@manchester.ac.uk

	Alan
	Williams
	Prof of Iranian Studies & Comparative Religion
	
	53618
	WG21
	alan.williams@manchester.ac.uk

	Benjamin 
	Wood
	Research Fellow
	
	58596
	WG19A
	benjamin.wood-3@manchester.ac.uk

	John
	Zavos
	Senior Lecturer in South Asian Studies
	UGPD
	53835
	WG4
	john.zavos@manchester.ac.uk

	
	
	
	
	
	
	

	Natasha 
	Polak
	UG Programme Administrator
	
	53151
	A6
	natasha.polak@manchester.ac.uk

	Jake
	Hankinson
	Administration Support
	
	TBC
	A6a
	jake.louis@manchester.ac.uk

	
	
	
	
	
	
	


Our People
	CLASSICS & ANCIENT HISTORY
	
	
	
	
	

	First Name
	Surname
	Post Title
	Role with Committees
	Tel. No.
	Room No.
	Email

	Mary
	Beagon
	Reader in Ancient History (Roman)
	Assessment/Exams
	53091
	S2.0
	mary.a.beagon@manchester.ac.uk

	Roslynne
	Bell
	Lecturer in Roman Archaeology & History (joint appointment with archaeology)
	
	53327
	MC3.20
	roslynne.bell@manchester.ac.uk

	Amy
	Coker
	Leverhulme Early Career Fellow
	
	52018
	A107
	amy.coker@manchester.ac.uk

	Kate
	Cooper
	Prof of Ancient History
	
	53598
	SG2.12
	kate.cooper@manchester.ac.uk

	Andrew
	Fear
	lecturer in Ancient History
	
	53122
	W2.11
	andrew.fear@manchester.ac.uk

	Danielle
	Frisby
	Lecturer in Greek & Latin Language & Literature
	learning resources
	58074
	S2.11
	danielle.frisby@manchester.ac.uk

	Roy 
	Gibson
	Professor of Latin
	Department Research Officer Semester 2
	53030
	S2.4
	roy.gibson@manchester.ac.uk

	Ian
	Goh
	Lecturer in Latin Literature
	
	53598
	S2.12
	ian.goh@manchester.ac.uk

	Emma
	Griffiths
	Lecturer in Classics
	
	53109
	S2.17
	emma.m.griffiths@manchester.ac.uk

	David
	Langslow
	Professor of Classics
	
	53028
	S2.1B
	david.langslow@manchester.ac.uk

	Peter
	Liddel
	Senior Lecturer in Ancient History
	Research Officer Semester 1 & Web Officer Semester 1
	53083
	S2.4B
	peter.liddel@manchester.ac.uk

	Polly
	Low
	Senior Lecturer in Ancient History
	Web Officer Semester 2
	53115
	S2.11
	polly.low@manchester.ac.uk

	Shushma
	Malik
	Lecturer in Roman History
	SSLC
	53398
	S2.4A
	shushma.malik@manchester.ac.uk

	Roberta
	Mazza
	Lecturer in classics & Ancient History
	
	53398
	A106
	roberta.mazza@manchester.ac.uk

	Maria-Ruth
	Morello
	Lecturer in Classics
	UGPD
	53029
	S2.13
	maria-ruth.Morello@manchester.ac.uk

	Andrew
	Morrison
	Senior Lecturer in Classics
	Head of ClAH & Divisional Director of PG Education
	53024
	S2.16
	andrew.morrison@manchester.ac.uk

	Timothy
	Parkin
	Professor of Ancient History
	Admissions
	53099
	S2.24
	tim.parkin@manchester.ac.uk

	Peter
	Pormann
	Professor of Classics & Graeco-Arabic Studies
	Director of JRRI
	52712
	WLG7
	peter.pormann@manchester.ac.uk

	Alison
	Sharrock
	Professor of Classics
	Head of Division
	53088
	S2.10
	alison.sharrock@manchester.ac.uk

	Stephen
	Todd
	Professor of Ancient History
	
	53120
	S2.15
	stephen.todd@manchester.ac.uk

	
	
	
	
	
	
	

	Lindsey 
	Hilditch
	Senior Programmes Administrator
	
	53148
	A6
	lindsay.hilditch@manchester.ac.uk

	
	
	
	
	
	
	


Teaching

School Policies
A range of important School policies relating to and graduate teaching can be found at http://www.alc.manchester.ac.uk/staffintranet/undergraduate/undergraduatepolicies/
Teaching Expectations
As a rule of thumb, all 20-credit undergraduate course units consist of 33 contact hours, usually made up of 22 lectures and 11 seminars. The “hour” in Manchester is in fact 50 minutes, running from the hour to 10 minutes to the next hour. It is important that you do not overrun, because your students (and, indeed, you yourself) may need to get across the campus by the beginning of the next hour. 

There are exceptions to the pattern of 22 lectures and 11 seminars, however, so please consult with the UGPD of your Department if you are convening a course. The “course convener” is the person responsible for the management of a particular course unit. He/she may be the primary lecturer, but may well not personally give all the lectures.

Most course units are divided up for seminars into groups of up to 13 students. Arrangements for seminar groups will be made at the beginning of the semester and should not be changed unilaterally.

Timetabling is all handled centrally. Please do not make private arrangements with students, even a small group, about the timetable, because this can have problematic knock-on effects. It is not normally possible to make changes to the timetable for the convenience of either staff or students, but if there is a really serious problem you should consult your UGPDs and programme administrator to see whether a solution can be found.

ClAH has some more extensive agreed norms surrounding matters of this nature, which are available in the ClAH dropbox. You will be invited to join this dropbox folder soon after the beginning of your contract.

Blackboard

Blackboard is the University’s virtual learning environment. It is University policy that all courses must have a Blackboard presence. As a minimum, the site should contain the following: Course outline, bibliography, assessment arrangements, seminar instructions, and some sort of weekly postings such as handouts/PowerPoint presentations/some equivalent. If you are having trouble with Blackboard, you can email elearning@Manchester.ac.uk, or attend one of their drop-in sessions, or ask the IT person in your Department. Support of this nature is meant to be the job of elearning rather than the departmental colleagues, but you might actually get a faster response from departmental colleagues, who would be likely to be friendly to requests from new staff. For 2014-15, these are Lindy Crewe for Archaeology, Andy Crome for R+T, and Peter Liddel (S1) and Polly Low (S2) for ClAH.
You must make sure that all the articles and other materials that you put up on Blackboard are compliant with the terms of the Library’s copyright licence. This means that if you have scanned a document yourself, it needs to have the copyright coversheet attached to the file. It is generally better to ask the library to do the digitisation, because they will then ensure copyright compliance. The library has produced a full guide on copyright which can be found here: http://subjects.library.manchester.ac.uk/copyright/. For direct guidance on copying for student uses please see here:  http://subjects.library.manchester.ac.uk/content.php?pid=381973&sid=3343055. It is important that PowerPoint slides and handouts from lectures which are uploaded onto blackboard (as they should be) do not contain any images which break copyright.
ARC Policy on Supplementary Lecturers
1. The arrangements for the delivery of lectures in a course unit are built into the WAM and the course unit handbook from before the commencement of the unit. Lecturing on team-taught course units is arranged by negotiation between the CUD, Head of Division, and UGPD/Departmental Head, ideally during the previous academic year when WAMs for the new year are being developed. When contributing lecturers come from within the University but outside ARC, negotiation with their Head of Division/School/organisational unit should be undertaken through the ARC Head of Division. In cases of ongoing arrangements of long-standing, it will usually only be necessary to copy the Head of Division into the correspondence which confirms arrangements for the coming year. The normal expectation will be that WAM credit for such lectures will go to the lecturer, rather than the CUD. 

2. Slightly more complicated is the case of visiting lecturers from outside the University. The agreement of the Head of Division to such an arrangement must normally be sought well in advance of the commencement of the course, especially where there are financial implications. (Any last-minute arrangements, such as taking advantage of an academic visit, should be discussed with head of department and division as early as possible.) It should be noted that the School policy is normally not to allow unpaid teaching, but it is acknowledged that some specialists, particularly in Archaeology, may provide one-off specialist lectures as part of their own institution’s outreach activity, and would be authorised by the standing of their own institution. They would therefore be exempt from the prohibition on unpaid teaching. The CUD retains responsibility for the quality of teaching delivered on the course. The normal expectation in these cases will be that the CUD will be involved in negotiations with the visitor, including hosting, attending the lecture, and engaging in discussion with the visitor and the students. In such circumstances, the CUD retains the WAM credit for those sessions. 

3. We would not normally expect graduate students to undertake lecturing (as opposed to GTA work). If any such lecturing is contemplated, application must be made to the relevant UGPD/Departmental Head and the Head of Division at a very early stage. These officers may, in some circumstances, agree to such an arrangement, which will then be paid, but it should be thought of as exceptional.

September 2014

Fieldtrips

The School can provide limited funding for educational field trips in all subjects. The Division has developed a policy on the use of field trips, which can be found in Appendix III.
Assessment

It is very important that you ensure that all assessment arrangements with which you are involved conform to School policy, which can be found at http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=18550. There may be some variations or nuances on these arrangements to accommodate particular types of assessment in particular departments. Always consult the exams and assessment officer for your Department if you are considering anything that might be even slightly different from the School policy.
TurnitIn and Grademark
It is School policy that in 2014-15 all coursework for units at level I, level II, and MA level must be submitted electronically through the TurnitIn system in Blackboard, and marked using Grademark. A template of instructions for students on submission via Turnitin is available in Appendix I.  
Instructions on how to set up Turnitin within a course are available in Appendix II.   There will be a training session for staff unfamiliar with the system early in the first semester.

Student Attendance

The School policy on student attendance can be found at http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=17443. Attendance monitoring is treated very seriously by the University. For international students, it enables the university to comply with our responsibilities to the UK Border Agency. For all students, it enables us to fulfil our duty of care. Members of academic staff have two roles to play in monitoring attendance: 1) we record attendance in the classes for which we are responsible, and 2) as academic advisors we follow students who are habitually absent from class. Instructions on how to complete attendance rosters can be found at http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=15192. A reminder about attendance monitoring in Campus Solutions will be issued to all staff early in the first semester.
Research
Seminars

All three departments run a full programme of research seminars, which are advertised on the departmental websites. Archaeology seminars take place on approximately every other Tuesday. R+T has two research seminars, the Ehrhardt Seminar (run by the Centre for Biblical Studies), which takes place on Thursdays at 2 PM, and the departmental seminar and Centre for Jewish Studies seminar, which occur on approximately alternate Thursdays at 4 PM. The departmental seminar in Classics and Ancient History takes place on Thursdays at 5 PM. Attendance at research seminars is an important part of all colleagues’ contribution to the research culture of the University.

Personal research allowance

All staff on teaching and research contracts have the opportunity to use a set amount of money (in recent years, around £600) each year for their personal research purposes. Although staff on teaching and scholarship contracts are not entitled to this School support, the Division attempts to make available some funding for scholarship support, if finances allow in the second half of the academic year.

Institutional research leave

All staff on teaching and research contracts are entitled to apply for one semester of institutional research leave after six semesters of service (or one year after six years). In the autumn of each year, the School Research Office invites applications from those eligible.

External research funding

All staff are encouraged to apply for external research funding. The School Research Office gives an extensive advice on applications, including costings. Ed Salter is a good person to consult in the first instance.

e-scholar

Research-active staff are required to keep data relating to publication up to date on the University’s online data storage place.  See https://www.escholar.manchester.ac.uk/.
General Admin
Work Allocation Model (WAM)

The School has adopted a universal Work Allocation Model, which is maintained by the Head of each Division in accordance with School rules. The full spreadsheet is disseminated among academic staff at regular intervals and may be consulted at any time on request to the Head of Division.
Meetings

All colleagues, except those on research leave, are expected to attend all the following meetings:

1. Departmental and Programme Meetings – first one take place on 25th September 2014

2. Divisional Board and any one-off Divisional Meetings – first one will take place on the 1st October 2014

3. School Board – the first one will take place on 8th October 2014.

If you are unable to attend any of these meetings, please inform the divisional administrator, Sue Gordon, as soon as possible, giving the reason.
Sickness, Annual Leave and Other Absences

Sickness
ARC implementation of University sickness policy

This document clarifies how the University policy on sickness absence is implemented within the divisional structure. All staff are expected to comply with the University policy, which may be consulted at http://documents.manchester.ac.uk/display.aspx?DocID=14. Related documents, including the self-certification form, may be found at http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=14. 

In brief, the policy requires staff to contact the line manager by telephone, before the normal time of reporting for duty. It allows for self-certification for up to 7 days, including weekends.
 Clearly we have to give some nuance to the policy for academic purposes, both because of the different nature of academic contracts and also because of our responsibility to students and others whose work for the day would be majorly affected by our absence.

The Head of Division is the line manager of all academic staff within the division. When a member of staff is suddenly off sick, the immediate need is to make arrangements for any classes or other scheduled events for which that colleague is responsible. All academic staff should follow the procedure outlined below, noting the need for both practical arrangements (involving the head of Department and the programme administrator) and formal/HR arrangements (involving the Head of Division):

1. If you are sick, or otherwise unable to attend work, on any day on which you have any scheduled activity involving another person (including office/consultation hours, and administrative meetings), as soon as you are aware of the problem please contact the head of your department (for 2014-15, Colin Richards, Peter Scott, Andrew Morrison). Please telephone, but of course you may not be able to speak to the head, who may be travelling or teaching (or still in bed), so please leave an answerphone message and also send an email to the head of department. 

2. You should also contact the programme administrator for your department immediately, in order to ask that person to inform students and others of your absence. If you are unable to contact the administrator by telephone, please use the administrative email addresses (clah@manchester.ac.uk, RELT@manchester.ac.uk, argy@manchester.ac.uk), just in case your absence should happen to coincide with absence on the part of your programme administrator. If at all possible, try to ensure that the message has got through to someone who can deal with the matter. The programme administrator will put up notices on any rooms in which you would be teaching, and will email or text your classes to inform them of your absence. Classes should normally be rescheduled, but exactly how this should be done will depend on the specific circumstances both of your absence and of the activity concerned. Programme administrators will help with the reorganisation of classes. In general, it is better if they do so rather than for colleagues to make arrangements directly with the students, as this helps to ensure parity as well as communication.

3. Please also contact the Head of Division, as the line manager, but this can be by email and does not need to be so urgent as it is not the mechanism for informing students and others of cancellations. University policy requires that you normally give a reason for your absence, although there is provision for communication of reasons directly to HR, if they are of the sensitive nature and you do not wish to divulge them to the Head of Division. The Head of Division is required by the University to keep a record of all staff absence. On your return to work, you must complete the self-certification form, which you should give to the Head of Division. 

4. The University policy (7.2) states that “Schools/organisational units should make contact with an employee returning to work after each spell of sickness absence”, and that “[m]anagers should normally meet with staff face to face; however, in some circumstances it may be appropriate to hold a conversation by telephone”. For a single day or two, it is not necessary for the Head of Division to have a meeting with individual colleagues, unless that is requested by the colleague concerned. The nuance given to the University's instruction within ARC  is therefore as follows: in cases of minor illness, you should phone your head of Department each day to inform him/her of your continuing absence, and you should phone (or speak in person to) your head of Department on the day of your return. The Head of Division must be kept informed. If your absence is for long enough to require a “fit note” from a doctor, then we will arrange a meeting between the returning colleague and the Head of Division (line manager), in accordance with University policy. The Head of Division must also follow up any cases of repeated short-term sickness absence.

5. If you happen to be sick on a day when you have no commitments involving another person (for example, your research day), the University policy would technically still expect you to follow the same procedure, but ARC-GPC has agreed that some flexibility can be applied here in the application of University policy. If, on such a day, you are unwell and do not work, you may, but need not, submit a self-certification notice. If such a situation occurs twice within a month, however, you should follow the normal process of communication and self-certification. If you are unable on such a day to do work which causes you to be unable to fulfil a commitment on a different day, you would of course be required to follow the normal process of communication and self-certification. I would expect such a situation to be rare in the extreme.

6. If you are ill for a significant amount of time during research leave or some other period, such as the summer vacation, when you would not normally have other commitments but would be concentrating on research, you should still follow the normal procedures for the management of sickness absence. It would not be in your interests retrospectively to report significant periods of illness, for example when you come to PDR or the production of a report on research leave, if you had not followed the proper procedure at the time. I would suggest, however, that it is unnecessary to do so for occasional minor illness in such circumstances.

7. The sickness policy applies whenever it is necessary for you to make a change to your schedule, such as missing a meeting or having to rearrange a class, even if you actually do some work from home on that day.

8. The University has a policy (2.3) on the amount of sickness absence which triggers “further action”. Such action is very dependent on individual circumstances, but the policy is nonetheless a useful indicator of expectations.

9. The sickness absence procedure and the formal reporting it involves can only be used in the case of sickness on the part of the colleague concerned. If you need to be absent suddenly for some other reason, such as the sickness of a dependent, please follow this same policy as regards informing the programme administrator/head of Department in order to make any necessary immediate arrangements. Please then contact the Head of Division as soon as possible in order to discuss the situation. The self-certification form cannot be used for such absences. The University does have policies relating to flexible working and compassionate leave, but these need to be handled on a case-by-case basis.

Alison Sharrock

October 2012, updated August 2014

Annual Leave 

Non-sickness Absence: Annual leave for academics and other absences
1. Outside teaching times and their related administration, there is a great deal of flexibility in the academic life. It is not the intention of this document to discuss in detail the nature and limits of this flexibility, but rather to describe a few most relevant aspects.

2. It is not currently University policy to keep a record of annual leave for academics, as it does for other staff. This document implies no change to the policy.

3. All members of ARC will find, in Outlook, a communal calendar entitled "ARC Divisional Administration". Colleagues are requested to enter into this calendar all periods of holiday (annual leave) and all academic absences of three or more consecutive working days. This is designed purely in order to improve communication and planning, not to monitor absence.

4. Academics are entitled, indeed encouraged, to take a reasonable amount of annual leave.

5. It is not normally possible to take annual leave during semester time. It is very unlikely that any such requests would be granted, but if there is strong reason to make such a request, it must be done considerably in advance. (This does not, of course, apply to minor elements of flexibility, such as swapping a research day from Friday to Saturday when no one else is affected.)

6. During annual leave, you are absolutely entitled to be out of contact by email or telephone. If you have not declared that you are on annual leave, you are expected to be contactable by email and/or telephone, unless you have made specific arrangements otherwise (for example, for archaeologists in the field and out of all range of communication, which is becoming far less common). It is therefore highly desirable to distinguish between annual leave (i.e. holiday) and work time spent away from the office. 

7. Please inform the Head of Division of your intention to take annual leave. Whether you decide to be out of email contact during this period is up to you, but if you do so decide, you should put an “out of office” message in your email. It is, of course, only necessary to say that you are away from your e-mail, not to give any indication of your whereabouts.
8. The School has an attendance policy, in keeping with faculty guidelines, which is included below.

9. If you are planning on working from home at any stage, within the bounds of School policy, please remember that you must be contactable by email and phone. An intention to work from home on a certain day is not of itself a reason to be unavailable for a meeting. (In general, every effort will be made not to ask people to attend meetings on their research day, as opposed to other times when they happen not to have any teaching, although at times when people have more than one day available as a possible research day, it is reasonable to ask them to change it to the other day if that makes scheduling a meeting easier.)

10. If you are going to be absent for academic purposes during semester time, you should do as follows. These procedures apply to everyone during semester time and during the time immediately surrounding semester. They also apply at other times (i.e., at all times) to those holding major departmental and divisional offices. 

a. If you are going to be away for academic purposes (for example, to give a paper, examine a PhD, attend an external meeting, or any other relevant purpose), on a day on which you have no other commitments, there is no need to tell anyone (although of course you are welcome to do so).

b. If you plan to be away for academic purposes which necessarily involve time in which you do have other commitments, you should consult the Head of Division and the head of your department at the earliest opportunity. It is often possible to make arrangements to enable most such activities, but it cannot be guaranteed. Please do not make private arrangements for someone else to cover your teaching or other activities. Although it may well be the case that such an arrangement is appropriate, it should be done through the formal channels, not privately.

c. Colleagues on “teaching and scholarship” contracts are not entitled to flexibility in order to pursue their own research activities, but in practice the divisional management will make an effort to facilitate a limited amount of flexibility.
Alison Sharrock, September 2014

School Academic Attendance Policy

Faculty of Humanities
School of Arts, Languages and Cultures

Policy and practice relating to academic staff attendance
In order to ensure minimum levels of accessibility, presence and visibility within Schools, the following requirements for academic staff attendance across the Faculty have been agreed by HPRC:

1. During semester time, to provide and publicise a minimum of 2 office hours on separate days of the week for teaching and/or academic advising purposes.
2. To attend the University on at least 3 days each week and be contactable by telephone or via e-mail on other days of the week.  The only weeks exempt from this requirement are those from the end of teaching in semester 1 (mid-December) to the beginning of the semester 1 exam period (mid-January) and from the end of graduation fortnight to the week before registration commences in September.

In addition, all staff should follow established local procedures for informing the Head of School of absences.
In the School of Arts, Languages and Cultures, staff should inform their Head of Division if they plan to be away on academic business during the teaching period. Colleagues should also maintain regular contact with the School outside semester time and be contactable via email. They should let their Head of Division know when they will be taking annual leave; this is particularly important if they have a major administrative role within the Division. Please note that it will not normally be possible to take annual leave during semester time.

Colleagues are also expected to comply with the University policy on sickness absence, which may be consulted at http://documents.manchester.ac.uk/display.aspx?DocID=14. Related documents, including the self-certification form, may be found at http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=14. 

This policy will come into operation with immediate effect.  

Updating your personal information on the University of Manchester Online Directory

1. Open Staffnet and click ‘Search Staff’
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2. Enter your own name in relevant box, click search.  Your name will then appear with all sections complete, see  example below.  
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Enter Name 
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Click ‘Search’

Click on your name

3. In most instances, not all sections will be completed therefore you can update them yourself, unfortunately only you can complete this process.  Click on where it says ‘Change your details’.


Click here


4. Enter your user name and password and click ‘Login’.











       Enter Login Details
5. Enter any relevant missing information, you will not be given access to all areas, these will be populated by HR but it is important that you complete all the boxes you do have access to.  When completed click ‘modify’.










Enter information in empty boxes









Enter information in empty boxes

       Click to finish
The changes will now be recorded on the University Online Directory.  You can log back in to check all details have been changed.

Expenses

Expenses should be submitted using the online claim forms.  Full details of how to claim can be found of the following website. Guidelines:  http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=14858
Claims must always be accompanied by an activity (budget) code and submitted to the Budget Holder for approval/authorisation. This may not necessarily be the Head of Division, as for example research codes will need to be authorised by the Research Office, and some teaching and learning codes are authorised by the School Head of the Teaching and Learning Office.  When an expense is agreed, you will be told who is authorisation is required. If you are in any doubt, please consult Sue Gordon. Do not incur any expense that you wish to have reimbursed without having explicitly ascertained that it will be approved. The only exception to this rule is in the case of academic staff on teaching and research contracts, who may spend their research allowance without gaining advance approval.
When the Budget Holder has authorised/approved they should be handed to Sue (Divisional Administrator) for further authorisation by Kim Hunter (SALC School Office Manager).  When Kim has authorised the claim the forms are submitted to HR Services, Simon Building.
University Staff claims will be paid with staff salaries.

Non University Staff claims – submitted on a PR7 form. If submitted and with payroll by the 1st of the month will be paid around the 15th of the following month.
Useful Codes
	ROOM/THING
	CODE

	Clah Library (S.2.1)
	C4760Y

	Clah/History Postroom
	Held by Sue Gordon

	English/R&T Postroom
	Held by Sue Gordon

	Printroom (WG14) Photocopiers
	Held by Sue Gordon

	Printroom (WG14) Photocopiers, alternative
	Held by Sue Gordon

	Student Resource Centre Door
	C1902X

	Student Resource Centre Photocopier
	Held by Sue Gordon

	2nd floor West wing toilet
	C3567X

	LLC Common Room (W3.19)
	C3568Y

	LLC Photocopier (S.3.8)
	Door: C1278Y
Copier: Held by Sue Gordon

	4th Floor PG study space/kitchen
	C5709


Photocopying

Each divisional hub (see below for details) has a stand alone printer.  However, if you have large printing jobs you need to contact John Cochrane John.Cochrane@manchester.ac.uk.  The photocopying room is located in WG14.

Stationery
General office stationery (see below) is held by the divisional hubs.  For CLAH and R&T the hub is located in A6a.  Jake Hankinson is responsible for holding small quantities of general office supplies, non general stationery can be ordered direct with Jake.  Staff in Archaeology, there is a supply of stationery in room 2.18 but if they have a specific request they should contact Knewley McGuigan.  Knewley will liaise with James Prior in A1 School office Reception to place the order.  Jake and James are also able to order printer cartridges.  Please ensure you know which printer cartridge is required or provide the make and model of your printer.

List of general office supplies held by the school hubs.

	Stationery Item
	Lyreco Catalogue code

	
	

	Books and Pads
	 

	A4 MEMO PAD
	707.274

	A4 SPIRAL NOTE PAD
	3.336.077

	SHORTHAND NOTEBOOK
	706.373

	Files/Folders
	 

	DOCUMENT WALLETS
	720.224

	SQUARE CUT FOLDERS
	4.692.132

	SUBJECT DIVIDERS
	1.494.968 (5 part) & 1.494.979 (10 part)

	PUNCHED POCKETS
	119.374

	CUT FLUSH FOLDERS - CLEAR
	318.166

	CUT FLUSH FOLDERS - YELLOW
	318.144

	CUT FLUSH FOLDERS - RED
	318.133

	Envelopes
	 

	ENVELOPES - PLAIN - C4 (A4 SIZE)
	712.044

	ENVELOPES - WINDOW - C4 (A4 SIZE)
	712.077

	ENVELOPES - PLAIN - C5 (A5 SIZE)
	711.974

	ENVELOPES - WINDOW - C5 (A5 SIZE)
	712.088

	ENVELOPES - PLAIN - DL
	712.113

	ENVELOPES - WINDOW - DL
	712.124

	ENVELOPES - INTERNAL - LARGE C4
	702.255

	ENVELOPES - INTERNAL - SMALL C5
	702.244

	MULTIPURPOSE LABELS 24'S
	143.344

	MULTIPURPOSE LABELS 21'S
	151.342

	PADDED BAGS/ENVELOPES G/4 (240X330)
	142.077

	PADDED BAGS/ENVELOPES K/7 (350X470) 
	142.102

	PADDED BAGS/ENVELOPES C/0 (150x210)
	1.861.876

	Paper
	 

	PAPER - LETTERHEAD
	Order from Craft Print

	PAPER - PLAIN (PHOTOCOPY PAPER)
	157.227

	COMPLIMENT SLIPS
	Order from Craft Print

	Pens
	 

	HIGHLIGHTER PENS - PINK
	150.634

	HIGHLIGHTER PENS - YELLOW
	150.601

	PENCILS
	127.064

	PENS - BLACK
	785.273

	PENS - BLUE
	785.284

	PENS - RED
	785.295

	BOARD MARKERS - RED
	151.034

	BOARD MARKERS - BLUE
	151.012

	BOARD MARKERS - BLACK
	150.964

	WHITEBOARD RUBBERS
	2.796.855

	General Stationery
	 

	BLU-TACK
	719.583

	CORRECTION FLUID
	139.418

	CHALK BOX OF 100 PIECES
	4.674.185

	GLUE STICKS
	128.898

	POST-IT NOTES (76X76) pack of 12
	103.596

	POST-IT NOTES (125X75) pack of 12
	103.608

	PAPERCLIPS 
	1.493.145

	PARCEL TAPE pack of 6
	186.455

	RUBBER BANDS (1.2mm x 90mm)
	719.721

	RUBBERS
	144.405

	RULERS
	4.675.565

	SELLOTAPE (25mm x 66mm)
	1.000.735

	STAPLER
	2.516.905

	STAPLES 26/6 box of 1000
	5.002.556


Pigeonholes
Staff Pigeonholes are located:

Archaeology


Mansfield Cooper Building – 2.18

Religions and Theology
Samuel Alexander Building - W1.10

Classics and Ancient History
Samuel Alexander Building - W2.10
Useful Information
Contacting IT Services:

http://www.itservices.manchester.ac.uk/help/
Tel:  65544

******************************************************************************

Contacting Telecom Services:

http://www.itservices.manchester.ac.uk/our-services/communication/telecoms//
Email:  telecomes-services@manchester.ac.uk
***********************************************************************

Contacting HR Services:

http://www.staffnet.manchester.ac.uk/employment/contact-hr/
Email:  HRServices@manchester.ac.uk
******************************************************************************

Contacting Central Teaching Spaces:

http://www.estates.manchester.ac.uk/services/centralteachingspaces/ourservices/roomcatalogue/
******************************************************************************

SALC Web Page:
http://www.alc.manchester.ac.uk/subjects/
******************************************************************************

Staff Expenses Claim Forms:
Guidelines:  http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=14858
Policies and Procedures Forms:  http://www.staffnet.manchester.ac.uk/employment/policies-procedures/forms/
Staff Expenses form (PR5):  http://documents.manchester.ac.uk/display.aspx?DocID=8285
Non Staff Expenses form (PR7):  http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=8287
APPENDIX I: 
A sample template about electronic submission for inclusion in course unit handbooks
Guidance on submission of written coursework for CLAH 10011
On this module you are required you to submit assessed written work through the electronic Turnitin/Grademark system. This system allows you both to submit your work and to access feedback electronically: you don’t have to submit hard copies or collect your feedback from the school office.  It also helps the University to identify plagiarised work. The submission system is embedded in Blackboard, so you need to log in to the course Blackboard site, then click on the Assessment link in the menu on the left, and follow the Turnitin links here. 

For online submission to Turnitin:

a) As all your work is marked anonymously, your submission must not have your name anywhere on it (i.e. neither in the text of the document nor in the name of the file). 

b) To avoid the risk of material being lost, your coursework should carry a header on each page: this should include your student registration number (found on your library card), the page number, the code and name of the course (in this case “CLAH 10011 – Constructing Archaic Greek History”).
c) Upload your coursework through the Turnitin/Grademark link in the course unit Blackboard site. You will find the link in the “Assessment: essays and exam → Essays” folder on the Blackboard page. 

d) You may find that the Blackboard page automatically gives you just your own name in the “author” box, or no such box at all, in which case you can simply go ahead. If however it offers you a box with the option of scrolling down to find your name (as in the example below), PLEASE DO THIS – i.e., please do NOT take the alternative of filling in “first name”/”last name” boxes manually (because if you do that, the computer will not allocate it to your tutor, and it will not get marked. 
[image: image2.emf]
e) Under “submission title” on the Blackboard page, do not put the essay title: instead, it is essential to put your student registration number, and it is helpful to add the number of the question you have answered (e.g. 7139294_essay3, as in the example above).

f) You should also email a backup copy to salc-assessment@manchester.ac.uk with a subject line including your student registration number and the relevant module code (e.g. 7139294_CLAH10011).

g) You are responsible for ensuring you upload the correct document.

h) You are responsible for successfully uploading your coursework before the 12noon deadline on the due date. If you leave it till ten minutes before the deadline before uploading, it is likely that other people will be doing so as well.

i) The Turnitin system will email you a digital receipt containing your unique ID number and confirming your submission: you are responsible for keeping this. 

j) The failure of individual computing equipment does not provide mitigating circumstances for late submission. Only a system failure confirmed by the University of Manchester IT Team provides mitigating circumstances for late submission.

k) If you have any problems with your submission you should immediately contact the Programme Administrator (i.e. clah@manchester.ac.uk), or the E-Learning helpdesk (www.studentnet.manchester.ac.uk/blackboard)

SOME ADVICE ON SUBMISSION

Please note that you will be able to submit your coursework until noon on the day that it is due. However, it would be sensible to make sure that you submit your work well before this deadline – trying to submit at 11.50am or even later would not be sensible, nor would doing it after rather than before a night out!

APPENDIX II: 
Instructions for CUDs on how to set up electronic submission
Setting up Essay Submission in Turnitin
1. Navigate to the appropriate section of your Bb page (this should, ideally, be an area called ‘Assessment’ or ‘Essay Submission’).

2. Choose: Assessments > TurnitinUK Assignment

3. Select your Assignment Type > Paper Assignment > Next Step

4. Fill in the boxes, noting:

· Assignment title: something simple but meaningful (this will be the title visible to students and markers)

· Point value: 100

· Allow only file types that Tii can check (or the plagiarism reports won’t work)

· Start date: your choice, but two weeks before the deadline is usually sensible

· Due date: must be the date set by the Exams Officer; time: must be 12.05 PM [nb that the deadline advertised to students is 12 Noon].

· Post date (i.e.: the date at which essays are de-anonymised and marks/feedback released to students): this must be the date calculated by the Exams Officer (it is normally 15 working days (i.e. 3 weeks) after the due date); time: 5.00 PM (to allow the office time to download anonymous essays before posting).

· NOTE: it is extremely difficult to change Due or Post dates once assignments are live; take great care to ensure that these are correctly entered: the Exams Officer will circulate a list of Due and Post dates, which must be followed exactly.


5. Important! Scroll down a bit and open the ‘Optional Settings’.  Fill in the boxes as in the example below (mutatis mutandis in the ‘Special Instructions box’; change the ‘Reveal grades to students only on the post date’ to YES; other answers should appear as the default, but double-check these):
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6. Submit >
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> OK!  (And then OK again on the next page)

7. The Assignment you have just created will appear as a link in the Essay/Assessment area. Click on the grey arrow to the rhs of the title to open up further editing options:
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Enabled: Adaptive Release
Before submitting your work. please read (carefully) the instructions for online submission (see link above). Note in particular that in the TITLE box on the submission page,
you should enter your Student Number and the Number of the essay question which you have attempted (e g.- 7891234_Q2 ). Do not enter the Essay Title. Marks and
feedback wil also be available via this link. from 5pm on Monday 16th November.

>> View/Complete





8. Set up Adaptive Release: Advanced
(Why? To cope with late submissions: if a student were to submit, e.g,, two hours before the Post Date, their essay would be de-anonymised before anyone has a chance to mark it.  So the Essay Submission Box needs to be hidden from all students at a suitable point before the Post Date: suggestion: hide 5 working days/1 week before the Post Date.  But! The Submission Box is also the box from which students download marked essays, so it needs to reappear (to the right students) on the Post Date.  Therefore...).

Rule 1 in the example below hides the Submission Box for the week before the Post Date: this rule has one criterion (Date)

Rule 2 below: (1) reveals the Submission Box on the Post Date, but (2) only to those students who have submitted an essay: this rule has two criteria (Date; Grade [set as ‘Attempt’])

Set the rules up as AND options (not OR).
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9. Add a suitable blurb (Using: Build Content > Create > Item) with instructions for late submitters (either manually at the appropriate time, or – recommended – set up with adaptive release to appear when the main Submission Box becomes invisible):

[image: image9.png]Essay 1: Late Submission

Itis no longer possible to submit Essay 1 via Tumitin. If you are making a late submission of your essay, please send it by email to salc-assessment@manchester ac uk
Ensure that you include the course code and your student number in the subject line of your email

Note: this applies only to late submissions of Essay 1. Essay 2 should be submitted via the link below.




10. Essay submission pages should also include (1) the University’s statement on academic malpractice; (2) instructions for students on how to download their feedback from Turnitin.

APPENDIX III
ARC Field Trips Policy 

This policy applies to fieldtrips within courses. A different system pertains for fieldwork.

1. Principles - Field Trips, Pedagogy and the Student Experience

· Field trips are an essential part of teaching and learning in all three departments, relating to key subject knowledge requirements and recommended learning environments, as stated in the QAA Subject Benchmarks: this is particularly the case for Archaeology (2007: 7-10), but also Classics (2007: 14) and Religions & Theology (2007: 11), in terms of opportunities for field work/visits to enable practical engagement with primary evidence, provision of first-hand experiences of historical/cultural difference in field settings, and provision of diverse assessment opportunities

· It also meets University of Manchester/SALC pedagogical priorities by providing a wide range of learning environments, facilitating broad methods of assessment, and enhancing opportunities to learn professional and transferable skills (e.g. Annual Reviews)

· It increases the University and Division’s links with cultural assets (Manchester Museum, Whitworth Art Gallery) as well as regional and national sites/institutions of historical and cultural importance: enhancing our standing as a Russell Group university

· It enhances the student experience, by providing funded travel to important sites, centres or institutions, where UGs/PGs can think creatively, work co-operatively, learn how to act professionally in ways that facilitate different learning styles (e.g. SEAP)

· It enhances Recruitment & Admissions, by offering exciting, enhanced learning experiences which distinguish us from our competitors

Exemplars of field trips from the Subject Areas:

Archaeology – ‘Behind the Scenes’ at the Manchester Museum (Palaeolithic Art to Iron Age torcs; Human Remains Display and Analysis; Egyptian mortuary material culture), Field visits to sites in Manchester (Roman Castlefield, Southern Cemetery), the Peak District, Wales, South Yorkshire; visits to the British Museum, Pitt Rivers Museum, Imperial War Museum North, Liverpool Museum, Cresswell Craggs Visitor Centre, Devizes Museum, Stonehenge and Avebury.

Classics and Ancient History – ‘Behind the Scenes’ at the Manchester Museum (Greek and Roman material culture, Curating Classics and Ancient History), field visit to Hadrian’s Wall and the forts of the north.

Religions & Theology -  Deansgate Library Special Collections, Jackson’s Row Reform Synagogue, Guang Shan Buddhist temple, independent student visits to sites of religious importance/belief

[image: image10.jpg]


  [image: image11.jpg]


  [image: image12.jpg]



2. Parity of student experience, contact hours and the WAM 

Ideally, all subjects would offer parity in terms of field visit opportunities and thus overall contact hours. However, in practice, it is recognised that some subject areas will make more extensive and routine use of such methods (e.g. Archaeology). What is important is maintaining general equivalence of teaching hours and student experience. The following principles apply: 

A. Field trips should not impact negatively on core student contact hours: SALC 20-credit course units should involve 33 contact hours (usually 22 lectures, 11 seminars) with an additional weekly contact office hour. Pedagogically substantive aspects of field trips (e.g. in the form of focussed/guided on-site/in-museum fieldwork, workshops, seminars, lectures) may fairly be counted as part of the 33 hours norm, against seminar or lecture time, as appropriate, up to a maximum of three hours. When planning student work associated with the field trip, CUDs should have regard for the 200 hours total learning time required by a 20 credit course. Travel hours should NOT be counted against the 33.

B. The CUD may choose to use the field trip to replace up to three normal contact hours, which may be either (up to) all the teaching hours for the given week, or one of the slots for (up to) three weeks (not necessarily consecutive). If the latter is chosen, it is imperative that the course-unit director (with, where appropriate, GTA assistance) ensures that some form of weekly contact is maintained through other means (as well as the formal consultation hour) to ensure there is no disengagement with the course-unit. This is particularly important for larger course units, where the lectures inevitably involve less direct engagement. For example, weekly tasks may involve, e.g. preparation for the trip in the form of a student Risk Assessment, self-guided tour of online materials, preparation of a short field guide, and afterwards, the completion of follow-up work, such as review, the reading of set texts, or VLE-based exercises: they do not have to involve compulsory face-to-face sessions. 
C. If the CUD wishes to propose a field trip consisting of more than three teaching hours, it must be approved by the relevant UGPD in advance of the beginning of the course unit. Particular care must be taken to ensure that course unit, including the teaching delivered via this means, is in line with all expectations for student contact hours, student preparation time, course objectives, and regular student expectations. It is, however, entirely acceptable to have a field trip which has more than three teaching hours without this additional approval, if only three normal teaching hours are being replaced.
D. As regards WAM, the teaching hours will be treated in the same way as the normal hours they replace. So, for example, if there are three teaching hours on-site which replace two lectures and a seminar in the same week, the WAM credit will be unchanged: six WAM beans for the lectures, and two for the seminar. The complication arises in courses with multiple groups. (Repeat seminars are credited in the WAM as 1.5 beans.) A further variation is whether all tutors of the seminar groups will be attending the field trip. If there are multiple tutors taking seminar groups on the course and they all contribute to the field trip, WAM credit/GTA payment will simply remain as it would have been in a normal week. If some of the normal tutors are unable to attend, the CUD may apply to the Head of Division for additional GTA support on the trip. If the CUD him/herself normally takes multiple seminars on the course, he/she may be credited with the replacement of up to three seminar-hours. This means that if a field trip on a course containing 13 students replaces two lectures and one seminar, the WAM credit for that week would be 8 beans (six for the lectures and two for the seminar); the same situation on a course containing 39 students would generate 11 beans (six for the lectures, two for the first seminar, and three for two repeat seminars). Since there is more work involved in taking 39 students than taking 13, this increase seems reasonable. The same situation with a course of 65 students would be limited to 11 beans (i.e., credit for up to 3 groups), in that it would not be possible for the CUD to provide the equivalent experience of five separate seminar groups in such a situation. It would be appropriate, however, for the CUD to apply to the Head of Division for additional GTA (paid) or staff (WAMed) support for the field trip. 

E. Where staff decide voluntarily to include a field-visit which goes ‘above and beyond’ the required contact hours (e.g. an afternoon field visit used simply to replace a standard seminar) this is permitted, but does not feature in WAM separately from the normal credit for teaching of the course. If this has resource implications, application must be made to the Head of Division.

F. There may be cases where CUDs consider that there is a need for additional GTA support in order to ensure both the health and safety and the learning experience of students on the field trip. Application for this may be made to the Head of Division.

G. All applications for additional resources, whether GTA (paid) or staff (WAMed), must be made to the Head of Division well in advance of the commencement of the course. It will not always be possible to grant all requests.

H. The UGPD should during the summer period develop a spreadsheet or other list which (as far as possible) outlines all the field trips which will be taking place over the academic year and report it to the Head of Division in advance of students starting in September. (It is acknowledged that there could occasionally be reasons for field trips to be planned at short notice, to take advantage of particular external circumstances, but it will be rare for these to be the kind of integral contributions to the delivery of teaching which are envisaged in this document.) Indication of field trip arrangements and place of the field trip within the structure of the course must be included in the course unit handbook published at the beginning of the course. 

3. Field trips, T&L pedagogy and assessment

· Field trips should be explicitly linked to the stated module learning objectives and teaching methods (and thus, outlined in detail in the handbook and on Blackboard), ensuring this is appropriate to the intellectual challenges required of students at the specified Level of the programme

· A briefing should be provided before the field visit on the Risk Assessment, University Code of Conduct, site-specific information and any pertinent relation the visit has to assessments. Students will be expected to prepare for the field visit as they would any other seminar

4. Field Trips – Health & Safety Risk Assessments, Student Wellbeing and Organisation

i. Field visits should be professionally organised well in advance (and advertised in course unit Handbooks/Blackboard sites) with an appropriate staff: student ratio, First Aider where recommended (e.g. remote fieldwork), and a compulsory H&S Risk Assessment which is made available to the students (http://www.campus.manchester.ac.uk/healthandsafety/).
ii. Field visits should be organised, as far as possible, to avoid timetable clashes especially with core modules for both Single Hons/Joint Hons students.  No student should be penalized for failing to attend a class on another course unit because of the compulsory field trip.  On the other hand, the absence of formal penalty should be taken as justification for allowing clashes to remain.  It may be necessary to negotiate for additional classes or field trips to be made available to students if no other arrangements can be made.  It is the responsibility of the CDU for the field trip to ensure that students are not disadvantaged. 
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� 1.3: "For absence of seven calendar days or less, a University Self Certification / Return to


Work Form must be completed and submitted on the day of return to the manager or


their nominee. After seven calendar days, the member of staff must obtain a statement of fitness to


work from their GP covering any further periods of sickness in the same absence period.


This statement must be posted to their manager or nominee on the same or next day."
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