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Useful contacts
History undergraduate office 
(30)6 1620
history.administrator@manchester.ac.uk
History PGT administrator 
(27)5 3104
teresa.gould@manchester.ac.uk 

History PGR administrator 
(27)5 2603
joanne.marsh@manchester.ac.uk

School office 
(27)53347

University counselling service 
(27)5 2864

Student support office
(30)6 1665

Disability support office
(27) 5 7512
dso@manchester.ac.uk

IT support 
(30)6 5544
https://supportcentre.manchester.ac.uk

elearning support 
elearning@manchester.ac.uk

Emergency (9) 999
Univ. security services (30)6 9966 (Security Lodge – number on the back of your staff card)
Police (9) 856 4223 or (9) 101

SALC Compliance & Estates Manager 
osen.yildirim@manchester.ac.uk

Please report errors, changes and suggestions to: stephanie.holmes@manchester.ac.uk
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[bookmark: _Toc64479672]Introduction and staffing
[Head of History]
This Handbook is intended as a guide to teaching, administration and research for academic staff in History.  It is aimed at both new staff, and those who have been with us for a while, and outlines procedures and practices in the department. It should be used alongside the History undergraduate and postgraduate handbooks which provide essential information on programmes, teaching, regulations and assessment. These are essential reference tools for all staff, and should be your first port of call when dealing with student queries. 
[bookmark: _Toc64479673]Departmental organisation: Major admin jobs in history 2020-21
Head of Department: Charles Insley 
UG Programme Director – level 1: Ewa Ochman
UG Programme Director – level 2: Eloise Moss 
UG Programme Director – level 3: Ana Carden-Coyne 
Assessment officer: Georg Christ 
Admissions Officer: Tom Tunstall-Alcock
Research Officer: Sasha Handley 
PGT officer: Christian Goeschel 
PGR officer (inc. Simon and Hallsworth rep): Phillipp Roessner 
Web Officer and elearning: Georg Christ
Study Abroad co-ordinator: Ewa Ochman 
MHE liaison officer: Jean-Marc Dreyfus
Hist/Soc liaison officer: Yangwen Zheng 
Hist/Lang liaison officer: Stefan Hanß  
PMH liaison officer: Jean-Marc Dreyfus 
Student activities and peer mentoring: Kerry Pimblott
Social media: Kerry Pimblott 
Library liaison: T.B.C
AHRC NWDC rep: Philipp Roessner
ESRC NWDC rep: Anindita Ghosh
Departmental Workplace Ethics Committee convenor: Ingrid Rembold 
Schools liaison officer: T.B.C.
SSLC co-ordinator: Peter Gatrell
Social Responsibility/Sustainability Rep: Aditya Ramesh
External relations: Ana Carden-Coyne
Research Seminar convenor: Peter Gatrell  
Lunchtime Seminar convenor: Peter Gatrell
CIDRAL rep: Frank Mort
[bookmark: _Toc64479674]Undergraduate Degree Programmes in History
[Undergraduate directors, lead: L3 UGD]
[bookmark: _Toc64479675]Overview 
The History Department currently admits undergraduate students for 5 main degree programmes, 1 single-honours + 4 joint-honours programmes:
· History Honours (HH)
· History & Sociology (HSOC)
· Modern History with Economics (MHE)
· Politics & Modern History (PMH)
· History and Modern Languages (4-year programme in which students spend their third year abroad).  
In addition, students on other joint-honours programme take about half of their course units in History:
· History & American Studies (administered by American Studies)
· History & Ancient History (administered by Ancient History)
· History & Archaeology (administered by Archaeology)
· History & Art History (administered by Art History) 
· History & English (administered by English) 
· History & Film Studies (administered by Film Studies)
[bookmark: _Toc64479676]Flexible Honours
SALC also offers a Flexible Honours scheme; History has currently validated History Flexible Honours pathways as a major (80/120 credits per year) and joint (60/120 credits per year) degree.  
[bookmark: _Toc64479677]Programme Regulations
Each degree has specific programme regulations for each level. These regulations can be accessed here:
https://www.alc.manchester.ac.uk/student-intranet/undergraduate/your-programme/history/
The regulations offer clear instructions on the range of units available at each level.
and also in the undergraduate student handbook.
[bookmark: _Toc64479678]Responsibilities
Director of Undergraduate Programmes in History 
The Programme Directors (see above) ensure the smooth running of the degree programmes. This involves overseeing the student course evaluation process, considering changes and improvements to the courses offered and ensuring adherence to the guidelines set out in the University’s Academic Standards Code of Practice. Every History Student is assigned an Academic Adviser during each year of their degree programme and they are the first people students should contact if they have a problem or a query. However, if further assistance is required they can also contact the relevant programme director.
Programme Liaison Officers
(see above for list)
Each of the joint-honours programmes also has a dedicated Programme Liaison Officer to help work with Economics, Politics, Sociology and Languages respectively. They are a further point of contact for AAs and for students.
[bookmark: _Toc64479679]Progression
Course Units
· Students select course units from sets of Lists in their programme regulations, which ensure they study a wide range of periods/regions.
· Each course unit has a code (e.g. HIST 20252), which indicates both the Department running the unit (e.g. HIST, POLI etc.) and, through the final digit, the semester in which the unit occurs. HIST 10101 = Sem. 1. HIST 20252 = Sem. 2. HIST 70060 = across Sems. 1 & 2.
· Details of all units can be found on the Faculty of Humanities Course Unit Database: http://www.manchester.ac.uk/study/undergraduate/courses/2016/00255/ba-history/course-details/#course-profile (Google any code to access)
Progression
· Students must earn 120 credits to progress to the next level of the programme and graduate. 
· Except for the 40-credit L3 BA Dissertation, all HIST course units are currently worth 20 credits. ECON, POLI and SOCY offer numerous 10-credit UG units, however. 
· Many History UGs also take HSTM units run by the Centre for the History of Science Technology and Medicine (CHSTM).
· L1 students will take 120 credits of taught course units.
· L2 students will usually take 100 credits of taught course units + a 20-credit Long Essay.
· L3 students usually take 80 credits of taught units + a 40-credit BA Dissertation.
Course Units: Single v. Joint-Honours 
· Single Honours students mostly take HIST units offered by History Department staff.
· Many other subject areas offer modules whose content is basically historical. Students often have the option of selecting one of these modules in place of one HIST-coded module.
· HSOC & PMH students usually take roughly 50% of their course units in HIST and 50% of their course units in SOCY (Sociology) & POLI (Politics). 
· MHE students usually take roughly 60-80% of their course units in HIST and 20-40% of their course units in Economics. 
[bookmark: _Toc64479680]Languages + ‘Free Choices’
Foreign Language Course Units - LEAP:
· The programme regulations allow most students to take a LEAP (Language Experience for All Programmes) course in a foreign language run by the University Language Centre. See the excellent ULC website for details:
http://www.languagecentre.manchester.ac.uk/learn-a-language
· Students wishing to take a LEAP course should be advised to contact the ULC directly to arrange for assessment of their proficiency and the most appropriate unit.
· Most LEAP courses have codes that end in 0, which indicates that they run across both semesters. Students should be advised to adjust their course selection accordingly.
LEAP - Administration and Restrictions: 
· While the Dept. of History actively encourages students to study foreign languages, restrictions are in place to ensure that students do not damage their progress through the degree programme by choosing an inappropriate unit. Even hard-working students can fail LEAP courses, jeopardising their degree. 
· Students wishing to take a LEAP unit at L2 and L3 should therefore have a proven track record of study in the language.
· Students who do not fulfil these criteria should be encouraged to pursue their interest outside the degree programme through the courses run by the Goethe Institute et. al.
· Level 3 students will not usually be permitted to study Introductory Language Units. 
· Level 2 Study Abroad students cannot take a LEAP at L2. 
· All queries re. LEAP should be directed to the relevant level Undergraduate Programme Director in History.

‘Free Choice’ Course Units
· Students on History can take a ‘Free Choice’ unit outside History at Level 1 and 2.
· Students on Joint-Honours Programmes do not take ‘Free Choice’ units at L1 & 2.
· History Students at Level 3 are normally allowed to take a limited range of courses offered by other departments.  Those courses are listed under the History Level 3 Programme Regulations.  In exceptional circumstances, with the approval of the Level 3 Undergraduate Programme Director, students are permitted to take ‘Free Choice’ courses beyond those listed in the History Programme Regulations.
· All SALC-Coded Units may also be taken as Free Choice Course Units 
Additional Note on Free Choices:
· One of the strengths of a large research university is that students may take units in a diverse range of subjects. 
· Students, however, should be advised to choose Free Choice course units carefully. The titles of units in Religions & Theology and Art History, for example, may make them sound like HIST units, but students should be advised that these units will adopt a distinctive disciplinary approach. 
· Economics and Philosophy modules, in particular, require distinctive skill-sets. A handful of students have failed units in these disciplines in recent years, with serious consequences for the progress of their degrees. Students should be advised only to undertake Free Choice Course Units in Economics and Philosophy if they already have a background in these disciplines.

For more detailed information on course selection, see guidance updates disseminated by UG programme directors.
[bookmark: _Toc64479681]
Field trips
We encourage staff to take students, and level 3 and PGT students in particular, on field trips. Money to support trips is available from the School and can be accessed via the HoD. Please note that for insurance purposes field trips require a risk assessment to be completed, which can be accessed from the School Compliance and Estates Manager, who can also advise on their completion. This is a pretty easy task and should not put you off. Students love field trips and they are fun to do.
[bookmark: _Toc64479682]Study Abroad
[Study Abroad Officer]
Study Abroad is organized by an outgoing and an incoming programme and is run by the Study Abroad Officer for History in conjunction with the International Programmes Office (known as IPO, in the Rutherford Building, international@manchester.ac.uk; please also direct students interested in Study Abroad to the IPO’s drop-in desk at the Atrium in University Place). 
Outgoing
There are three main types of study abroad placements for our students in History and joint honours programmes:
1. The Worldwide programme (students going abroad outside Europe) is managed almost entirely by the Study Abroad Unit (although with a pre-selection process within the History department), with no direct subsidy. All of these destinations offer study entirely in English. We typically send about 10 -20 students a year abroad on this scheme, and destinations include some of the most prestigious institutions in the USA, Canada, Australia, New Zealand, Hong Kong, and Singapore.
2. The Erasmus Scheme (students studying in the EU) is managed largely within the History department, and students going abroad on this scheme receive around €290 per month subsidy from the EU. Despite the uncertain waters ahead because of Brexit, students should be encouraged to apply for an Erasmus semester abroad. Currently we have Erasmus placements at: Amsterdam, Rotterdam, Uppsala, Freie Universität, Berlin, Universidad de Deusto in Bilbao, Bogazici University in Istanbul, Université Toulouse II, and Potsdam. Students can study entirely in English at Amsterdam, Rotterdam, Uppsala, Bogazici, and Toulouse II. We typically send about ten students a year abroad on this scheme.
3. The ‘Study China’ programme is a national scheme, which is growing in popularity at Manchester. It is managed by the Study China office on the third floor of Samuel Alexander. Unlike the study abroad options already listed, which take place in the second semester of their second year, these take place during the summer and Easter vacations.
Students make applications in year one; typically at the beginning of semester 2. Erasmus and worldwide applications are via a University-wide competition, with a pre-selection process within History to ensure the highest possible quality of applications. The process is very competitive, but History students are very successful with both applications, and much emphasis is given to their personal statements and references with which History staff assist, in their roles as academic advisors. In particular, staff should offer help to students preparing applications to ensure that their applications are not ‘generic’, but specifically address the requirements of the application with concrete examples. 
Eligibility to study abroad requires satisfactory grades at Level 1 (an average of over 60% average), as well as in the first semester of their second year (similarly, an average of over 60%) and for some Erasmus students appropriate language proficiency, where their courses are not taught in English. Students may demonstrate proficiency in language in a variety of ways: an A-level (grade C or above), or a commitment to spend the summer before study working in the target language will usually both suffice. 
All students studying abroad must take 60 credits in Manchester in semester 1 of their second year, and an equivalent of 60 credits when abroad. Study abroad students do not take the Long Essay at level 2. Returning students have their assessment grades presented at the September examinations board. The grades from abroad are not a direct translation; rather, they reflect the student’s grades while abroad, the ranked position in their class while abroad, and their previous attainment at L2 at Manchester, with recognition that students studying in a language other than English face a more difficult challenge. This is according to guidelines from the Study Abroad Unit. This is important to note, as in their discussions with their academic advisors here, they sometimes express dissatisfaction with the fact that their 85% or 65% at an overseas university does not translate into the same marks here, but a much lower one. In undertaking the important advocacy role of the Academic Advisor for returning students, please make sure the student understands the complexity of the grade translation process.
Incoming
Arriving Worldwide and Erasmus students take History courses at Manchester across both semesters. They arrive with very varying levels of ability in English, familiarity with the essay as a form of assessment, academic competence in History in particular and academic competence overall. Please make visiting students aware of the guidance and regulations available in the ‘History in Practice’ booklet, as the British essay and British university course (with the very specific level of subject specialism and diverse types of reading it entails) are not widely-shared models, even in the Anglophone world. While academic standards should be maintained consistently across all students, please be cognisant of the additional hurdles that writing in a foreign culture and language throw up, just as we would hope that our students are treated sensitively while abroad.
Worldwide students who are non-History majors, or not majors in cognate disciplines (like political science or sociology) usually take only level 1 courses. For other students, a case-by-case review process is undertaken, making sure that they are matched to the appropriate level. The process of course selection for incoming students requires careful supervision and is also dependent on sufficient places being available to Study Abroad students. Selection is therefore run by the Study Abroad Officer. Please do not make any offer, or implied offer, of a place on a course to an overseas student until you have fully consulted the Study Abroad Officer. This particularly applies to Erasmus students admitted via other disciplines in the School of Arts, Languages and Cultures.
Recruitment, admissions and Transfers
[Admissions Officer]
The Admissions Officer for History deals with students wishing to transfer into and between History Honours, History and Sociology, Politics and Modern History and Modern History with Economics degree programmes. She also deals with the History Visit Days, which take place on Wednesday afternoons in Semester 2, and the University Visit Day, which is held over two days at the end of June.
Semester 1 transfers can be considered within the first 3 weeks of the new Semester only. Following that, we can consider level 1 Semester 2 transfers or for the start of Level 2.  Semester 2 transfers for Level 2 students tend not to be considered unless there are mitigating circumstances, and level 3 transfers are not permitted at all. In 2011-2012 an open call was made for current level 1 students to apply for a degree transfer after the publication of their exam results, which seemed the fairest and most efficient way to judge requests.
If a student requests a transfer within History (the most common request is from joint honours students wishing to move to single History Honours), the most important consideration is whether they have the required A Level grades. Our standard offer for History in 2020/21 was AAA/AAB, with an A in History. No student can transfer to History Honours without meeting these grade requirements, even if they have completed level 1 of a joint History degree programme. We have to maintain these grade requirements and do not want students with lower grades using the transfer system to move into more competitive degree programmes. Occasionally students wish to transfer from single to joint honours. Students should be warned that, while such transfers may be possible, the student would almost certainly have to restart Level 1 in order to complete the compulsory courses in Economics, Politics or Sociology required to progress through the joint honours programme. In all transfer cases, the Admissions Officer should contact the SALC Admissions Manager (Rachael Jordan) for final confirmation as the administrator is best placed to ensure fair/uniform treatment of students and consider the implications of transfers for student numbers in different years. Decisions about transfer requests out of History (e.g. to History & American Studies or Classics & Ancient History) are taken by the Admissions Officer of the receiving programme.
Please do advise any students interested in a transfer to contact the Admissions Officer, and also contact her on their behalf if you think they need help. If we cannot offer students a programme transfer, then we do refer them back to their Academic Advisor to see what we can do to help with any problems they might be having and improve their student experience, for example by looking in detail at the course units available including free-choice, to guide students to choices in their preferred areas.
[bookmark: _Toc64479683]Teaching and Course Organisation[footnoteRef:1] [1:  For Teaching in 2020-21 please see Remote Teaching of History in Times of Covid-19 Annexe] 

[Teaching and Learning Committee, lead L3 UG Director]
[bookmark: _Toc64479684]Teaching large groups and organising small group work
[bookmark: _Toc364352202][bookmark: _Toc364451210]‘Three Hour’ Seminars (usually 3 x 45 minute seminars)
We teach in three hour teaching blocks at level three (with breaks). Many colleagues will give a 20-40 minute lecture during some point of the block to set up the key parameters for the subsequent discussion (either on that day, or for the following week). The rest of the session is usually taken up by forms of small group work, and don’t forget to schedule at least one if not two breaks.
Most lecturers agree that successful seminars or workshops are characterised by:
1. A high degree of preparation by students
2. A high degree of participation in intellectual debate by all students
3. A high degree of autonomy amongst students
4. A low level of information transmission and acquisition amongst students, as this function is better served by reading and lectures.
Ultimately, most lecturers seem to agree that seminars are for thinking, testing and debating. These features are important, however long the seminar/workshop is. Colleagues will have a range of outstanding techniques to deliver these outcomes, and students very much appreciate a variety of effective approaches. The methods suggested here do work, but function as a starting point for debate and comparison, not a fixed end point. 
Helping Students to Prepare 
1. Clarity about what is to be read, by whom. It can sometimes help to have an informal ‘sign up’ at the end of each seminar, where students contract in public to read particular things for the next week. 
2. Clarity about why it is to be read – what issues or problems or information are readers searching for. This can be done in emails, or the course booklet, or a seminar booklet. It is fiendishly hard to read about a topic with no purpose. It is helpful to highlight 4-5 questions for students to think about while they are reading.
Preparation and Participation
Ideally, students will be prepared for every session; it is, however, a fact of life that sometimes students are not as well prepared as they might be, or even at all.  Non- or poor preparation needs to be handled sensitively and respectfully; there may be very good reasons why a student is not prepared.  Colleagues should not exclude students from a class for non-preparation without investigating the reasons why, nor should colleagues do this investigation in the seminar in front of other students.  Such conversations should take place privately with the student after the class; this is the time to find out why the student is un- or under-prepared, and to point the consequences for themselves and for other students.  Students who are persistently unprepared for seminar work should be referred to their academic advisor and the SSGO;
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=1895
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=20846
While colleagues will, understandably, feel frustrated when students, for whatever reason, do not prepare adequately, it is not appropriate to then make the student feel uncomfortable or singled out in a class context.
Participation and Autonomy
Two things can be especially helpful to enabling full participation without your frequent intervention and adjudication:
1. Breaking the large group up into small groups for tasks.
2. Finding a way to take yourself out of the running of those tasks.
Presentations
When deciding to include student presentations within sessions think how and why these will enhance the student learning experience and contribute to the overall success of the module. If utilising student presentations please be aware of student anxieties around this activity (especially if the presentations are assessed) and ensure that you dedicate sufficient time explaining the format you expect the presentation to be delivered in (length, PowerPoint etc.), the role of the student (especially if a group presentation) and the purpose of the presentation. 
Small Groups
These are now very widely used in the department, and it is worth thinking about why. Small groups are essential to enable a rise in what educational researchers call ‘student talking time’. In a group of 3 working together for 80 minutes, assuming all students contribute equally, then each student is talking for 26 minutes 40 seconds. That takes them up to the level of speaking they might do in a one-to-one Oxbridge tutorial. Furthermore, their need for preparation has also risen – and so it is more likely that they will do it. It is also possible, during this process, for the lecturer to move from group to group while the students are working, listening to what the students are saying, getting to know them more individually, prompting more stretching questions or analyses, spotting key weaknesses to follow up. For many of us, all of this is instinctive – but the question arises: how do we enable this to happen largely unsupervised over very extended periods of classroom time?
Autonomy
Working in small groups only works well if a) students have prepared, and b) students can act autonomously within the group, so that your input isn’t repeatedly required to progress. This is substantially enabled by giving them a clear set of activities on paper, which groups can manage themselves through. Success here depends on the progression of tasks given, the clarity of instructions given for those tasks, and clarity of timing.
Progression of Tasks
Clearly, if task number one is: ‘identify the key features of Marx’s theory of alienation, and offer a critique in the light of Marcuse’s revisions’, you will get a silent room, and a lot of uncomfortable shuffling. It is useful to think of the tasks in three phases:
1) Introductory
2) Analysis and Debate:
	Familiarisation
	Extension activities
Generally, one or two introductory tasks, followed by three or four ‘analysis and debate’ activities, each with ‘familiarisation’ and ‘extension’ activities, along with feedback/comment will easily fill 120 very talkative minutes. 
Introductory tasks
These are tasks which bring the learners to focus their attention on the topic, the issues, the evidence, and each other (and not you). Introductory tasks might include:
1. Presenting your reading to your peers for two minutes each, highlighting the main issue that it raised, or asking them to brainstorm as many different controversies, debates or problems their reading raised, or asking them to draw up a list of the three things they found most interesting/applicable about their reading, and the three things they found least interesting/applicable in their reading. 
2. Brainstorm as many popular or mainstream ideas about the topic at hand that they can think of (like ‘what do you think of when you think of the everyday life of a monk?’ or ‘how many newspaper headlines or TV clichés about crime in cities can you name?’), and possibly evaluating their accuracy against the reading they’ve done.
3. What are the main differences between/biggest influences on.... Brainstorm as many as you can in your group, and sort them into categories a, b and c.
Set a time limit for this, then feedback conclusions to the whole class, and invite students’ observations on other suggestions. Usually, they will (collectively) raise the issues that you want them to focus on vis à vis the topic – but you can supplement at this point if you need to. 
Analysis and Debate: Familiarisation
You can have an infinite number of tasks in a seminar to fill out the time available. These tasks will typically fall into two sorts: analysing primary evidence, and analysing historians’ research. Other sorts of tasks are available, but these are the ones most often used. Say you have a piece of primary evidence that relates to the week’s topics (a treatise by Frederick the Great, a set of maps, a newspaper article). Reproduce copies of the source, and offer some tasks to be done alone that will familiarise the student with the document. Classic tasks here would include:
· Read the document. Identify all the instances of x in the document.
· Highlight those parts of the document that imply y, and underline all of those that imply z.
· What three words would you use to characterise the tone of this document?
· What does the language in the document show us about the author’s assumptions about the reader?
· Which part of this document do you think contemporaries would have found acceptable, and which parts challenging? Why?
· How does Johnson characterise previous approaches to a?
· What difficulties does Smith see in the study of b?
The task itself must be clearly set out: either on the same paper as the source, or on a PowerPoint or white board. These tasks are primarily extractory; they enable the students to become familiar with the document, and organise their thoughts around it. Set a time for their work on their own (usually, it takes a learner about twice as long to read a document and mark it up as you). In stage two, ask them to compare and contrast their answers in a small group. You do not, at this stage, need to feed back to the whole class, as they are generally capable of undertaking tasks like this. Remind them when the time for this task is up.
Analysis and Debate: Extension
Few of us would be happy with this level of intellectual challenge alone, though it is necessary to do it to enable confident, unsupervised participation in the next stage: extending the intellectual challenge, and developing the skills to meet it. For each of your pieces of evidence/analysis, now is the time to present extension activities, like:
· Reflecting now on the wider reading you have done for this seminar, how do other historians characterise [the contents of this document/the different types of language you’ve highlighted/the previous approaches to x/the methodology being used here]? Why do they agree/disagree? Who do you think has the most plausible position and why?
· Again, relying on your preparatory reading, in your groups, evaluate [whatever it is you’ve just talked about]. Put them in a hierarchy of [best/strongest/most useful/most plausible], and sketch down your reasons. You will present the top three to the seminar.
· Having done the reading, imagine you had to explain the kernel of this problem to a first-year seminar. What three issues would you base the seminar around? Why?
· What would have been the implications for accepting St Someone’s ideas about x for her contemporaries? How do you know? How did St Someone meet that challenge? How have historians characterised St Someone’s response – do they agree?
· If you had to find a definition for ‘class’ in the context of x that would satisfy both Jameson and Rogers, what would it have to contain? Draw up the three key features that you think would need to be present.
· What would Karl Marx/Homi Bhabha/Mary Douglas/Judith Butler make of this evidence? How might they read it? What would they say it showed, and why?
These tasks practice the higher level thinking skills, and they cannot be accomplished without the pooling of knowledge or the exchange of opinions in the small group. There are some things you can do that make the task more completable:
· A finite aspect to the task – top three, worst three, most useful etc. This enables students to know that they have ended that phase of the task, and move onto the next without your intervention. Avoided open-ended questions.
· A finite time for each section – ask each group to nominate a timekeeper, and remind the whole class periodically of where they are up to.
· Give them permission to pass by questions they don’t understand or are stuck on.
· Allow 5-10 minutes after for select groups to feedback their conclusions to the whole class, during which you can offer ‘steers’ on the most profitable avenues.
· Put the whole seminar on paper, so that students can work without intervention from you.
· Put more than enough activities for a seminar on the sheet, and they can never run out of things to do. That simply means 5 x chunks of a document with 5 x sets of extractory/extension questions.
This document has focused on one type of small group work which focuses on sources and documents. But there are a whole range of other tasks which will engage students and enliven seminars, such as:
· Essay planning 
· Forms of EBL (enquiry based learning) 
· Setting up debates
· Planning a lecture for 1st years
· Preparing imaginary ministerial briefs
· ‘Pub Quiz’ type activities
· Role play activities
· Using other locations, e.g. archives or museums, as the setting for seminars and workshops
· Mapping the seminar content onto CVs or employment contexts
It is also worth thinking about varying the tasks/activities across the semester; our experience suggests that students appreciate a range of different activities, rather than the same thing in the same format every week.  Ultimately, this is about balance; too much variety will leave the students feeling disorientated, too little and they will get bored.  Talking to colleagues about what works and what doesn’t is often the best way, but also be prepared to experiment and – occasionally – take a few risks!
[bookmark: _Toc64479685]Course organisation
All Course unit directors (CUDs) need to ensure that students are supplied with proper course documentation – which includes a reading list, description of the course and its aims and objectives and an outline of assessment. The best place to start when new to Manchester or teaching is to look at examples of other courses. This can often best be done by looking at online eLearning provision for courses (see below for eLearning). UoM uses Blackboard, and all CUDs will need to set up BB sites for their courses. This needs to be available online at least 2 weeks prior to teaching, in particular to assist students with disabilities. Full training is offered in using BB if it is new to you.
Course unit directors in charge of team-taught courses are responsible for overseeing the delivery of the course, liaising with other colleagues, managing TAs, coordinating course outlines, reading lists (including Blackboard eLearning sites) and assessment (see below).
[bookmark: _Toc64479686]Reading Lists and purchasing books for teaching
See below library info
[bookmark: _Toc64479687]Course Unit Outlines
1. Should be complete before the Blackboard site goes live (usually 2 weeks before teaching starts).  Outlines should include contact information, offices, and office hours for members of the teaching team. Where possible, this information should also be provided for TAs.
2. Should provide a complete description of every piece of assessment and every formative assignment across the semester, along with their due dates and their weighting in the final mark. This does not preclude and need not be identical to more detailed handouts later in the semester.
3. Should make explicit reading assignments and when they should be completed (before lecture, before seminar, etc.).
4. Every seminar or set of readings should contain guidance—e.g. questions for discussion, topics to concentrate on, and suggestions about completing the reading. 
5. Should be available on the module’s Blackboard site.
6. Should emphasise that emails should be directed from students’ manchester.ac.uk account.
7. It is desirable that the outline should be provided to students in hardcopy. Ideally, lecturers and seminar leaders should have a few extra copies of the outline to bring to the first meetings.
8. It is desirable where feasible for the list of additional/optional readings or readings for specific assignments be included in the unit outline.
[bookmark: _Toc64479688]Blackboard Sites
1. Should list contact information, offices, and office hours for CUD, and all lecturers and TAs on the teaching team.
2. Should contain the course outline. It is fine to provide it in one file, but the different parts of the outline should also be made available in the relevant parts of the Blackboard site—descriptions of the assignments under Assessments, the readings (ideally with links to digitized content) broken down by week under Course Contents, etc.
3. Should avoid embedding links to e-journals and electronic databases available through the university library. We would like students to become comfortable navigating JRUL’s electronic collections by themselves.
4. Should emphasise that the presence of lecture slides is no substitute for attendance at lectures, which is required.
5. Each Turnitin assignment link should note the deadline, including the time of day.  The covering text should tell students to email a copy to the salc-assessment@manchester.ac.uk email address. Marks should be released to students within two weeks of the assignment deadline.
6. The Blackboard site and all course materials should accord with DSO guidelines. CUDs will be notified of the specific needs of students enrolled in their modules. Common stipulations are transcription-team requests for materials three months before they will be used, and lecture slides to be made available in advance. These should be accommodated as much as possible.  For more information, see http://www.staffnet.manchester.ac.uk/supporting-students/working-with-disabled-students/

Teaching Team
1. Members of the teaching team are individually responsible for uploading their lecture slides to the Blackboard site. Ideally, this should be done before the lecture occurs. Lecture slides should not consist solely of images but should provide key dates/concepts/references to works under discussion, etc.
2. Course coherence is essential, so all members of the teaching team should attend all lectures, unless they have attended those lectures in previous years. Even when members of the teaching team do not attend all lectures, they should communicate regularly so that everyone is aware of all issues affecting the module and of what others’ lectures contain so that the lectures as a whole appear coherent.
3. Student emails should receive a reply within two working days. When members of staff are unable to respond to email within those limits, an out-of-office message should be set specifying when a reply can be expected.
4. Attendance should be taken at all seminars. Seminar leaders are responsible for printing out a roster. 
TAs (Teaching Assistants)
1. Before the start of the semester, CUDs should meet with all TAs to discuss teaching expectations, seminar topics, and assessments.  
2. TAs are paid for 2 hours preparation per teaching week per course (regardless of how many classes they teach on that course). It is at individual TA discretion how they use those two hours.
3. TAs (and indeed all seminar leaders) should be provided with a clear teaching plan for each seminar session.  This should include clarity on readings that should be prepared for seminar, topics to be discussed, sources to be considered, and any other material students must master for that week’s topics. This can simply be outlined in the unit handbook, or it can be prepared in some other way. It should also be made clear to TAs any elements they are expected to develop themselves.
4. CUDs must review every TA’s teaching early in the semester.  A school teaching evaluation form will be provided to fill out for the information of the L2 Undergraduate Programme Director (who is responsible for TAs) and to keep on file in the department. If there is a timetable clash, another member of the teaching team should do the evaluation in the CUD’s stead. If no member of the teaching team is available due to timetabling, contact the L2 UPD as soon as possible to make alternative arrangements.
5. CUDs are responsible for moderating coursework marking by TAs and inexperienced members of staff, as outlined in the staff handbook.  Assessment deadlines and release dates should be timed to allow both first marking and moderation before marks are released to students, which is when the work is de-anonymised.
6. Where possible, TAs with experience teaching on a module should meet with TAs new to it to discuss seminar provision.
7. After the end of the module, CUDs and TAs should hold a debriefing meeting to discuss strengths and weaknesses of the teaching, and of the assessments.
8. TAs are not required to hold regular office hours (their contract requires an average of one hour per week ‘out of hours contact’); office hours are the responsibility of CUDs and lecturers. TAs can, of course, schedule a regular one-hour office hour should they wish but they can also use the time for sending and responding to emails.
9. TAs are not required to attend lecturers although they may find that doing so helps with preparation. In order to assist TAs (and comply with DASS policies), all lecture materials should be uploaded in advance.  
10. TAs will not usually have access to the shared drive on which DASS requirements are listed. CUDs therefore need to update TAs regarding students in their seminar groups with special requirements. The best way to do so is to email the TA a password protected copy of the PDF file, reminding them to delete it at the end of the semester.
[bookmark: _Toc64479689]Assessments, marking, feedback and moderation
[Assessment officer]
[bookmark: _Toc64479690]Assessments
Forms of assessment in courses
[bookmark: _Toc364352258][bookmark: _Toc364451253]The quantity of assessment required for courses at different levels is specified in the SALC assessment guide, which provides more detailed information on all of these matters. The maximum notional word ‘pot’ for summative assessments is 4000 at L1, 5000 at L2, and 6000 at L3. That equates, to give an example, for a 20-credit L3 course to a two-hour exam (notionally 2000 words), weighted at 50%, and two pieces of coursework of 1500 (20%) and 2500 (30%) words. These are notional figures: what is ‘equivalent’ to these word counts can be almost any form of assessment that you devise to challenge your students (community history project, portfolio, website, poster, documentary analyses, museum curation, schools-based project, site report, etc.). At least one piece of written feedback must be returned to the students by week 7 of the semester. All assessment is both formative and summative, except for the L3 thesis, which is only summative (there being no further work for students to undertake on receiving their feedback). In History, our policy since 2011 is to have no formative-only assessment, i.e. formal assessment that bears no weighting in the calculation of the course mark. We can, of course, check to see if students have done their reading, or set planned activities as part of the seminars for which students are required to do especial preparation, and on which we might give verbal feedback (e.g. an in-class presentation or student-led seminar activity). You may assess 100% by coursework if you have a rationale for doing so. At L3, about half of colleagues opt for a standard model of two pieces of coursework and one two-hour exam, but about half do other things. Follow your instincts. Remember, though, that the inclusion of an examination has the advantage of extending the student’s learning and active engagement with the course by several weeks. Feedback must be returned within 15 working days (where there is no further assessment in a unit, you can take up to 20 working days if this will not have an adverse impact on student performance). Coursework submitted late should receive feedback within 15 working days of the actual submission.
Examinations
Guidance for producing exam papers
These short guidance notes are intended to encourage consistency and clarity across all our exam scripts, both in structuring questions and in the presentation of the whole script. 
1. Exam scripts should have a minimum of 8 questions and a maximum of 12 questions.  More than 12 questions might overwhelm the student, and simply require too much time to read through. Questions should not overlap with those set for coursework essays, or invite students to repeat material already submitted for credit. Your examination should, ideally, test a different analytical skill, and not just repeat the form of your essay questions. So, for example, your essay questions might all focus on the close interrogation of primary sources, or types of source, whereas your examination questions might be more thematic.
2. When selecting constructions to word your questions (i.e. ‘To what extent’, ‘How far’, ‘Evaluate’, ‘Assess’, ‘In what ways’ etc.), aim for diversity. No more than 25% of the questions in the paper should follow the same form.
3. Be aware that the use of ‘assess’ and ‘evaluate’ in questions requires higher-level cognitive responses than the use of words such as ‘examine’ and ‘analyse’. Consult Bloom’s Taxonomy for a basic framework of response levels, and helpful terminology for setting exam questions! Consider the intellectual level of the questions: avoid questions that have too many ‘moving parts’ and so present opportunities for misunderstanding.
4. Do not set questions that encourage simple ‘yes/no’ responses, unless there is a genuine intellectual problem at stake, or that will generate undifferentiated lists or boring, descriptive answers (‘What were…’ questions).
5. Do not set questions that are identical to those set for the same examination in previous years. This only encourages memorization of pre-learned answers.
6. Check for consistent use of capitalisation. Follow English-spelling norms throughout. For example: characterise NOT characterize.
7. All adjectival forms are hyphenated – for example:  nineteenth-century England, the early-eleventh century.   
8. Use single inverted commas (‘_’) and NOT double (“_”) for quotes.
9. When referring to a specific person in a question, always provide their full names, unless they are widely considered to rank among those names deemed ‘canonical’ (i.e. Marx, Luther, Weber).  
All exam papers are considered by a twice yearly scrutiny committee, which considers the quality of the questions set and ensures parity of intellectual standard across courses at the same level. If you are new to Manchester, you might also want your assessed essay questions to be looked at by your mentor, a senior colleague or the assessment officer.
Online exams are possible: contact elearning@manchester.ac.uk.
More samples of past exam papers are available through our library pages (http://www.library.manchester.ac.uk/searchresources/exampapers/). 
[bookmark: _Toc64479691]Marking, feedback
Assessment Criteria and Grade Descriptors
As from 2017-18, new SALC Grade Descriptors for Written Work and Examinations have been introduced. SALC has approved grade descriptors for other types of assessments including poster presentations, and portfolio work. These descriptors, along with the new Reduced Step Marking Scale, are available for all staff to use. Feedback forms and descriptors for other types of assessments are available online http://www.alc.manchester.ac.uk/staffintranet/undergraduate/feedbackforms
[bookmark: _Toc364352265][bookmark: _Toc364451260]Marking
1. Mark coursework and moderate if you are a CUD responsible for a course co-taught and co-marked by TAs and colleagues, taking care to return feedback via Turnitin on time. You will need to ask your TAs to complete their marking within ten working days of submission, giving you a further five working days in order to undertake moderation as CUD before release of marks.
2. If your course has an exam component, promptly collect scripts from the History Office. Mark these and, if TAs are undertaking examination marking, moderate these as CUD. Use the designated examination feedback forms, and return scripts on time to the History Office along with the revised marks grid. 
3. Currently, only BA/MA Dissertations are second marked. All taught courses undergo Course Moderation through selective sampling (see below). The first marker of dissertations should send the second marker an e-copy of all the feedback forms filled in during first marking.  This should be done automatically, without the second marker having specifically to request them.
Feedback
All coursework in the history department is submitted online via Blackboard - Gradebook/Turnitin, and all feedback delivered there. Deadlines for history work should be 12.00 (midday) on Monday to Thursday. (Friday deadlines cause problems if there are IT difficulties, and no staff available, or no-one on hand at Turnitin HQ in the U.S., to resolve them.) We all have to explain to the students exactly how we will mark their work: this is an NSS question. Students must be told exactly what will be appraised and how, and if you have particular requirements that are new or unusual (i.e. not part of their training) then you must flag this up to them and clearly state what you are looking for in their work. 
Formative Feedback (comment field in Tii)
[bookmark: _Toc364352266][bookmark: _Toc364451261]It is imperative that we provide comprehensive and high-quality feedback in a timely manner to our students. This is one of the most important things that we do. There are many ways to provide good feedback, but there are some things we must do, and also some wrong ways to do this job.
1. All feedback must be provided under four main headings:  (Structure and Argument – Knowledge and Understanding – Use of Sources – Style and Presentation). Each requires a substantive comment of at least three full lines, in which it is made clear in a direct and targeted manner how the student might improve. Feedback should be ‘feed-forward’. Resist the temptation just to summarize what the student has already done. ‘In your next piece of work, you should…’ is much better – it’s an actionable instruction that will help the student to improve. Our external examiners regularly comment on the effectiveness of our provision of feedback using these headings. If you are CUD of a L1 or L2 course with GTAs undertaking marking duty, it is imperative that you instruct your GTAs to provide feedback under these headings and in this way.
2. Make specific reference to the criteria outlined in the grade descriptors, if you want to express a judgement at any point about the standard reached. This will help your mark to match your comments: don’t describe a piece of work as ‘good’ if you’re only going to give it a 50.
3. Avoid at all costs ‘lecturer speak’. It is incomprehensible to students if you say ‘you need a more robust argument’, unless you explain what you mean with an example and an actionable instruction.
4. Avoid the temptation to cover the essay in in-line comments. These are of little use to students and at worst confusing or dispiriting to receive. They waste your time to add. Use them sparingly, to identify examples to which you make reference in your final comments. Don’t add single-word comments (‘good’, ‘No!’, etc.)
5. Balance the overall tenor of feedback: negative enough to make it clear why the mark is not higher, but positive enough to motivate on-going pursuit of excellence and knowledge on the topic. It is very important that the tone of the feedback should match the mark awarded.
6. Avoid using judgemental language directed ad hominem, and formulate comments to the student in a factual manner, directed at their improvement. ‘You will need to read about twice as much as you have done for this essay in order to understand and evaluate a range of scholarly arguments sufficient to achieve a mark in the next class’ is fine, but ‘You are a disappointing student, because you do not read enough’ is not fine.
7. Be mindful in your comments that some students will have registered disabilities – be sensitive in the language you use about grammar, sentence construction etc. 
Turnitin
This is our online marking system used for most assessments. 
Staff should organize the marking of all their assessment through Tii. This makes work much easier for our administrators, but also for second markers, moderators and external examiners. 
See below regarding eLearning/Turnitin on how to set up an assignment and how to mark. 
[bookmark: _Toc64479692]Moderation
‘Moderation/TA Moderation’ is also done by CUDs, internally within a course, and before marks are released to students, in order to align marks delivered by TAs and colleagues also teaching on the course.  ‘Course Moderation’ is done by a designated colleague within the Department.  ‘Second Marking’ is also done by a designated colleague within the Department.
Guidelines for Moderation/TA Moderation in History through Selective Second Marking
Executive abstract:
[bookmark: _Toc64479693]Moderation
a) Course material, BB provision, assessement regime/questions
b) Coursework, no second-marking per se but ‘sample scrutiny’, 20% sample, analysis of statistics, also historically for recurring courses (identifying out-of-line averages), consistency/cogency of marking, as a rule no changing of individual marks but lifting/lowering (‘scaling’) all marks, report, possibly difference mitigation with CUD/markers, then sample with report sent out to external:
1. Stats in line with previous iteration of course, spread of mark ok?
2. Mark and comments harmonized and using Grade Descriptor controlled vocab? 
3. Full range of marks been used (within reason)?
4. Feedback appropriate (quantity, style, feeding-forward)
5. Team taught courses: marking consistent across markers? 
Scaling is not done lightly and, as a rule, only because of issues with assessments/teaching not simply to bump up an average.
Work marked by TAs and ‘inexperienced markers’ should be moderated throughout the year as standard practice. This is done by the CUD. Where the CUD is a new member of staff, moderation should be done by the CUD’s mentor. ‘Inexperienced markers’ are defined in the SALC guidelines as staff in their first year of teaching at the University of Manchester. It is good practice for inexperienced markers to seek sample moderation from their mentors. The purpose of moderation is to provide a safety check on the general appropriateness of marking standards within the department.
The work that should be moderated should be selected based on the following:
· 25% minimum sample for TAs and inexperienced markers. For small groups this should be a minimum of 5-7 scripts for each marker.
· For Level 2 courses, a representative sample selected from each ten per cent band. This sample should include the work of the highest scoring candidate, and the lowest if there are no fails.
· All fails
· Problem cases for which further advice is required by the first marker. 
CUD Moderators can recommend revised marks for individual candidates in the fail or borderline categories, or if their advice has been sought to help resolve problem cases. They may also recommend scaling marks to ensure consistency across all courses. Changes recommended by the moderator should be recorded on the appropriate forms (TA Moderation Form obtainable from the History Office).
Copies of the completed TA Moderation Form should be sent to the History Administrator (history.administrator@manchester.ac.uk )
Course Unit Moderation in History through Selective Second Marking
Once the provisional aggregate marks for a course unit are available (i.e. after exam marking including moderation by CUD of exam marking by GTAs), other internal moderators scrutinize both coursework and examination scripts together for a sample of students on that course. Sampling for moderation is normally done by the History Office, not by CUD or the moderator. The role of the Course Unit Moderator (CM) is primarily to assess classification. The CM should ensure that marks are fair, maintaining our standards, and consistent across all class bands within the course. CMs should ordinarily not be concerned only with marks on individual scripts.
What you should do as a Course Unit Moderator:
· Recommend revised marks for individual candidates in the fail or borderline categories, or if your advice has been sought to help resolve problem cases.
· If the CM believes that the level of marking in the representative sample (or particular subsection of it) is significantly out of line with marking norms in History, s/he should recommend scaling of marks for the entire cohort (see guidelines below).
· At Level 3 be watchful without being overzealous in arbitrating borderline course marks. It is entirely possible that perfectly justifiable component marks make up a borderline overall course mark for a student.
· Record comments electronically on the Course Unit Moderation Form (circulated separately). CMs should record only their general observations or recommendations, in the space provided. It is no longer necessary to provide each individual piece of work with a mark. 
· Comment in general to the CUD about the nature of questions set and the type of feedback provided, if appropriate and if necessary – think of moderation as an opportunity to exchange best practice and good ideas (courteously). From 2017-18, these comments will have to be recorded in a separate moderation form (circulated separately).
What you should not do as a Course Unit Moderator:
· NOT add to, alter, amend or revise the marks grid in any way; it is provided for reference only. 
· NOT normally seek to adjust the individual marks in the representative samples only, unless the CM is prepared to recommend scaling of marks for the entire cohort, or in the case of a fail mark or other exceptional circumstance (e.g. instance of malpractice in a piece of work that you have identified as moderator)
· NOT mark blind but should consult the feedback forms and exam markers’ comment sheets and the GTA moderation form (if appropriate). 
Recommending Scaling Marks for Particular Assessments
Altering the marks for an entire cohort of students should not be undertaken lightly, but it is occasionally necessary. In order to ensure consistency and to guarantee that marks fairly reflect student achievement, however, it is sometimes necessary to adjust the complete run of marks for a particular assessment. If the CM finds that marks are out of line by an average of more than +/- 3, i.e. one full ‘step’ in the Stepped Marking Scheme, then the recommendation can be made to scale all individual marks by an appropriate amount to restore parity. It is possible (and more normal) to scale marks for a particular assessment component only, for a particular marker more severe or more generous than others on the same course, or for a particular grade band. Even more refined models of scaling can be applied (e.g. to ‘stretch’ marks in the upper and lower bands): see the SALC Assessment Guide for exact details, or consult the Assessment Officer for guidance. 
To sum up, the purpose of Course Unit Moderation is to provide a safety check on the general appropriateness of marking standards and to satisfy the External Examiners that a robust moderation has been in operation rather than a rubber stamping of the first marking.
Checklist for second markers of dissertations
History policy is that BA/MA dissertations will be fully double marked (not blind). As they are fully double marked, not sampled, second markers can suggest a mark change to individual dissertations. The final mark must be on the Stepped Marking Scheme. In other words, if the first and second markers have suggested marks of 68 and 72, you must agree on one or the other: you cannot split that difference and award 70, or any other mark not on the scheme.
1. Mark the dissertations sent to you.  This should be done by entering your comments electronically under ‘Internal moderator’s comments’ on the e-copy of the feedback forms already filled in by the first marker and sent to you by him/her.
2. Second markers should enter the mark they would have awarded to the thesis. If the mark is the same as that awarded by the first marker, the first mark may stand.
3. When the marking is done, second markers should discuss the differences they may have with first marker’s grades with the first marker.  First and second markers should do their absolute best to reach an agreed mark. A statement of the rationale behind the agreement should be recorded on the feedback form. Avoid ‘splitting the difference’ for the sake of convenience: discuss the reasons behind the award of different marks thoroughly, and then come to a mutually-acceptable decision.
4. Where first and second markers cannot reach agreement, or in very problematic cases, the Assessment Officer should be notified, and a third internal marker can be appointed to resolve the disagreement before the work is sent to the External Examiner. This is standard practice and a much better way to resolve cases where there is a wide disparity between marks than trying to settle on a mid-point that satisfies neither marker.
[bookmark: _Toc64479694]Progression, examination boards
Compensation, Resits & Failures
· L1 & L2 students who fail up to 40 credits (two courses) with a mark of 30 - 39 are automatically ‘compensated’: the failing mark goes on their transcript, but they are awarded the credits required to progress.
· L1 & L2 students who either fail one course with a mark of 29 or less, or fail more than 40 credits cannot be compensated. Instead, they must resit/resubmit work during/by the resit/resubmission period in August. If successful, the original failing mark goes on their transcript, but they are awarded the credits required to progress.
Degree Class
A student’s degree class is calculated through a combination of their average mark and the number of marks they achieve in a particular class.
A student requires either an average of 70, or an average of 68.0-69.9 AND eighty credits in the third year at 70+, to secure a First; and likewise descending through the classes. 
All History UG students’ final average is weighted Level 1 - 0%, Level 2 - 33%, Level 3 - 67%, with the exception of the M-Hist.
M-Hist. students final average is weighted L1 - 0%, L2 - 20%, L3 - 40%, L4 - 40%. The MHist. is being phased out, and only a small number of students remain on this programme.
[bookmark: _Toc64479695]Plagiarism and Academic Malpractice
Plagiarism
Poor practice (a flexible definition) the mark deals with through appropriate marking and feedback (assessment officer can advice), malpractice goes to a hearing (through assessment officer). 
Malpractice (plagiarism, self-plagiarism, collusion etc.): https://documents.manchester.ac.uk/display.aspx?DocID=35621
short guide SALC Academic Malpractice Procedure Summary for Staff
Flowchart: https://documents.manchester.ac.uk/protected/display.aspx?DocID=51106
Serious cases of plagiarism are relatively rare in SALC, although you may occasionally encounter instances of poor academic practice. It is important to decide whether a piece of work demonstrates poor academic practice (e.g. inadequate referencing; paraphrase that is occasionally too close to the original text; ‘quote run-on’, where the original words extend a little beyond the limit of the marked quotation; verbatim passages that carry a correct citation but are not enclosed within quotation marks, etc.), and are indications of carelessness or poor understanding of what constitutes proper use of sources or outright malpractice (plagiarism and cheating). Poor academic practice should be handled by the first marker and marked down using the grade descriptors and marking scale. Malpractice cases should all be referred to the Assessment Officer, who can also provide guidance as to whether a particular case constitutes malpractice. Malpractice cases involving L1 students are handled in subject by the Assessment Officer; those involving L2 and L3 students are then handled by a School or Faculty panel. In such cases, the student will be summoned to appear before a School or Faculty.
Should a malpractice case need to be handled either by the Assessment Officer or by a School panel, the first marker should prepare the necessary documentation. It is not sufficient simply to refer a case for malpractice solely on the basis of a high similarity score on Turnitin. A copy of the student’s work should be marked up in parallel to the sources, which need to be located and provided. Letters or numbers (or a combination) should be used to identify parallel passages. These should also be underlined (the Turnitin identification colouring does not photocopy well).
Please note: where a student’s work demonstrates ‘poor’ practice rather than malpractice, this should be made explicit in the feedback and the fine line between poor practice and malpractice made absolutely clear. If we cannot evidence warnings being given in explicit terms and/ or guidance on plagiarism being made absolutely clear, it is possible that students who do commit malpractice will not be penalised. It is, therefore, essential that poor practice is a) made explicit and b) penalised in the mark awarded and that this is explained to the student. This is different to marks recorded for cases that are ‘malpractice’ and will go to a School or Faculty panel (see below). 
Recording Marks for Plagiarism Cases
Markers should record a pre-penalty mark on the feedback form, indicating that this is the notional mark that the portions of the work uncontaminated by malpractice would have received. In relatively minor cases of malpractice (e.g., where the malpractice is highly localized), the School panel may make a deduction from this pre-penalty mark (e.g. a deduction of 10 percentage points), rather than record a mark of 0%. If the work is so heavily plagiarised that no mark can be awarded, the mark should be left blank. 
Minimizing Cases of Plagiarism
Teaching staff responsible for assessment can minimize the opportunity for academic malpractice by following a few simple practices: 
(a) Wherever practicable, try to vary assessment tasks and topics from year to year. 
(b) Consider forms of assessment requiring the demonstration of the understanding of knowledge rather than the relatively straightforward repetition of such knowledge. 
(c) Ask students to submit a draft or outline of major pieces of work such as long essays. This allows useful formative feedback, affords the opportunity to spot possible plagiarism, and helps to combat plagiarism from the web. 
(d) Tell students how Turnitin works and show them how it identifies sources from material on the web, in books and journals and in work submitted previously. 
(e) The default setting is that students cannot routinely submit their own work to Turnitin. However, if academic staff wishes to carry out a trial session of submitting students’ work to the University’s plagiarism detection systems in order to demonstrate to students how work can be checked for originality, staff should contact the e-learning team, who will be able to assist with this. 
(f) Give students explicit guidance on the appropriate styles of referencing, the need for bibliographies and their layout, etc. 
(g) Make it clear to students working in groups or teams how assignments arising from their legitimate collaboration are to be assessed and to what extent ‘shared’ material may be appropriate in individual assignments submitted for assessment. 
(h) Where students are involved in the assessment of each other’s work, always discuss the criteria for the assessment thoroughly with the students, and make sure that they understand them; it may be advisable to reserve to yourself some degree of moderation. 
(i) Refer all students back to the History in Practice Handbook which contains clear guidance on referencing and avoiding plagiarism. 
More advice on plagiarism and academic malpractice can be found here:
http://www.tlso.manchester.ac.uk/map/teachinglearningassessment/assessment/sectiond-theprocessofassessment/academicmalpracticeincludingplagiarism/
[bookmark: _Toc64479696]Essay mill work – contractual cheating 
https://documents.manchester.ac.uk/display.aspx?DocID=50362
checklist to go over when assessing a suspicious piece:
https://documents.manchester.ac.uk/DocuInfo.aspx?DocID=50361
Summary: 
Follow instinct and common sense. If something feels off, the style seems strange, the question is not properly addressed and/or addressed as if your teaching did not happen at all and if the plagiarism check in Tii comes out relatively high (set checker to include refs; if you see entire blocks of referencing taken from somewhere, that’s a sign) OR extremely low, this might be further corroboration but as I said – the most important thing is your instinct here. It might be a good idea to wait until marks are de-anonymized to have a look at other work done by the student or only de-anonymize the work in question (either by looking up student number (if indicated) or by asking the office).
If you think you identified essay mill work, the school can get the candidates in for a viva voce organized through the assessment officer.


[bookmark: _Toc64479697]Academic Advising
[Teaching and Learning Committee, Head of History]
History is committed to providing its students with excellent academic advice and pastoral care. Each member of staff should offer at least two office hours each week, on different days, and publicise these on their door and in all their course unit information. This information will also be collected by the history office and circulated to all students. Colleagues should keep their doors open during office hours and during consultations with students. 
All students are provided with an adviser who is a member of academic staff in history; some students in joint honours programmes will also have an adviser in another department as well.  This academic is known at Manchester as an academic adviser; some other universities use the term personal tutor. AAs can play a number of formal and informal roles. In most cases, AAs are either acting as History in Practice tutors (level 1) or supervising some of their advisees’ academic work, (long essay at level 2 and dissertation at level 3). 
They are also there to provide advice on coursework, study skills, gaining work experience, and any other difficulties. If illness or personal issues are interfering with a student’s work, they should let their AA know as soon as possible; he or she can provide advice and also put students in touch with other sources of help such as the school Student Support Office.  Students are also told to attend meetings with their AAs at several points in the year which AAs are responsible for organising, though you will be prompted about when to do this. AAs are also responsible for writing letters or recommendations or references.
Academic advisers are notified when one of their advisees has an excessive number of unexcused absences. He or she will arrange a meeting with the student to discuss the pattern of absence and if necessary refer the student to the Student Support Office or other sources of assistance. In serious cases, advisers can also refer students to the appropriate UPD.
First-year students on History Honours, Politics and Modern History, Modern History with Economics, History and Sociology, and any of the History and Modern Languages programmes are advised by the tutor of their History in Practice group. [Note: Students on the following joint-honours programmes will have an History in Practice tutor, but will be allocated academic advisors in their home departments - History & American Studies, History & Ancient History; History & Archaeology; History & Art History; History & English; History & Film Studies),
Second-year students are advised by the supervisors of their Long Essays. Students who are not writing a Long Essay or who are writing a Long Essay supervised by a member of staff in a different subject area are allocated alterative advisers in history depending on their programmes.
Study Abroad and ERASMUS students are advised by the Study Abroad Officer.
Third-year students are advised by the supervisors of their BA dissertations. A student whose supervisor is not a member of the History Subject Area is allocated an alternative adviser in history depending on their programme.
N.B. PMH students writing Long Essays or Dissertations under the supervision of staff in the Politics Department are officially advised by a member of staff in Politics. However, the PMH Liaison Officer is available as an informal adviser and point of contact in the History Department.
[bookmark: _Toc64479698]Meetings between Students and Academic Advisers
The History Department schedules meetings between students and their academic advisers during registration week. During this meeting, advisers will confirm students’ class schedules and ensure they are meeting programme requirements. Students meet regularly with their advisers across the academic year in their advisers’ capacity as supervisors of their History in Practice groups or their L2 and L3 projects.  Additionally, the department holds an annual Academic Advisement Day for L1 and L2 students, usually in early May after Long Essays and dissertations are due. During this day, all first- and second-year students will meet individually with their academic advisers and discuss module selection, supervision for L2 and L3 projects, and career plans.
[bookmark: _Toc64479699]Guidance for Academic Advisers
The preceding document on academic advisers outlines the system for assigning academic advisers in the History Department and the roles advisers are expected to play in students’ pastoral care. We are equally concerned that our students can receive accurate, appropriate advice on all issues and that they know where they can get it and feel welcome in doing so. For this reason, advisers should emphasize early on in the academic year that there are their advisees’ advisers in addition to other roles. We therefore ask advisers to undertake the following:
Registration Week Meetings with Advisees
We schedule meetings between all students and their academic advisers during registration week.  If your meeting with students will not take place in your office, please post a sign on the office door saying where you’ll be. Of course some students will not make those meetings, but do try to get stragglers to come in and see you. Whenever it occurs, in your first meeting with all advisees, remind them you’re their adviser and that they should feel free to come to you with any problems.  Reiterate that you’re happy to provide letters of recommendation and to be a sounding board for thinking about careers and postgraduate work.
During this first meeting, this is the other business you should go through with students:
First Years: Your advisees here are in the History and Practice seminar that you lead. They will therefore all be in one programme (History Honours, PMH, MHE, History and Sociology, History and Languages). Be sure you understand the regulations for the students’ programme; consult the Undergraduate Handbook if necessary and read it thoroughly if it is unfamiliar to you.
· Module selection:  Do students’ modules meet programme requirements? Do they have an appropriate split between semesters?  (Ideally 60 credits in each semester, but 50/70 is fine.  Do not allow students to have a 40/80 split.)  Remind them they need to sign up for seminars as well as for the lectures.
· Students should be encouraged to begin a language, and emphasize it is better to start at level 1 than later in the degree.  

Second Years: These are your L2 long essay students. 
· Go over their course unit selection: have they done it, or are they in the process of doing so?  Are they meeting their programme requirements?  Is their load balanced (again, ideally 60/60, but 50/70 is okay). The Long Essay (HIST 20390) is a year-long module, but generally students concentrate on it as they get toward the deadline in April.  We therefore encourage students to take SIXTY other credits in semester 1 and FORTY other credits in semester 2. Students with a compelling reason to take a heavier load in semester 2 can be allowed to do so, but they should be aware of the dangers.
· Encourage them to start work on their level 2 Long Essay. They will need to turn in a bibliography and approved title/topic in January. The mark for this assignment will represent 10 percent of the overall mark for 20390. Note that the Level 2 Undergraduate Programme Director will be giving three required lectures on the Long Essay. These are timetabled in the student’s calendar.

Third Years: These are your dissertation students. All of them should be enrolled in your level 3 unit as well.
· Go over their course unit selection. Are they registered for all their course units? Do they have an appropriate balance between semesters? Students will have either a 2+2 or 3+1 split across semesters, and should plan accordingly.
· Encourage them to think about their dissertations. If your schedule permits, following the group meeting with one-on-one consultations is a good way to get this started. Note that the Level 3 Undergraduate Programme Director, together with other selected academic staff, will be disseminating information on the dissertation via Bb and at scheduled sessions in the student’s calendar.
· Not also that from September 2017 new guidance will be made available for supervisors to assist discussion with their supervisees on the schedule of their dissertation, including accessing sources, submitting draft chapters, writing up, and managing multiple assessment deadlines around the time of the dissertation submission. 


Meetings during the Academic Year
You should see your AAs at least three times each semester, once during registration week and then in individual meetings across the year. During semester 1, you will also see your History in Practice students weekly during seminars, and Level 2 and 3 students should be seeing you regularly to consult on their Long Essays and dissertations, when you should make an effort as well to discuss their academic progress more generally. You should organise meetings with your advisees after their semester 1 results have been released and feedback made available to go over their performance with them.
Attendance
When you’re notified of an advisee who is absent from class, call the person in as soon as possible. Especially the first time a student has been flagged; your tone should be concerned rather than disciplinary. The Undergraduate Regulations do provide for excluding students who are persistently absent from class, but especially in early meetings the message should be that this is something we very much wish to avoid. (In practice this is unlikely ever to happen, but it remains a theoretical possibility.) There is a correlation between students who have poor attendance and applications for mitigating circumstance, partly because students with decreasing levels of engagement tend to become anxious about assessments and, paradoxically, attendance. Be proactive. Many students have patchy attendance because they believe they are making strategic decisions about the use of their time.  

Mitigating Circumstances
You are likely to be approached by students saying they need extensions for essays and other pieces of assessed coursework. The History Department does not grant extensions.  Unexcused absence from exams automatically receives a mark of 0 and cannot be made up. Late coursework has 10% deducted for every day it is late. Instead of granting extensions, we allow students with real justifications for late coursework to submit a petition for Mitigating Circumstances. When a student approaches you about such issues, you should explain how the Mitigating Circumstances process works and direct them to the Student Support Office who will help them to put in a petition for mitigation. 
http://www.alc.manchester.ac.uk/studentintranet/support/mitigatingcircumstances/.
Contact details for staff in the Student Support & Guidance Office are here: http://www.alc.manchester.ac.uk/studentintranet/support/contact/.
Students (and staff) with disabilities should be encouraged to visit the Disability Support Office for long-term and specialist help (see below for more details):
http://www.dso.manchester.ac.uk/
The Mitigating Circumstances Committee which meets at regular intervals to assess student petitions for mitigating circumstances can do several things.  In the case of coursework that has been (or will be) handed in late, it can reinstate the mark without penalty. In the case of missed exams, it can allow the student to retake the exam during the resit period in August, which allows them to receive the exam mark without penalty. The Committee can also ask the exam boards to consider marks a student has received during a period when illness or other problems interfered with their performance. Exam boards can then exclude certain pieces of coursework from the final mark for the module (though they cannot raise marks).
Exam boards do this when a mark that has been affected by mitigating circumstances is out of line with other marks earned.  For example, a mark of 62 may be adjusted by excluding affected pieces of coursework if a student’s other marks are in the high 60s or above. However, if a student has other marks in the low 60s or below, the exam board cannot take action.  Students frequently assume their marks will be adjusted if they have compelling circumstances, so please take care to emphasize the limits of our process.
It is important to emphasise the following to your students:
1. Mitigation will not result in the changing of any marks, unless penalties for late submission are waived after an assignment has already been marked. 
2. Instead, mitigation may result in some marks being disregarded and the assessment being excused from consideration by the exam board because it was adversely affected. 
3. Students may also be given a mark for a whole unit based on their performance in the parts that were not adversely affected. 
4. It is vital to submit petitions for mitigating circumstances by the deadline for the semester in which the circumstances occurred. These generally occur just after the end of the examination period. Petitions may be rejected solely for missing the deadline. If a student has missed a deadline for reasons related to the mitigating circumstances, this should be made explicitly clear in the petition.

In addition to directing students to the Taught Programmes Office, the Student Support Office, or the Mitigating Circumstances URL, you should emphasize the following:
· The Mitigating Circumstances Committee can only grant petitions after it has met. Students may therefore experience some delay before learning their petitions have been approved.
· You cannot guarantee a petition’s being approved, though the Committee is entirely reasonable and humane. That doesn’t mean you should leave students wondering whether chemotherapy might not be a sufficient excuse for a two-day delay handing in an essay. But you also don’t want to promise approval of a questionable case
· A student’s request should be reasonable. A two-day bout of illness is unlikely by itself to justify handing an essay in two months late.

Disabilities
The DSO will suggest ‘reasonable adjustments’ to help students – this can be addressed to both AAs and CUDs.
[bookmark: _Toc364352285][bookmark: _Toc364451280][bookmark: _Toc64479700]Dealing with Students in crisis
When talking to students having problems it is important to set boundaries in terms of our responsibilities, capacities and our capabilities to help: e.g. I am speaking to you as a supervisor/mentor... I have twenty minutes … what should we talk about?
As academics, we should always avoid the following when dealing with students: 
· Rescue: feeling over-responsible, too much caring
· Avoidance
· Irritation
Students having personal problems, and especially those affecting their work should always be directed to the Student Support Office. Please note: when possible, you should walk a student in distress down to the Student Support office; this is an effective way of enabling students to access support services without encouraging students to become dependent on their academic advisor.   

A simple risk assessment:
· Harm to self, recent history of self-harm, plans to again → if emergency 999, Uni security; if not counselling services, student support colleagues
· Threats to others, as above 
More detailed advice can be found at: http://www.alc.manchester.ac.uk/studentintranet/support/contact/. 
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Careers
In meeting with your advisees across the year, do ask them regularly about career plans. First- and second-year students should be thinking about beginning to prepare CVs and considering internships. Second- and third-year students might also be prompted to think of postgraduate study and pushed slightly harder on career plans.  All students can be referred to programming sponsored by the Career Services Office and also to programming sponsored by the History Society. Regular emails are sent out by the History Office to students to advertise the latest job opportunities, internships and volunteering schemes. Bespoke sessions on planning your CV and career will be offered by the Careers Service as part of History in Practice, and in separate time slots for our L2 and L3 students; some of our UG courses will also have built-in Careers sessions from 2015-16.
[bookmark: _Toc364352286][bookmark: _Toc364451281][bookmark: _Toc64479701]Career Services 
FAQ for 3rd years: http://www.careers.manchester.ac.uk/final 
And further information for staff:
http://www.staffnet.manchester.ac.uk/supporting-students/careers
http://documents.manchester.ac.uk/display.aspx?DocID=22665%20
[bookmark: _Toc64479702]Failing Marks and Progression
You may receive inquiries from students who have failed a module or who have drastic, terrible academic problems.  You can consult the Student Handbook or the departmental advice on exams for the details, but as a pastoral matter you should generally emphasize there are very few problems that are fatal to a student’s academic career.  Failing one course unit at levels 1 or 2 may not require any additional action, depending on how low the mark actually was.  If a student has received a low fail or has failed more than one course unit, he or she will be required to resit the exam for each failed module.  Assuming the student passes this resit exam, she or he will be allowed to progress to the next level, though the student’s GPA will reflect the original mark. A student may also be able to carry a credit, retaking a failed course unit while also taking the next level.  Some students may also elect to restart the year.
Marks at level 1 do not affect degree classification, and marks at level 2 are only 33 percent. (For students who started in 2010 or 2011, it is only 25 percent.) It is thus possible to do rather badly at levels 1 and 2 and nonetheless end up with a good degree.


[bookmark: _Toc64479703]Attendance Monitoring
Attendance monitoring is critically important. 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.
Course Unit Directors
All course unit directors must ensure that attendance is monitored for their modules. Our policy is to maintain attendance rosters in seminars at levels 1 and 2 and for the entire class at level 3. Thus, course unit directors at levels 1 and 2 need to ensure that TAs and other seminar leaders maintain up-to-date records through the centralised monitoring service, Campus Solutions.
In order to do so, every tutor should bring a class roster to every lecture/seminar/workshop at levels 1-3 and at level 4 (PGT/MA) and direct students to sign in.  You should emphasize it is a student’s responsibility to make sure he or she signs the register, and that will be the only acceptable proof of class attendance. Tell students to contact you if they are ill or have another compelling reason not to attend class. Course Unit Directors for level 1 and level 2 courses can return the lecturer registers to the History Office, and the administrators will upload the information to the centralised monitoring service, Campus Solutions. For your level 3 courses, you should enter the attendance roster into Campus Solutions yourself. The website is available here:
https://studentadmin.manchester.ac.uk/psp/CSPROD/EMPLOYEE/HRMS
Your username for Campus Solutions is your Staff number, which you can find on your ID or your payslip.  For Campus Solutions, we don’t use the 0 on the end of the number.  The default password is your birthdate in DDMMYYYY form.
Training is available in Campus Solutions should you need it.  The basic thing to know is that from the opening screen, you should choose “Faculty Center,” then “My Schedule,” and from there choose “Attendance Roster” from the list of classes you teach.  Then choose the date of the class meeting you wish to record.  Students can be marked present, absent, or as having an excused absence. If a student contacts you about an illness, do mark it as an excused absence.  Be sure to save the roster before you exit.
Again, TAs and seminar leaders should do this for the seminars they lead, but it is the CUD’s responsibility to ensure it is done.
Academic Self Service Quick Guide
Campus Solutions is the Student System.  It is accessed via any web browser.  The academic interface has been designed to be relatively simple and this document describes some of the functionality available to you.  If you require more advanced access or problems accessing the system then contact your School administrator.
Logging On
Campus Solutions URL: https://studentadmin.manchester.ac.uk/psp/CSPROD/?cmd=login
Login Id: contact your School administrator to obtain this. 
Password: Your DoB in the format of ddmmyyyy.
Navigate: Self Service->Faculty Center
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[bookmark: _Toc64479704]Postgraduate Taught programmes (PGT)
[PGT Director]
[bookmark: _Toc64479705]MA in History
Please also refer to the MA History Handbook and the School’s PGT Handbook for more detailed information: http://www.alc.manchester.ac.uk/studentintranet/postgraduatetaught/handbooks
The MA in History is designed to offer students the flexibility to devise their own route through the programme according to their personal interests. Students earn 180 credits on the programme through the following structure:   	
i. Compulsory subject specific research training courses: Historical Research 1: Methods, Theory and Sources. Historical Research 2: Research Design (2 x 15 credits)
ii. Core Course                        					(30 credits)
iii. Optional Course              					(60 credits, made up of 
								15 and 30 credit units)
iv. 12-15,000 word Dissertation   					(60 credits)

While some students do the MA part time, it is important for academic staff to be absolutely clear that we do not have the possibility to offer evening classes or change the teaching schedule to accommodate the needs of part-time students.
[bookmark: _Toc64479706]MA History: Core and Optional Courses
Students can choose from a wide range of dedicated Level 4 optional courses. Courses can be chosen from a range of subjects provided by History, as well as from other courses appropriate to MAs offered within SALC, subject to approval by History’s PGT director. Please also direct students to the 15-credit versions of the core courses. . In some cases graduate courses offered by the School of Social Science may be appropriate. Please also note in particular the menu of courses offered by the Centre for the History of Science, Technology and Medicine. 


[bookmark: _Toc64479707]PGT Assessment 
PGT deadlines for assessed work are set centrally by the School. There are TWO deadlines per semester. All MA course units, including the 15-credit ones, must have at least two points of summative assessment. Please check the History PGT programme handbook for details of this year’s deadlines: http://www.alc.manchester.ac.uk/studentintranet/postgraduatetaught/handbooks
[bookmark: _Toc64479708]History MA applications 
Students can apply to study for Masters at pretty much any stage throughout the year. However, if students are applying for funding, they will need to apply usually by January/February. There have, in recent years, been assorted bursaries and studentships available at Masters level. Details of these are usually on the School postgraduate website. 
Students who are studying for a Masters should, likewise, apply for PhD funding by January/. Again, detail of funding available at Manchester is on the School website: http://www.alc.manchester.ac.uk/study/fees-and-funding/

[bookmark: _Toc64479709]Postgraduate Research Programmes (PGR)
[PGR Director]
We offer two research degrees: PhD and MPhil. The PhD is a three-year programme (six years part-time) with the possibility of a twelve-month ‘submission pending’ period, culminating in the submission of a thesis of up to 80,000 words; the MPhil is a one-year full-time (two-year part-time) programme, again with the possibility of a twelve-month ‘submission pending’ period, culminating in the submission of a thesis of up to 50,000 words. We have very few MPhil students, and the guidance below is written for supervisors of PhD students, but most of it applies equally to MPhil students.
Graduate School PSS Contacts:
Amanda Mathews, Graduate School Manager (high-level queries) amanda.mathews@manchester.ac.uk
Joanne Marsh, Senior PGR Administrator (in-programme queries) joanne.marsh@manchester.ac.uk
Julie Fiwka, PGR Examinations, julie.fiwka@manchester.ac.uk
Rachel Corbishley, PGR Admissions, phdsalc@manchester.ac.uk
Andy Fairhurst, eProg, andrew.fairhurst@manchester.ac.uk
[bookmark: _Toc64479710]Admissions and Funding 
· Applicants apply to the University using the online form. Applications are accompanied by a research proposal (up to 1,500 words) and two academic references. Once complete applications, including transcripts etc., have been received, they are sent to the divisional PGR director (for History, Frank Mort). He will forward each application to the nominated supervisor(s) for a decision. Prospective applicants are encouraged to make contact with potential supervisors before applying, and it is desirable to give them some feedback on their ideas at that stage.
· In considering an application, please bear in mind that our aim is to maximise our recruitment of high quality students who have the potential to complete good PhD theses on time. We do not accept a student simply for the sake of numbers. If you have reservations about an applicant, or your ability to supervise the project, discuss the matter with the History PGR director. It is now a University requirement that applicants should be interviewed by two members of staff, but in straightforward cases this may be done by means of an email exchange. In difficult cases a face-to-face or Skype interview should be arranged.

The Divisional Board in November 2015 agreed a set of admissions criteria which include the following:
a. Quality of the proposal. The proposal should give evidence of the applicant’s potential, given appropriate training, to make a contribution to knowledge of sufficient originality to (a) qualify for the award of the PhD and (b) merit publication in some form. [NB: The University’s aspiration is that all PhD students should have the potential to produce work of 3* quality or above. That’s a high aspiration but it helps focus the mind on what we’re trying to achieve.] The project must be capable of being brought to completion in three years’ of full-time study, bearing in mind the applicant’s prior training.
b. Supervisory capacity. We must be able to supply two supervisors with sufficient expertise to supervise the student’s work to successful completion. [We shouldn’t concern ourselves with whether we can supply two if one of the two were to leave; the main thing is that the project and the applicant should not be wholly dependent upon one supervisor’s expertise. One of the two should be qualified to act as main supervisor under the University’s rules, i.e. in particular being not on probation and not due to retire within three years.]
c. Research environment. The student’s project should be such that s/he is capable of contributing to and benefiting from the research environment in the department, the School and the University.  [This means: if the project has no real connection with any current research being done here, we shouldn’t accept a student just because two supervisors can be found who, a bit reluctantly, could supervise the project.]

· There is no formal deadline for applying for a place on the programme. However, students who wish to apply for funding need to be accepted for a place at Manchester in order to apply for funding. For funding applicants, the deadline for applying for a place is usually around the end of January.
· Up-to-date information on PGR funding is available on the Graduate School website at http://www.alc.manchester.ac.uk/graduateschool/funding/.  Please check the information here before giving advice to prospective students. Note that both relevant research councils (AHRC and ESRC) channel their doctoral funding through consortia of universities: we are part of the North West Consortium Doctoral Training Partnership (AHRC) and the North West Social Science Doctoral Training Partnership (ESRC). See also their websites at www.nwcdtp.ac.uk and www.nwdtc.ac.uk. 
· References play an important role in funding competitions. If you are asked to supply a reference, please try to ensure that it is detailed: refer to the student’s overall performance, and not just to his/her performance on your course, and give examples rather than simply praising.
· Visiting PhD Students are admitted by the same process and are liable to pay fees at a similar rate pro rata to that paid by Home/EU PGR students, i.e. approximately £385.00 per month, or £4625.00 for the full year. The programme for which they formally apply is ‘PG Visiting Student Humanities’. They require one Manchester supervisor. Manchester History has an established link with the EUI (European Research Institute) in Florence.

[bookmark: _Toc64479711]Supervision and Monitoring of Progress 
· Under the University’s Code of Practice for Postgraduate Research, all PhD students have two supervisors, designated main supervisor and co-supervisor. History students should be supervised on the basis of either a 60/40 or an 80/20 split. . A 60/40 split is appropriate where two supervisors provide more or less equal intellectual input, and both attend most or all meetings; but one supervisor must be designated main supervisor, and he/she takes overall responsibility for the student. Occasionally, a third supervisor may be appointed, but this arrangement should be used sparingly, e.g. for collaborative PhDs where an external supervisor from a non-HEI organisation is needed.
· All PhD students must also have a third panel member (called the independent reviewer). The independent reviewer’s role is to offer an independent assessment of the student’s progress, and he/she must complete a separate section in each panel report on eProg. For new students from September 2014 onwards, the independent reviewer must be an experienced supervisor who has supervised at least one student to completion, either as main or as co-supervisor. The independent reviewer is appointed by the History PGR director in consultation with the supervisors. 
· The primary responsibility for pastoral support for PGR students rests with their supervisors. But each student has an advisor who is available for support, especially in the event of problems in the supervisory relationship. The History PGR director acts as advisor to all History students, except when he is one of the supervisors: in these cases the Divisional Head takes on the role. 
· The panel meets with the student at the end of each semester for full-time students, and at the end of the second semester for part-time students (but part-time students should have a mid-year review with the two supervisors at the end of the first semester). The panel’s primary purpose is to review the student’s progress and to confirm whether or not that progress is satisfactory. That is its formal duty. In addition, panel meetings allow the student and the supervisory team to take stock of the project at regular intervals, and they help prepare the student for the viva. If the panel decides that a student’s progress is insufficient, it should, in the first instance, give the student a clear indication of targets to be reached before progression can be confirmed: thus the June panel might decide to reconvene in early September to consider a revised draft. If progress is still inadequate, the panel may recommend that the student’s registration should be terminated, or that he/she should transfer to the MPhil and write up the thesis in line with the requirements of that degree. PhD students are initially registered on a probationary basis, and the second panel meeting has a formal role in confirming that the probationary period has been satisfactorily completed. 
It is very important that panels should be held at the due time. Do not wait for the student to complete an appropriate piece of work before scheduling the panel: the student who is always late completing work is precisely the kind of student to whom the panel needs to give a warning about progress. Make sure that you, as main supervisor, agree with the student well in advance what work they should submit for the panel: from panel 2 onwards, it is usual to require a chapter-length piece of work (8,000 - 10,000 words is an appropriate target). 

PhD students’ progress is managed electronically using eProg (for technical help and explanations see http://www.alc.manchester.ac.uk/staffintranet/postgraduateresearch/supervision-resources/, the PSS member in charge is andy.fairhurst@manchester.ac.uk). Use of this is mandatory for students and supervisors alike. All your PhD students will appear on this system (accessed through My Manchester) alongside a timetable of progression goals and supervisory meetings. It is the student’s responsibility to keep his/her supervision record up-to-date on eProg. The main supervisor is responsible for ensuring that this happens. It is also his/her duty to record panel decisions, which are then authorised by the other panel members. The final stage of authorisation is done by the PGR Director, after all of the other members of the Panel (staff and the student) have completed the eProg form. If the panel expresses concerns, these should be recorded on eProg, even though the decision is to recommend the student’s progression. Students who fail at examination (they are few in History) often appeal, and the commonest ground of appeal is inadequate supervision. The best safeguard is a clear paper-trail of warnings to the student.

‘Submission Pending’
The PhD programme is three years full-time or six years part-time. It is important that students should plan on completing within this period: i.e. the submission pending period should be regarded as a facility that may be available if the timetable slips, but should not be regarded as an integral part of the programme. Students who wish to take advantage of the submission pending period must apply to the School to do this; it is not a right. They must ensure that they have completed the substantive research before the submission pending period begins, and that they have a clear timetable for completion which the supervisory team can monitor. Don’t say to students things like: ‘No-one in History ever completes in three years’ – first, it isn’t true, and second, a student admitted to a 3-year programme could legitimately complain if s/he is subsequently told that it is impossible to complete the programme in three years.
Note that students in the submission pending period are not considered to be either full-time or part-time, because it is not an extension of the programme. That is why the length is the same – 12 months – for students who were previously part-time and for those who were previously full-time.
[bookmark: _Toc64479712]Research Training 
The PhD is defined by the University as a programme of supervised research and training, and all PGR students must undertake a programme of research training as agreed with their supervisory team. ‘Training’ is interpreted broadly, and includes ‘training by doing’, e.g. giving a conference paper, as well as attending formal courses. It embraces career development activities as well as forms of training necessary for the completion of the PhD thesis. The School provides a rich variety of training opportunities through the arts@manchester programme, but students are also encouraged to take advantage of the full range of training events offered within the Humanities Faculty’s Researcher Development programme, including methods@manchester, which is the social science counterpart of arts@manchester. Information on training opportunities can be accessed at http://progresstraininghub.humanities.manchester.ac.uk. Your PGR students must record the training they have completed via eProg, and the panel is responsible for confirming that this is sufficient. Supervisors therefore need to be familiar with the range of training and development options open to students in order to advise them appropriately.
There are extensive opportunities for PGR students to enhance the impact of their research and their employability by spending time outside the University, for example on overseas institutional visits or on placements in non-HEI organisations. Students funded through the NWCDTP or the NWSSDTP can benefit from an extension to their funding to enable them to undertake opportunities such as these, and supervisors should be alert to the need to encourage students to make the most of these opportunities. Relevant schemes include:
· AHRC’s International Placement Scheme: http://www.ahrc.ac.uk/funding/opportunities/current/internationalplacementscheme
· RCUK Policy Internship Scheme http://www.rcuk.ac.uk/skills/policy-internships-scheme
· British Library Placements https://www.bl.uk/news/2018/january/phd-research-placements-2018

In addition, the Faculty of Humanities has a PGR Placements and Partnerships Officer, Dr Louise Davies (louise.davies-2@manchester.ac.uk), who can advise on placement opportunities.

Submissions, Examinations
The administration of PhD thesis submission and examination is now managed via eProg. The PSS member who oversees the process is Julie Fiwka, julie.fiwka@manchester.ac.uk 
The student begins the process, about six weeks prior to the intended submission date, by completing the Notice of Submission form located in the ‘Examination Summary’ tab within eProg. This will be visible only at the point when the Notice of Submission is due, so any student wishing to submit early (i.e. before the end of their period of registration) will need to apply to the School’s PGR director for permission and, once this has been obtained, should contact the Graduate School Office for access to the form.
Once the student has completed the Notice of Submission form in eProg, the main supervisor will receive an automated email advising him/her of the requirement to complete the nomination of examiners form, via eProg. Once this is completed the electronic form moves to the PGR Director who approves or rejects the nominations via the system.

It is the main supervisor’s responsibility to nominate examiners: usually, one internal and one external examiner, in line with the University’s policy on the nomination of examiners (at http://www.staffnet.manchester.ac.uk/services/rbess/graduate/code/submissionandexamination/). Possible names should be discussed with the student in advance, and it is generally a good idea to sound out a potential external examiner well before the student completes the Notice of Submission form. Please note the following points:
· The appointment of internal examiners in History is co-ordinated by the PGR director to ensure equitable distribution of work. 
· If the internal examiner has not previously examined a PhD, a second internal examiner must be appointed. The latter does not necessarily have to possess subject expertise, or to read the thesis, but should chair the examination. This regulation is primarily intended to safeguard the interests of the student by ensuring that the external examiner’s opinion is subject to an effective check.
· It is desirable to consider the appointment of an independent chair in some cases, usually where you as supervisor anticipate possible difficulties which might lead to an appeal. An independent chair should have substantial experience of PhD examining.
[bookmark: _Toc64479713]Internal examiner
The internal examiner is responsible for making arrangements for the viva voce examination. This involves:
· Contacting the external examiner once the thesis has been sent out to set up a viva date, which should be within two months. Do not wait until you have both read the thesis: that is a recipe for delay. It is best to check with the candidate at this stage.
· Hosting the external examiner on the day. If you take him/her for lunch, you can reclaim reasonable expenses: contact Julie Fiwka about this.
· Holding the examination in your office, or (if you prefer) booking alternative room. The Graduate School has a dedicated room (called the ‘viva suite’) for this purpose, and Julie Fiwka can book this for you.
· Informing the office of arrangements.
The two examiners must each write a pre-viva report and exchange these prior to meeting before the viva. This can then inform the issues to be raised in the viva.
A viva will normally last between one and two hours: an hour and a half is quite typical. Since performance in the viva is an integral part of the examination the examiners should not divulge the outcome until the end of the viva. At this point the result is subject to ratification by the School’s PGR Committee (in practice, usually by the PGR Director taking chair’s action), but you should tell the candidate what your recommendation is, except in those rare cases where you need to take advice.
Recommendations are as follows:
Ai: award with no corrections
Aii: award with minor corrections (usually one month is available)
Bi: refer for revisions of presentation or detail; no further viva required. 6 months allowed.
Bii: refer for revisions of presentation or detail; further viva required (it is possible for the examiners, on receipt of the revised thesis, to waive the viva requirement). 6 months allowed.
Biii: refer for further research; a further viva is required. Again, the viva requirement may subsequently be waived. 12 months allowed.
Ci: reject for PhD but award MPhil
Cii: reject but award MPhil subject to minor corrections
Ciii: reject but allow resubmission for MPhil
Civ: reject. No award or resubmission.
The internal examiner is responsible for sending the completed examiners’ report to the Graduate School office within three working days of the examination. This must be a joint report, not a compilation of two separate reports. Where the recommendation is to refer for resubmission, it is important that the report should be very clear about the changes required.
For further information:
University policies: http://www.staffnet.manchester.ac.uk/services/rbess/graduate
Humanities PGR supervisor resources: http://www.humanities.manchester.ac.uk/humnet/our-services/postgraduate-research/regulations/supervisors
Humanities Researcher Development programme: http://www.humanities.manchester.ac.uk/researcherdevelopment
ALC Graduate School http://www.alc.manchester.ac.uk/graduateschool (see especially ‘Documents and Resources’, ‘Training’, ‘Funding’)


[bookmark: _Toc64479714]Research
[Research Director]
Research is one of the highlights of an academic job. For those with contracts that specify that we should teach and conduct research, time devoted to research is supposed to occupy 40% of our workload (with 40% spent teaching and 20% doing administration). For practical reasons, much of our research time takes place outside University teaching terms, though it is standard practice to nominate one research day during term-time free from teaching. In addition, after every 6 semesters of teaching you are normally entitled to apply for institutional research leave of one semester.
You are expected not only to undertake research, but to publish your findings and to apply for external grants to support your research activities. Excellence in research gives you personal rewards in the form of promotion, aids the department’s score in the nationwide Research Excellence Framework Exercise (or REF) which takes place every few years, and provides less measurable but nevertheless important benefits such as building one’s scholarly reputation and providing job satisfaction.
[bookmark: _Toc64479715]Publications
· What you publish and where you publish will depend on your area of expertise, but here are some general rules to take into account:
· Always aim for well-respected publishers and journals and generally avoid those who do not send material out to readers for peer review.
· As long as the REF process continues you should aim for at least 4 strong publications every 5-6 years. This is an absolute minimum, and for promotion and other purposes you may need to do more than this. However, always avoid over-committing and try to concentrate on publishing to the highest possible standard.
· We should all be aiming for articles that will be ranked 3* (internationally excellent) at least in the REF. The difference between 2* and 3* is that the 3* will make explicit the significance, originality and rigour of a piece of research for the scholarly community; 2* pieces tend to make limited claims in relation to a specialism or a specific debate.  Put bluntly – you need to address the ‘so what?’ question and be thinking about how the questions we address on very specific topics might speak to a broader community of scholars.  
· You must ensure that your publications conform to the University of Manchester’s Open Access regulations. Open Access means that items of scholarly work are made available online in a digital format at no charge to the reader and with limited restrictions on re-use. All peer-reviewed research articles and conference proceedings with an ISSN must be Open Access. Open Access regulations may be different for publications linked to external funding grants. For an outline of the University’s Open Access policy and advice on how to conform to it, please use the following link: http://www.library.manchester.ac.uk/using-the-library/staff/research/services/open-access-at-manchester/policies/
· The history research co-ordinator and other senior colleagues will be a good source of advice on research and publication strategies. You can also have a research mentor.


[bookmark: _Toc64479716]Research funding
Securing research funding not only boosts your research efforts but also your CV. It can also provide you with opportunities to build a research team and support and direct the research of the next generation of scholars. There are various bodies to which you can apply for funding. The most appropriate for historians are the Economic and Social Research Council (ESRC), the Arts and Humanities Research Council (AHRC), the British Academy, the European Research Council (ERC), the Wellcome Trust and the Leverhulme Trust. There are many other UK, European and international bodies and institutions that also offer either grants or fellowships: these are often specific to certain areas of research and you should find out which might fund the fields you work in. Many bodies, including the ones listed, also put out calls at certain times for bids on particular themes which are well worth thinking about if your research could fit. The research office often sends out calls on the School mailing list. These often have relatively short turnaround periods so keep an eye on email and open emails from the Research office immediately. The Faculty and University also offer a series of grant opportunities throughout the year: attend your emails.
Successful award holders in any department tend to be the people who put in bids on a regular basis in the knowledge that a fair proportion will be rejected but that some will be successful. If you are new to bidding a good place to start is looking at other people’s successful bids. Visit SALC’s research grant database to find examples of applications to a wide range of funding bodies - http://www.alc.manchester.ac.uk/staffintranet/research/successful-research-grants/. Talking to the history research co-ordinator and to others who have been awarded grants is also extremely useful as is using internal peer review structures or research groups to get feedback on your bids. For grant bids over £100k, the research office will assign you a mentor from the Peer Review College. There may be someone who has been successful in the scheme you are applying for (or one akin to it). Your research coordinator will also advise you if support is available from SALC’s grant writers, currently Chloe Jeffries and Aaron McGaughey. Their services are in high demand and they are likely to prioritise applications for large-scale grants.
You need to let the Head of Department, the Research Co-ordinator, and the Research Office know as soon as possible that you are thinking of applying for a grant. It takes time to give good feedback and to account for costings. 



Some key points:
· Work out a strategy of grant schemes and grant awarders that you intend to apply to. It is often a good idea at the start of your career to aim for schemes specifically aimed at Early Career Researchers or to put in more modest project grants as preparation for a subsequent and larger bid. 
· Get advice on what to bid for and feedback on drafts from colleagues who are experienced in grant bidding and/or from the history research co-ordinator. The School research office will also send draft bids out for internal review.
· Don’t leave things to the last minute. Convincing applications for funding take effort and can’t be done quickly, whilst getting feedback and reworking bids always takes longer than you think. In addition, the School research office will have its own internal deadlines for completing the sections of the forms that they do for you – specifically working out all the costs, so make sure that you don’t keep them waiting and that you approach them for advice on submission in plenty of time.
· You always need to get the permission of the Head of Department before you can apply for any grant of a significant size, and certainly any that will entail absence from the university during semesters. It is therefore a good idea to consult the HoD in the early planning stages. 
· The School has guidelines about how often one can normally take funded leave which you can look at via the staff intranet. However, if you apply for funding for partial buy-out these rules are much more flexible and since research councils in particular tend to favour this sort of leave (which is often associated with collaborative projects), this is something well worth considering.
· University financial year and expense claims:  note that the University financial year runs from 1 August to 31 July. Apart from some specific forms of funding, usually related to certain types of external grants, any monies you have allocated to you (say your personal research allocation, currently £1,000 pa for full-time staff) need to be spent in the financial year in which you get them: this means that the 'activity' being funded must take place before 31 July and preferably any claim put in by then too. After that date, you will almost certainly lose any money you thought you had as most accounts cannot be carried over into the following year.  You also need to remember that any claims need to be submitted (with the proper forms and signatures) within 1 month of expenditure or your claim may be rejected. 
[bookmark: _Toc64479717]Impact and outreach
Academic departments are now judged on ‘impact’ as part of the REF. Though the precise meaning of the term is matter for debate, it is broadly associated with the measurable effect of our academic research outside the academy: for example in school education, in policy-making, the heritage sector or by having some economic benefit. Many grant-awarding bodies have taken up the impact agenda and also want you to specify how your research will impact on wider society (some even running specific grant schemes to do just this, for example the AHRC Follow on Funding Scheme). For some of us this is easier than for others and it is important to note that research councils in particular have been very clear that ‘non-impact’ research will still be funded. 
However, it is worth thinking about how your research might engage with or impact on non-academics – either in terms of ‘impact’ or in less measurable ways: not only because our research is publicly funded, and because these sorts of activities can be fun and very rewarding, but also because the University of Manchester is also committed to ‘social engagement’ and on academics and students contributing to the wider community in which we live and work as part of the University’s social responsibility agenda. Whilst ‘impact’ demands a clear link between scholarly research and the impacts we count, social engagement activities can be less clearly linked to specific research and can just draw on our general expertise. It can include activities such as working with schools, colleges and local history and community groups; involvement with museums, libraries, local government bodies and charities and with the Manchester Histories Festival.
The History research coordinator, or the School Impact Officer Lucy Stone, can offer advice about potential impact pathways linked to your research, about funding for impact, and about methods of evaluating the effects of your impact.
[bookmark: _Toc64479718]Collaboration 
Research cultures in institutions and funding bodies have moved towards supporting a more collaborative model of working. Please note that there are multiple models of collaboration – much will depend on the people involved and the project. Most of us will have been trained to research as ‘lone scholars’ – there is a collaborative model that supports discrete projects within a broader thematic framework. Again, talk to your research co-ordinator.   
Remember – a lot of successful grant bids have been rejected one or more times before they were funded. Rejection can be instructive: read peer reviews, identify where you can strengthen or develop a proposal and try again. 
[bookmark: _Toc64479719]Research Ethics
As a member of academic staff producing published research as part of funded or unfunded research projects or guiding postgraduate students, you must think carefully about the ethical issues raised by particular projects. It may also involve applying for ethical approval from the University.
The key principle here is that all research projects conducted by University staff or students that involve human participants in a way that might harm, disturb or upset them (however slight the possibility) or where they can be deemed to be in a vulnerable or disadvantageous situation, must receive approval from a recognised research ethics committee or a designated screening panel using an agreed Template at School level. From the academic year 2014/15 onwards, the School has put in place a new procedure whereby projects deemed to be of low ethical risk require only the approval of the supervisor, in the case of postgraduate students, or self-certification in the case of staff. No work on a research project that involves ethical issues can take place until pre-screening has been fully completed and, if required, formal ethical approval has been obtained.
In order to decide which level of assessment your research project will require, please download and read the instructions contained in this document:
SALC Research Ethics Assessment (includes form for low risk research projects) 
If, according to the guidelines, the research project may be classified as low risk the form appended to the end of the guidelines should be completed. Please note that supervisors of student projects are required to assist with the assessment process and have responsibility for signing off the application form. 
For medium risk projects, you will need to complete the SALC Research Ethics Template which will be considered by the SALC Research Ethics Committee, and for high risk projects the current UREC (University Research Ethics Committee) form should be completed for consideration by the University Research Ethics Committee. For high risk projects, UREC forms should be submitted for initial approval by the SALC Research Ethics Committee (via the dedicated email salc.ethics@manchester.ac.uk) as early as possible.
No work on a research project that involves ethical issues can take place until a project has been identified as exempt from review or formal ethical approval has been obtained
Complete applications (including relevant supporting documents) should be submitted to the Research Office by deadlines above (salc.research@manchester.ac.uk)
[bookmark: _Toc364352187][bookmark: _Toc364451180]See this website for a complete list of downloadable forms, instructions and further details: http://www.alc.manchester.ac.uk/staffintranet/research/researchethics/
Employment Issues
[Head of History]
[bookmark: _Toc64479720]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 practice, these rules apply to teaching weeks, and to periods when staff presence is required, such as welcome week, during exam boards and graduation – if in doubt, ask the HoD before you plan any trips].
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 must inform their Head of Division if they plan to be away on academic business during the teaching period. Colleagues must also maintain regular contact with the School outside semester time and be contactable via email. They must 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 
[bookmark: _Toc364352189][bookmark: _Toc364451182]http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=14

[bookmark: _Toc64479721]PDR
Progress and Development Review is a yearly review of your work that takes place with a senior colleague. The results are recorded and kept by SALC.
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=42
[bookmark: _Toc64479722]Promotion 
The Head of History is the first person to approach regarding promotion, as well as it being a topic of discussion in your annual PDR.
See for the documents to submit and the criteria/eligibility and official policies:
http://documents.manchester.ac.uk/display.aspx?DocID=473
http://documents.manchester.ac.uk/display.aspx?DocID=11
[bookmark: _Toc64479723]Understanding the salc workload allocation model (wam)
Purpose of the WAM
The main purpose of the WAM is to allocate workload effectively and equitably amongst academic staff within subject areas and divisions and across the School. A secondary purpose is to guide management decisions about resources. WAM. In history, this process is managed by the Head of History. This is a transparent process in which all staff are able to assess both their workloads and that of colleagues.
How the WAM measures workload
The WAM is nominally based on the number of hours in a working year, as this was seen as the simplest and most understandable way to measure workload. However, this does not mean that there is a direct correlation between WAM hours and real chronological hours, as a major variable comes also from individual working practices. A full-time WAM for any member of staff consists of 1650 WAM hours. This figure relates to the notional number of working hours in a week and the notional number of working weeks in the year. It is adjusted pro rata for part-time staff and contracts of less than a year.
For staff on teaching and research contracts, 40% of their time is allocated to research over a 7 semester leave cycle (which takes into account the opportunity to apply for institutional research leave, when an individual devotes 100% of their time to research). During each semester when an individual is not on institutional research leave, therefore, 30% of that time is set aside for research.[footnoteRef:2] For staff on teaching and scholarship contracts, SPRC has agreed that 10% of their time should be set aside for scholarship. [2:  30% for 6 semesters plus 100% for 1 semester averages out at 40% over the whole 7 semesters.] 

All staff have an allocation of 80 WAM hours (40 for those on leave for one semester) for ‘regular admin responsibilities’ (under people tab, column B) which is set aside for other activities not explicitly mentioned elsewhere in the WAM, such as attendance at routine meetings and at open days. Small one-off tasks of any nature may also come from this allocation, but it is not expected that a close account will be kept of its use. There is no requirement for a specific proportion of teaching or a specific proportion of administration, but rather virement between these categories is encouraged where appropriate.
Draft WAMs in preparation for the coming academic year are usually prepared over the preceding summer. A major redraft is likely in late September/early October to take into account the actual numbers of students signed up to UG and PGT courses (as opposed to the first draft of the WAM which will be based on estimates) and the registration of new PGR students. WAMs can also be altered at other points of the year to take into account unexpected tasks or circumstances.
How to read the spreadsheets
The WAM database consists of a number of spreadsheets (aka pages or tabs), which you can access by using the tabs along the bottom of the screen (people; admin; courses; UG teaching; PGT teaching; dissertations; advising; PGR; plus some analytical tabs that you may wish to ignore named course report; statistics). The workloads of everyone in a particular subject area or division will appear on one large dataset, but you will probably want to focus on the work that you will be doing and the courses that you are teaching on and running. To do this you need to look at the following tabs (you can use the search command [cmd or ctrl f] to find your name on each sheet):
People
This tab shows you what your overall load will be, as well as including a breakdown of WAM hours associated with different types of work (columns B-H). The crucial column is P, ‘% research’. This shows the amount you have left for research or scholarship when administration and teaching has been taken into account. For teaching and research staff, the desired goal is 30. For teaching and scholarship staff, the desired goal is 10. 
It is possible to see how many teaching hours have been allocated in each semester on the people page by reading columns R and S, which show you your contact hours. This can help identify overload in one semester (as well as accidental allocation of teaching when someone is on leave).  It is important to note that assessment is recorded separately from contact hours within the spreadsheet.
If you are on probation, your workload is reduced during your initial years. In this case, you will see the reduction in column J (% of full load): 
Permanent probationary staff on teaching and research contracts in their first year: 75; second year: 80; third year: 85. 
Permanent probationary staff on teaching and scholarship contracts in their first year: 80; second year: 85; third year: 100. 
Column J (% of full load) otherwise shows as 100 for full-time non-probationary staff without leave or research buyouts; 50 for staff with one semester’s leave; 0 for staff with a full year’s leave. 
The people tab is also the place where research buyouts are recorded. A buyout is expressed in terms of an individual’s overall load on the ‘% full load’ column, column J: so that a 20% buyout, for example, results in an 80% load. If you are on research leave for a full year, i.e. with 100% buyout, any WAM hours you earn during this period, which is particularly likely in the case of PGR supervision, can be carried forward to next year’s WAM.
Admin
This tab lists various subject, divisional, school and university administrative jobs, the WAM allocation for each role and who is undertaking each role. The allocations for divisional and subject level roles may vary across the school, but divisions have strict limits on the total amount of administrative hours that they can allocate in their WAMs, which must be agreed annually with the Head of School. You can look down column A to see which role(s) you have been allocated.
UG Teaching
This tab shows who is teaching on what course, and what they are doing in terms of seminar teaching, lecturing, CUDing and assessment. Look under the ‘person’ column, column D to find your name, and when you do, read along each line to see:
· what course you are teaching on (columns A and B)
· whether you are course convenor or not, and if you are not, who is (column E above or below your row)
· how many lectures you are giving on a course (column H for semester 1 courses and O for semester 2 courses)
· how many seminar groups you have (columns J and K for semester 1 teaching; Q and R for semester 2 teaching): with each weekly seminar group expressed as 11, so that, e.g. 11+22 = 3 weekly seminar groups. The contact hours for seminars are expressed in this way as repeat seminars receive a slightly lower weighting to take into account time saved on preparation.
· assessment comes under column X (for language assessment) and columns AA and AC. AA and AC are given equal weighting on the assumption that most course assessment can be roughly divided into two (such as assessed essays and an exam). However, the WAM can be altered if this is not the case. The number of assessments given under AA and AC refers to the assessment for a single student: e.g. 15 under AA and 30 under AC means that you are marking half of the course assessments for 15 students, and half of the exams for 30 students.
· you may also find yourself listed in column AE, as a moderator for a course on which you do not teach. The number given here represents the total number of students on the course, and under school moderating rules you will be looking at a sample of this assessment only.
· if you spot an orange ‘new’ against your name on columns F or G, that means that you have never lectured on taught seminars on this course before, depending on the column in which the orange box appears, and are therefore being given extra credit for the preparation of new teaching.
PGT teaching
This tab is organized in a very similar way as UG teaching, described above, showing who is teaching on what PG course in terms of lecturing, CUDing and assessment. Find your name and read along each line to see what PG teaching has been assigned to you.
Dissertations
This tab lists long essays and both undergraduate and MA dissertations. Finding your name and reading along the rows when you do will show you how many students you are supervising for each of these forms of extended written work, how many you are marking and how many you are second marking or moderating. 
Advising
This tab contains information about both student and staff advising and peer reviewing:
Column B, ‘UG advisees’ shows the number of undergraduate academic advisees (personal tutees)
Column C, ‘PG advisees’ shows the number of PG academic advisees
Column E, ‘Peer reviewees’ shows the number of peer reviews of teaching you will be doing
Column F, ‘Pers. Dev. Reviewees’ shows the number of PDRs you will be doing
Column G, ‘New Perm. Staff Mentees’ shows the number of probationary staff on permanent contracts that you will be mentoring
Column H, ‘Temp. Teaching Staff Mentees’ shows the number of probationary staff on temporary contracts that you will be mentoring
Column I, ‘Post-doc Fellow Mentees’ shows the number of post-doctoral fellows that you will be mentoring
Column J, ‘Teaching Peer Review College Member?’ shows Yes if you are a member of the PRC
Column I, ‘Grants Peer Review College’ shows the number large grant applications a member of the Grants PRC mentoring.
Column I, ‘RRE Reader?’ shows Yes if you are acting as a reader for the RRE
PGR
This tab lists PGR students, their supervisors, internal examiners and independent reviewers (‘panel advisor’). Supervision is usually divided between a first and second supervisor with a 60/40 or 80/20 split. The supervisor with the greater credit is the lead supervisor who is responsible for maintaining eProg records. 
WAM hours are allocated for PDR supervision for 4 years (full-time) or 7 years (part-time). After this point, the WAM allocation is 0. If a student formally suspends their studies, this can be taken into account in the WAM (with the suspension of supervision taken into account with a reduction of WAM hours), but the supervision of individual students cannot exceed the WAM tariffs described above.
New PGR students are not added onto the WAM until the date that they have actually started their studies in order to avoid complications caused by no-shows (which happens even amongst students with funding).
And finally …
If you don’t understand anything in your WAM, or you think you have spotted errors or omissions, do contact your head of subject or head of division as soon as possible.
[bookmark: _Toc64479724]Calendar
The university calendar, showing term dates is available online. Summer & Winter graduation dates are also shown here http://www.manchester.ac.uk/aboutus/dates
Staff should attend as many graduations as possible, especially if students they have taught will be taking part in the ceremony.
The school also produces an annual calendar detailing school-level meetings which is circulated by email before the start of the academic year.
[bookmark: _Toc364352322][bookmark: _Toc364451317]

[bookmark: _Toc64479725]Library
[Library liaison officer??]
[bookmark: _Toc38312368][bookmark: _Toc56280460][bookmark: _Toc64479726]Library resources
[bookmark: _Ref44187548][bookmark: _Toc56280462]eResources for research projects etc. And ordering books for research
See Annex 3 below: info for students on how to locate eResources of library and more generally for their research).
This doc includes also guidance on how to check availability of eBooks etc. to speed up the ordering process.
Also there link to, info on and additions to the history subject guide listing of eResources for history – please send suggestions for resources that should be added to the list to the eLearning officer.
Order books etc. form (for research): https://app.manchester.ac.uk/myprofile/library.aspx
[bookmark: _Toc56280463]Subject librarians
Our subject librarian: Ian Fishwick (Art History and Cultural Practices; Classics, Ancient History, Archaeology and Egyptology; Drama; English, American Studies and Creative Writing; History; Music; Religions and Theology; Humanitarian and Conflict Response Institute; Institute for Cultural Practices; John Rylands Research Institute)
ian.fishwick@manchester.ac.uk, twitter: @uomlib_ian
For languages and area studies: Ruili Zhang (Chinese Studies; French Studies; German Studies; Italian Studies; Japanese studies; Linguistics and English Language; Spanish, Portuguese and Latin American Studies; Russian and East European Studies; Translation and Intercultural Studies; University Language Centre)
ruili.zhang@manchester.ac.uk, twitter: @uomlib_ruili
For Middle Eastern Studies:
[bookmark: _Toc38312369]Email: paul.tate@manchester.ac.uk twitter: Twitter - Paul Tate
[bookmark: _Toc56280461][bookmark: _Toc64479727]Reading List Online and ordering books for teaching
Ordering material for courses (currently only e-resources) should be effected through Reading lists online. Yet as currently only e-resources are purchased anyhow you might as well do it through the regular book order form: 
https://app.manchester.ac.uk/myprofile/library.aspx
All resources for teaching have to be ordered through this system as indicated:
Email Ian Fishwick, 23.06.2020 (emphasis in bold GC)
“If staff either submit a new list or revisit existing lists (where they can see what isn’t currently accessible electronically and reframe their requirements accordingly) and weight them according to the needs of their students then the Reading List team can look at e-availability for them to address those specified needs. As outlined below, concerned staff can take a range of measures to present (or shield) those listings and of course are free to look at the e-availability of resources for themselves – but if we’re not made aware of those (e)-requirements then the less likely is it that we can provide requisite levels of access to satisfy what at present we have to consider as an effectively online only student body. An accurate representation of requisite student provision across the discipline(s) also of course ensures the most effective use of (even more stretched) academic staff-time - whether it be simply generating a pdf from a Reading list within the system - rather than, say, running two listings in tandem - or in simply fielding less queries on locating material.  It is of course self-evident that it will also facilitate the best use of Library resources, again something which will be under pressure for the foreseeable future.
Needless to say and as we’ve discussed in the past this doesn’t run counter to any pedagogic concerns and if you or colleagues in the dept. wish to look at collaborating with our Teaching & Learning team on the development of searching and bibliographic skills I’m more than happy to make the introductions.
It might also be the case that we could look at some (…) course listings together to perhaps use as practical demonstrations of how the system can help rather than, as can seem the case for some, it is being (mis)understood as a hindrance. 
Email 20 August 2019 16:24
“After discussion between Stephen and the Reading Lists Services manager, the following has been agreed as a proposed way in which lecturers in History may choose to work with the new reading list system and service if they so wish…
          Whilst Reading Lists Online will appear linked by default in the left hand menu of each Blackboard module space, this link can be easily ‘hidden’ by simply clicking on the option menu on the right hand side of the link. I would suggest if anyone has any issues with this that they contact their e-learning team for further support.
         Reading Lists Online will however continue to be used for the ordering of all new reading list items and therefore a reading list will need to be created in the system for each module to ensure appropriate stock levels are maintained for expected student demand according to the Library’s purchasing policy. All future digitisation requests will also need to be added to the system.
         The system and all lists will be openly available on the Library website if a student does wish to find or search for a module reading list, but this need not be promoted by the school as their preferred way for students to access their readings.
         It is possible to take a permalink from within the system to a specific section or item on a reading list which can then be added to your chosen location in Blackboard. This could be used to direct students to a section of the list in which you choose to keep all of your digitised readings; thereby allowing students to access their digitised reading via Reading Lists Online without viewing any other content. 
         (As we have a backlog of lists to add to the system,) we would advise anyone who has not yet submitted a list to the Library, or any new members of staff, to create their own list as per our user guides. This is the quickest way to ensure their orders are submitted as promptly as possible. The team will try their best to process these orders as quickly as possible, (however at this point we are no longer able to guarantee their availability by the beginning of term). Please see below for details of all support available. 
We hope the above allows colleagues in History to work with the service and gain the full benefits of the simplified ordering system without compromising the way in which they choose to direct their students to their recommended reading. 
Our full suite of support can be found on the Library website and includes our short online user guides. Instructions on how to create a permalink for a specific section for embedding in Blackboard will be added to these guides very shortly. 
Please don’t hesitate to contact the team at uml.readinglists@manchester.ac.uk if you have any further questions. We also offer the option to book a one-to-one support session from a member of the reading list team if you are having any specific problems with the system.”
Reading list strategy
This section summarises and updates the detailed ‘Reading List Strategy’. CUDs should ensure that all students have adequate access to the readings for their modules. This applies to courses at all levels (1-4) though undergraduate courses are discussed in detail below.
Guiding Principles
Students should have access to a wide range of reading for each course they undertake, for each seminar, and for their preparation for coursework and exams.
· Reading lists potentially contain different kinds of texts. Strategies for providing students with access to them potentially differ between categories. Three major categories are:
Category 1 - Background/Introductory/Survey Texts
Category 2 - Texts to Read Before Seminars
Category 3 - Further Reading for Coursework and Exams
· All compulsory reading for any teaching session must be made available electronically
· Texts students are required to read for coursework or exams must also be ‘reasonably’ available to all students across every week the course runs. ‘Reasonably’ does not mean available at all times, but that, with reasonable effort and planning, a student should have access to the text.
· If reasonable access to a particular text is not provided, students’ assessed work should not be penalised for failing to engage with that text.
· Staff should not set texts which are not available to Manchester undergraduates.
· Students should not be required to pay for books in order to complete a course unit.
· Students should not be required to print up and bring copies of any text to a seminar at their own expense; staff must provide multiple hard copies for seminar use, if required.
· Following the Copyright Licensing Authority Audit of April 2012, the History Department agreed that all staff would use the University Library digitisation service as the primary method for providing students with electronic access to texts: 
Digitise Chapters! Through reading lists online, see above
If possible, digitisation of material should always be carried out by the library with requests made via My Manchester (as above). However, if members of staff wish to use their own digitisations, they still need to contact the digitisation team for approval and a cover sheet before uploading to Blackboard. It is mandatory to have digitisations produced by the library, so plan ahead. Email enquiries to - uml.digitised-reading@manchester.ac.uk
History CLA Policy
The University Library cannot afford to purchase multiple copies of specialist monographs. With over 100 students on most Level 1 and Level 2 course units, and up to 30 students on most Level 3 units, providing students with reasonable access to specialist monographs is therefore difficult. The CLA Licence does, however, allow us to digitise a single chapter from most books. All digitisation of published material for Blackboard will be done via the University Library digitisation service to guaranteed compliance with the CLA licence.  Advice and information on the CLA licence is available from the Rylands, and the Learning Resources Officer in History will be able to direct any queries to the relevant library contacts.  The Learning Resources Officer will have access to all History pages on Blackboard, which will be periodically audited internally to ensure CLA compliance.  This will be particularly important for new or temporary members of staff.
Digitisation and photocopies in high demand
Placing photocopies in High Demand in the Library may be permissible in some, but not all, cases.  Each case will need to be individually checked against the CLA photocopy licence to be sure.  The Digitisation Team and the High Demand team are happy to check this for individuals on a case by case basis.  To action this please forward the details through Reading Lists Online, see above. 
Level 1 & Level 2 Course Unit Requirements
Category 1: Background/Introductory/Survey Texts
CUDs should consider designating one or more (to a maximum of ~5) introductory texts/books. This may be formal textbooks, or some other sort of general, non-specialised monograph. If the course guide designates several background texts that cover similar ground, it is good practice to provide some guidance allowing students to distinguish between them.
Cat. 1 texts should be placed in the University Library High Demand Collection (HD) on 2-Night Loan, if not available electronically via the Library website.
The total number of copies of all Cat. 1 texts should be held at a ratio of approx. 1 text for every 3 students. So if a CUD nominates 6 x Cat. 1 texts for a course of c. 90 students, 5 copies of each Cat. 1 text should be ordered (5x6=30 = 30:90 ratio). With texts on 2-night loan, every student can reasonably expect access to one Cat. 1 book each week.
Category 2: Texts to Read Before Seminars
Cat. 2 texts include articles from academic journals; chapters in edited collections; individual chapters from single-authored monographs; selections of primary sources.
All Cat. 2 Texts to Read Before Seminars should be highlighted as such, rather than Cat. 1 Introductory or Cat. 3 Further Reading.
All required reading for seminars MUST be made available electronically. Every student must be guaranteed access to every piece of required seminar reading.
Electronic access includes: texts digitised by the University Library, texts uploaded on Blackboard (always be careful that you are not infringing copyright rules), articles available through e-journals and ebooks. Course guides should specify page/chapter ranges of ebooks.
Category 3: Further Reading For Coursework and Exams.
Cat. 3 texts include single-authored monographs on specialist topics.
With substantial monographs, Course Guides should identify page/chapter ranges.
CUDs should endeavour to make at least 50% of Cat. 3 reading available electronically.
CUDs should manage Cat. 3 library holdings, placing important material in the High Demand Collection on 2-night loan.
CUDs should also recommend a sufficient range of non-electronic reading, such that each student on the course should have a reasonable chance of accessing a text in the two weeks preceding the essay/exam.
Classic/Foundational texts: if one particular scholar is central to a topic then students should be told this, and that scholar’s relevant work should be made available to students electronically.
Enquiry-Based Learning: it is perfectly reasonable for CUDs to require students to do their own research for an essay/exam. If this is the case, this requirement should be made explicit to students, who should be referred to the ‘History in Practice’ resources for advice on how to build a bibliography. 
Best Practice for L1 and L2 Modules
NOTE: In all cases, the Course Unit Director is ultimately responsible for ensuring the smooth functioning of his or her module and that it meets departmental requirements.
Where possible, by the start of semester 2 of the previous year members of the teaching team should review the upcoming course unit outline and determine whether the descriptor or assessments should be revised. Any revisions need to be submitted to the department’s Teaching and Learning Committee early in semester 2.
Level Three Course Unit Requirements
Level 3 Course Units have different requirements to L1 and L2 Units, as reading lists will be more extensive and monographs/specialist literature more prevalent. However, the CUD should still provide students with access to a wide range of texts for Level 3 course units, and distinguish between Cat. 1, Cat. 2 and Cat. 3 readings.
Some Cat. 1 reading is necessary at Level 3. Given budgetary constraints, CUDs should consider using Cat. 1 texts on Level 1 and Level 2 course units as Cat. 1 texts at Level 3.
All Cat. 2 Texts to Read Before Seminars should be highlighted as such, rather than Cat. 1 Introductory or Cat. 3 Further Reading.
All required reading for seminars MUST be made available electronically. Every student must be guaranteed access to every piece of required seminar reading.
Classic/Foundational texts: if one particular scholar is central to a topic then students should be told this, and that scholar’s relevant work should be made available to students electronically.
Enquiry-Based Learning: it is perfectly reasonable for CUDs to require students to do their own research for an essay/exam. If this is the case, this requirement should be made explicit to students, who should be referred to the ‘History in Practice’ resources for advice on how to build a bibliography.
[bookmark: _Toc64479728]Web and eLearning
[Web and eLearning Officer]
[bookmark: _Toc64479729]Blackboard
Activation of BB courses
Go to My Manchester (staff)
1.    Log into https://app.manchester.ac.uk 
2.    Click on the A-Z link (top right hand corner)
3.    Click on ‘M’ in the A-Z index
4.    Scroll down and click on the ‘My courses (Blackboard)’ link
5.    Click on the ‘Future’ tab to see your 2018/2019 courses
6.    Click on the red ‘A’ icon to begin the activation process
Note: there is currently an issue with the ‘Activate’ button in the Course Information pop-up screen not working. Once you have clicked the red ‘A’ and the Course Information screen opens, ignore the ‘Activate’ button, and click on Blackboard Configuration. This will open a new section, where you will see a button at the bottom called ‘Confirm activation of this course in Blackboard 9’. You will need to click this. The issue is currently with IT Services and we are waiting for them to fix it. Please see the video below for details:
See also: How to activate Blackboard courses (STAFF), which includes details about rolling forward your 2018/19 course content to the 2019/20 Bb course. You can activate your Bb course as soon as you want, but it needs to have been set up in Campus Solutions first. Check with your school/programme administrator if you can’t see the Bb course listed in the portlet.

Please review the article on Preparing Blackboard 9 courses for start of year and semester 2 (STAFF), 
For further guidance see also: http://www.itservices.manchester.ac.uk/help/elearning/

Embedding of the history blog
Embed the blog: insert it as html code: From the three rows of tools above the text field (if they do not show up, click the double arrow button in the upper right hand corner) click the button “html” (third row, right), a new windows opens and you past this text:

<div style="margin-left: 2em;">
<ul>
<li><span dir="ltr"></span>For general information relating to our history single and joint honour programmes, visit our history website <a href="http://www.alc.manchester.ac.uk/subjects/history/">http://<span><span>www</span></span>.<span><span>alc</span></span>.<span><span>manchester</span></span>.<span><span>ac</span></span>.<span><span>uk</span></span>/subjects/history/</a></li>
<li>Your gateway to a host of research resources is our University of Manchester Library [linked] subject reference guide history <a href="http://subjects.library.manchester.ac.uk/history">http://subjects.library.<span><span>manchester</span></span>.<span><span>ac</span></span>.<span><span>uk</span></span>/history</a></li>
<li>News and events you find on our <span><span>blog</span></span><a href="https://uomhistory.wordpress.com/"><span><span>https</span></span>://<span><span>uomhistory</span></span>.<span><span>wordpress</span></span>.<span><span>com</span></span>/</a> A tip: in order to automatically get our news subscribe to the <span><span>blog</span></span>'s RSS feed (second last icon on right-side tool bar)</li>
</ul>
</div>
<p><iframe width="100%" height="120" style="width: 100%; height: 120px;" src="https://uomhistory.wordpress.com/"></iframe></p>
<div style="margin-left: 2em;">
<ul>
<li><span dir="ltr"></span>Follow us on our other social media <a href="http://www.alc.manchester.ac.uk/subjects/history/contact-us/blog-and-social-media/">http://<span><span>www</span></span>.<span><span>alc</span></span>.<span><span>manchester</span></span>.<span><span>ac</span></span>.<span><span>uk</span></span>/subjects/history/contact-us/<span><span>blog</span></span>-and-social-media/</a></li>
<li>Check the Intranet for guidelines and regulations <a href="http://www.alc.manchester.ac.uk/studentintranet/">http://<span><span>www</span></span>.<span><span>alc</span></span>.<span><span>manchester</span></span>.<span><span>ac</span></span>.<span><span>uk</span></span>/<span><span>studentintranet</span></span>/</a></li>
<li>See also our history portal <a href="https://online.manchester.ac.uk/webapps/blackboard/content/listContentEditable.jsp?content_id=_1389561_1&amp;course_id=_13397_1#contextMenu"><span><span>https</span></span>://<span><span>online</span></span>.<span><span>manchester</span></span>.<span><span>ac</span></span>.<span><span>uk</span></span>/<span><span>webapps</span></span>/blackboard/content/<span><span>listContentEditable</span></span>.<span><span>jsp</span></span>?content_id=_1389561_1&amp;course_id=_13397_1#<span><span>contextMenu</span></span></a></li>
<li>If your question is still not answered do not hesitate to contact us at the history office in Samuel Alexander building 2<sup><span><span>nd</span></span></sup> floor SW corner (currently because of renovation work S corridor, still 2<sup><span><span>nd</span></span></sup> floor: S 2.09B) – office hours 9-5 (email: <a href="mailto:history.administrator@manchester.ac.uk">history.administrator@<span><span>manchester</span></span>.<span><span>ac</span></span>.<span><span>uk</span></span></a>, phone: 0161 306 1620) or contact your academic advisor or course unit director</li>
</ul>
</div>

[If you want the blog bigger, fiddle with the height (in the second occurrence)]

Click “update”, then submit (item), now do move the item (which if newly created naturally sits at the bottom of the page) up to the top



Minimal Requirements for BB courses
· Course booklet
· List with links to digitized readings (if not in course booklet)
· Welcome page with following text. possibly pics:
· 
More pics on our website (see link above) and on Flickr https://www.flickr.com/groups/2143822@N20/ happy to give you access.
· 
[image: ]
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· For general information relating to our history single and joint honour programmes, visit our history website http://www.alc.manchester.ac.uk/subjects/history/ 
· Your gateway to a host of research resources is our University of Manchester Library [linked] subject reference guide history http://subjects.library.manchester.ac.uk/history 
· News and events you find on our blog https://uomhistory.com A tip: in order to automatically get our news subscribe to the blog's RSS feed (second last icon on right-side tool bar) 
· Follow us on our other social media http://www.alc.manchester.ac.uk/subjects/history/contact-us/blog-and-social-media/ 
· Check the Intranet for guidelines and regulations http://www.alc.manchester.ac.uk/studentintranet/ 
· See also our history portal https://online.manchester.ac.uk/webapps/blackboard/content/listContentEditable.jsp?content_id=_1389561_1&course_id=_13397_1#contextMenu 
· If your question is still not answered do not hesitate to contact us at the history office in Samuel Alexander building 2nd floor SW corner (currently because of renovation work S corridor, still 2nd floor: S 2.09B) – office hours 9-5 (email: history.administrator@manchester.ac.uk, phone: 0161 306 1620) or contact your academic advisor or course unit director

This is the text to be inserted to your BB course pages – add also the banner on top if you like it (you can also set up the banner as your course banner instead of the dazzlingly beautiful SALC banner (see below- read on)

How?

Go to BB, your course, its landing page (to change landing page: left hand navi, down, customisation, teaching style, - choose content page as landing page – in same menu you can also insert another banner, for instance the pic above the info text (right click, save as picture [for instance your desktop], insert)), 

Crete new item, give title e.g. “History – general information”, below a text field appears, paste text (and image if you want)

· Group function (for seminar groups if applicable):

Group journals:
Group journals needing your intervention and that are marked: use not Forum or Blog but journal: you can define rubrics and marking criteria etc. and set it up in a way that entries cannot be cancelled or altered post factum
Some BB Ideas and Best Practices
· Turn your course into a blended learning environment where students can explore adjacent or marginal contents related to your course by rearranging old and additional material
· Use media, relatively easily available and easy to embed from Box of Broadcast (BoB), but also YouTube or the BBC (e.g. In Our Time)
· Main info should be visible on starting page
· Chapters/pages should create (for instance per week) should bear a little text on the landing page highlighting what will be found in the chapter
· Use Group function to define seminar groups etc. facilitating marking, emailing to groups etc.
· You can manage bibliography and library resources (incl. digitized reading material) through the auxiliary L2L (link to list) software
· Use imagery to make the BB course visually more appealing
· Use adaptive release to reveal certain contents (for instance your lecture slides) only at a certain date
· Btw: you do not have to create a new content item/tab for each lecture: you can also create a simple link/attach in the text field of an existing item
· Last but not least: keep it simple
Advice and Help
Contact the history eLearning officer or directly elearning@manchester.ac.uk
The humanities eLearning team holds drop-in sessions regularly; see http://www.humanities.manchester.ac.uk/tandl/elearning/training/
or for 1:1, see: http://www.humanities.manchester.ac.uk/tandl/elearning/training/requests.html

[bookmark: _Toc64479730]Turnitin (Tii) (Plagiarism detection and marking software)
For a promotional intro, see http://vimeo.com/30553739?autoplay=true 
Capabilities:
· Online submission
· Marking, including automated feedback on language/style (ETS e-rater) 
· Plagiarism check (and over-length)
· Giving feed-back
· Peer-reviewing
In summer 2016 the Tii marking tool was upgraded (“Feedback studio”). The ‘Classic mode’ for viewing work via Tii was phased out in summer 2017. Feedback studio is now the only mode available through which to view and mark assessed work.
Setting up online Tii2 assignment
· Create Groups in Blackboard before creating the Tii Assignment if you want your GTAs to access marking by group 
· They should be located in BB, Assessment folder > Submission of Coursework folder > create new Turnitin UK assignment, 
· Tii New Assignment Template:
· Start date = when the assignment is visible/accessible to students
· Due date = when the work is due (please set this to 12 pm, Monday to Wednesday –you might want to emphasize that this is midday) 
· Post date = when the mark and comments on the work are released to students (as per SALC Handbook, sec 15.6 –no later than 15 working days after submission and before the next assessment)
· Generate Originality Reports” on the “Due Date” NOT “Immediately After Submission” (allows students to resubmit work up to the due date). 
· Tell students to put their Uni Registration Number (on their library card): BOTH 
· in the Title Box of ALL their Tii submissions. Putting their Reg. Number in the title box will help course management immensely AND 
· on the first page at least (and preferably on all pages) of their submissions.
· Unfortunately many students do not put their ID number anywhere on their submissions.
Optional Settings
· Special instructions (please cut and paste following)
· The submission title for your essay is your student ID and the question number/title (e.g. 700000_Q3). Once you have submitted your essay via Blackboard, email a backup copy of the essay as an attachment to salc-assessment@manchester.ac.uk  Include your student ID and the course code as the title of the email (e.g. 700000_HIST30000).
· Allow students to see the Originality reports - NO
· Allow submissions after due date - YES
· Reveal grades to students only on postdate - YES
· Enable anonymous marking - YES
· It is important to get these settings right, as they can't be changed midway through submissions.
Marking in BB, Tii (GradeMark)
· Go to the HIST …. BB site.
· Click on ‘Course Tools’ in the ‘Control Panel’ on the left-hand side of the BB screen.
· Click on ‘Turnitin Assignments’ (OR ‘Turnitin Assignments by groups’)
· ‘Grademark’ should be highlighted by default in blue on the top left-hand part of the screen. If ‘Grademark’ isn’t highlighted, click on ‘Grademark’
· Mark:
· Drag & drop comments (quick mark or custom)
· Marginal, in-text comments
· Colour code (recommendation) for in-text comments, highlights:
· GREEN: structure and argument; 
· RED: knowledge and understanding; 
· PURPLE: use of sources; 
· YELLOW: style and presentation.
· General comment/feedback: This should be your main effort- for the comment is relatively likely to be read by at least some students. Best practice: save in word as a backup – see above, marking for the recommended structure of this comment
· Rubric Scoring (set-up already: can be used as preliminary step in assessing and to give the student a quick and visual feedback
· Voice feedback- feedback can be given as an audio but the same structure should apply as outlined above, chapter on marking
· Enter your mark out of 100 in the box on the top right-hand corner.
· Turnitin can also be used from an iPad (you need an instructors account).
Additional features
· Plagiarism check (however: Tii relatively easy to check- best detector is your reading the submitted assessment properly)
· ETS e-rater (not yet implemented in Manchester): Automated checking of language; better used carefully
· Over-length indicator (not indicating, however, where exactly in the submission the limit is reached) – this is a confusing feature at it measures the length not according to our standards (which are: include footnotes, exclude bibliography and appendix) but by excluding footnotes but including bibliography and appendix. Please do request a word version and check properly before penalizing students in case of doubt
· Dashboard
PeerMark and use of Tii2 in teaching
PeerMark 
· Cannot be used instead of marking
· Gives the students additional feedback from their peers- for instance on a draft and this can count towards participation or generated its own mark
Different types of assignments
· Revision assignments
· Training of paraphrasing, summarizing, quoting
· Reflection on plagiarism control: balance source own work
[bookmark: _Toc64479731]Other eLearning Issues/Tools
Response ware
· Clicker/turningpoint, combined with response ware philip.styles@manchester.ac.uk, Ellen Wilkinson Building   (C1.46) 0161 30 61744
· OER (Open Educational Resources; Worldwide learning network of shared teaching and learning materials): https://www.oercommons.org see also Jorum, Humbox for sharing materials and cf. http://servicedesk.manchester.ac.uk/portal/app/portlets/results/viewsolution.jsp?solutionid=041307807575889&SToken=4F8E4FB1A140544CEFDA159F1A48CFE9 
· MOOC (Massive Open Online Content): popular in other places and mainly US, currently under development at UoM
· Producing your own online content
	Screenshots via PicPick or other software
	Screencapture: Camstudio 2.7, other software available through Uni/IT
· eLearning team for more ideas and help elearning@manchester.ac.uk (see also contact info above under BB)
[bookmark: _Toc64479732]IT issues
If you encounter IT problems, seek help as follows:
· History staff handbook as 1st point of call
· IT service desk knowledge base 2nd point of call
· IT service desk query 3rd point of call
· History web & eLearning officer 4th point of call
To check the service availability of IT systems such as Blackboard you can consult: http://www.itservices.manchester.ac.uk/help
This will indicate if there is an issue with a particular service.
Hardware
[bookmark: _Toc364451321][bookmark: _Toc364352326]PCs requiring replacement will be identified during an annual census programme in September by Uni IT Services. Academic staff who are due to have PCs replaced will be able to choose from a list of desktops, workstations, laptops, notebooks and tablets as an alternative to a PC. New starters will be issued with a standard PC unless they have special requirements.
Toner and storage devices such as memory sticks, discs and software are available from the History or School Office.
Full Details of policies and processes can be found by following this link:  http://www.itservices.manchester.ac.uk/our-services/business/purchasing
Software
A wide variety of software can be downloaded from: http://www.itservices.manchester.ac.uk/software
via ESD (Electronic Software Delivery). Some software costs even for university use, e.g. Adobe Acrobat Professional so should be ordered through the School office.

[bookmark: _Toc64479733]Info Provision
Main point of reference; history website http://www.alc.manchester.ac.uk/subjects/history/
•	History Student Portal would not replicate information but only point to it. The landing page of the Student Portal would be copied to the landing page of each history BB course [pointing to history websites, intranet]
•	The intranet (history) would be used as a repository of information not to be disclosed on the website and for files produced and made available by agencies external to history
· Each email footer of history, staff profiles, MyManchester etc. pointing to history web site
Auxiliary repositories:
History Student Portal (BB): This is the only repository we can easily control ourselves. Therefore, rather than mass-emailing guidance, say on programme regulations, you should post it on the history student portal, if staff only in the staff folder, accessible through MyManchester/Teaching and Research/My Organisations, https://online.manchester.ac.uk/webapps/portal/frameset.jsp?tab_tab_group_id=_2_1&url=%2Fwebapps%2Fblackboard%2Fexecute%2Flauncher%3Ftype%3DCourse%26id%3D_13397_1%26url%3D&inline_receipt_message=Shibboleth%20login&inline_receipt_messagej61e2KiA00M=KW%2F28Mpi%2FlUJlmQBCCLl1yvAZv5Yp4omtAiJpSYnCZk%3D
Resources:
Docs with a high turn-over rate, e.g. office hours, memos, fact sheets, briefings for meetings with students etc.
[image: ]
[image: ]
Intranet: Ideal for ‘stable’ documents (i.e. which change only yearly or at an even longer interval)- upload through Lucy Thompson, divisional support; suggestions re structure, sub-chapters etc. via IT remedy form http://remedy.manchester.ac.uk/cgi-bin/sr.cgi?scid=139
Targeted Resources: 
· Handbooks, aide-mémoires
· UG
· Handbooks
· Programme regulations
· MA (also link from SALC intranet, PG)
· Handbooks, regulations
· Staff
· Staff Handbook (history)
· Feedback forms
Library subject guide history: Links to online resources should be stored by the library within the subject guide history cf. for a similar solution: http://subjects.library.manchester.ac.uk/content.php?pid=378325&sid=3099094
This means that the links are public and generally available. 
Please add your up-dates, suggestions, feedback directly in: https://drive.google.com/file/d/0B5bkfHYzEv1rMHNMZzNrWFI0YW8/edit?usp=sharing
MyManchester incl. Staffnet, eProg, Student System etc. see above
Communication Strategy
Channels of info:
•	Meetings, face to face or plenary, team
•	Phone
•	Email
•	Letter 
•	Website and other repositories
•	Blog, Columba (event system)
Repositories of info:
•	Internet (history website as main avenue to info)
•	Intranet (in order to link to files in repositories and for internal info)
•	Blackboard (course information)
•	Various databases (HR, projects, finances etc. – not controlled by us – accessible through links on history web pages and MyManchester
•	Problems: duplication, version control
•	Meta-repositories: staff handbook, history web site, MyManchester
Types of info:
•	News of general interest: Blog (Eloise Moss)
•	Tasks: personal communication, email, possibly mailing list
•	Guidance, regulations (typically files): to be put on Intranet (through History office) or BB History portal (it is strongly recommended NOT to send out guidance as email attachments and in general abstain from any unnecessary changes as their added value is often elusive while the damage done by constant change is considerable – try to hold back with updates for the yearly update of the staff handbook)
Urgency:
•	Important and urgent: phone, email
•	Important but not urgent: plan and feed into next meeting, staff handbook/web update etc.
•	Urgent but not important: Blog, Columba for events etc.	
See also below on email
Staff Email
[bookmark: _Toc364352324][bookmark: _Toc364451319]Email, in theory, can and should save time but in reality it might often waste time. For some useful and mostly common sense guidance see: http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=20425
A few don’ts:
· Do not send emails in order to document that you are active and do your job, use the staff meetings to give account and transmit guidance, advice.
· Do not send around bulky attachments, use BB or the staff intranet to store files centrally and ensure the most up-to-date version is used (and only putting a link into the email).
· Often a phone call or face-to-face chat is more effective and more pleasant for all. 
[bookmark: _Toc64479734]MyManchester
Platform centralizing access to main services such as library orders, student system (timetable etc.), personal profile on the web. Your teaching schedule, Blackboard, your payslips, stationary ordering (however, you have to get the costs approved beforehand by the School office), room reservations, eScholar (no replaces by PURE, see below).
Personal profile - Pure
All staff members should have a fully up-to-date academic profile on the University website through Pure. It is very important that all staff maintain their profile as often as possible to keep the information accurate and relevant. This is not only important for general information purposes; it will also play a vital part in the University’s participation for the next REF. 
[bookmark: _Toc64479735]Changing personal profiles
 Go to Pure https://www.staffnet.manchester.ac.uk/pure/ - quick links, on your left: log in 
· Provide necessary info and publish (access level: Public, to the world), minimally you have to provide, check
1. Your directory/contact info
2. Add research interests
3. Add bio note
4. Add Supervision
5. Keep your list of publications à jour
6. Add picture
· Create additional text blocks as required/desired
· Expertise: 
1. Types of expertise you are offering (e.g. long/short term consultancy, briefings, special study programmes, media coverage, public lectures etc.)
2. Fields of expertise (by themes, geographical areas: e.g. cultural heritage management, international organisation, migration, etc. but also palaeography, databases and other practical skills; Middle East, China, North Sea)
3. Languages (e.g. Dutch (Basic), English (Fluent), French (Spoken Basic, Written: Fluent)
4. Experience (possibly with links: e.g. regular interviews with BBC, TV documentary, advising House of Commons etc.)
5. You might have to split in several text blocks, in this case number all the text blocks under ‘further information’ to make sure they appear in the right order
Refer for profile pictures to policy below (Web); pictures for history face wall are okay.
[bookmark: _Toc64479736]History webpages
Regulations
· Brand Univ. of Man, http://www.brand.manchester.ac.uk/  especially:
· ‘Imagery’ http://www.brand.manchester.ac.uk/imagery/ 
· ‘The written word’ (Tone of voice) http://www.brand.manchester.ac.uk/written-word/tone-of-voice
· House style guide: http://www.brand.manchester.ac.uk/written-word/house-style
· SEO optimisation: http://www.brand.manchester.ac.uk/written-word/seo
· ‘Web’  http://www.brand.manchester.ac.uk/visual-identity/web
Aims
Design/implement/monitor & support history web site in order to:
1. Recruit potential UG candidates by providing a special & attractive/sensitive image of history at Man & helpful information
2. Recruit potential PG candidates by providing (in addition to the above-mentioned) easily accessible info on our research profiles & areas of special strength
3. Provide potential funders/reviewers/REF with accurate information on history’s research & outreach performance highlighting strengths & opportunities
4. Support info needs of students & staff
Changes/updating of website
1. All staff welcome to propose changes/provide up-dates
2. Changes/updates (texts) can be effected by Web officer and other T4 trained staff 
3. Have to be approved by Web Content Editor SALC dipika.mummery@manchester.ac.uk, more complex issues can be directly brought to him with cc to Web officer history
4. Changes/updates to landing page to be approved by Web Content Editor SALC dipika.mummery@manchester.ac.uk
5. New childpages to be requested via http://remedy.manchester.ac.uk/cgi-bin/sr.cgi?scid=139  
Writing texts for the web (see full policy (above) for more info)
1. Begin with conclusion (‘journalistic triangle’)
2. Keep it short & snappy: short paragraphs, short sentences, frequent & meaningful sub-headings, avoid filler words & jargon
3. Headings in sentence style; clear, obvious and meaningful
4. Bullet points for lists, no underlining of text, use bold with moderation
5. Make link text meaningful – don't use 'click here'; URL's: put them in [] square brackets and give a descriptive for the resource, e.g. BBC [www.bbc.uk]
6. Avoid replicating: info published elsewhere on UoM web pages, can be linked to, mirrored
7. Avoid text needing regular updating: for news, announcements etc. the history in MAN blog would be the better container or potentially a history Facebook page, twitter account, news feed etc.
[bookmark: _Toc64479737]Imagery for the web 
(see full policy (above) for more info, technically also applying to profile pictures)
1. No black and white
2. Staff/students focused on their work, in their work context
3. Authentic and documentary; avoid posed/staged/stereotypical shots - no back of heads, students on grass, empty rooms etc.
4. People alert, happy etc. but natural
5. Shots forthright: not angled, blurred, curved wide-angled – no gimmicks
6. Pictures taken on premises of UoM and/or reflect history at UoM activities (but avoiding overt branding)
7. Images with close-ups of staff/students should not be taken without prior approval of depicted persons.
8. Format: tiff, raw; not in jpeg if possible
Provide as many (good) images for the web as you can – make it an SOP to cover special events (field trips, guest lectures etc.) but also your everyday teaching and research!
Events – Columba
Request access via warren.gates@manchester.ac.uk to add events yourself or forward your event data to Amy.parkinson and/or history.administrator@manchester.ac.org http://events.manchester.ac.uk/pub 
Varia
Course unit/strand marketing pages: if you are interested in a web presence for your course or a cluster of courses (e.g. a strand within the MA programme), contact the web officer providing him with a short text, imagery/videos
If you wish to publish student posters or other material this can be done – contact the web officer
Training on T4
Staff interested in T4 training arrange class-room training session with Karen.wang@manchester.ac.uk (cc web officer). Do online training before session http://www.humanities.manchester.ac.uk/humnet/our-services/communications-and-marketing/web-development/web-training
[bookmark: _Toc64479738]Student system (including timetabling)
Accessible via MyManchester. You find info on your students, your timetable and here is where you register attendance, see above.
[bookmark: _Toc64479739]Payslips
Accessible via MyManchester.
[bookmark: _Toc64479740]eScholar
Each staff member has to keep her record of publications up-to-date.
[bookmark: _Toc64479741]eProg
System used to track and document the progress of PhD candidates.
http://www.alc.manchester.ac.uk/graduateschool/eprog/
Login through MyManchester  https://app.manchester.ac.uk/public/Login.aspx?PageRequest=/eprog/default.aspx&action=timeout
[bookmark: _Toc64479742]Room booking, stationery etc.
Rooms and certain equipment can also be booked through MyManchester; stationery only after approval of necessary funds through history office/divisional support.
[bookmark: _Toc364352327][bookmark: _Toc364451324][bookmark: _Toc64479743]Staffnet
http://www.staffnet.manchester.ac.uk
Lots of policies, guidance, templates – info on staff benefits, e.g. food on campus, child care etc. see below.
[bookmark: _Toc64479744]Social Responsibility Crib Sheet
[Social responsibility and internationalisation officer]
Things to be aware of as a Staff member:
Cultural Engagement/Social Responsibility/Environmental Sustainability funding call (SALC): 
Max £2,000; Deadline: end of September
Deadlines: 4 over year (end of Sept, Nov, Jan, Mar)
Athena Swan Charter: aims to assess & address gender inequalities at the University; SALC is re-applying for this in 2021-22.
Green Impact teams: these are voluntary, staff-led teams seeking to lower the University’s  
environmental impact as a place of work, study and socialising (SALC contact: Dr. Pierre Fuller)
10,000 Actions programme in environmental sustainability (University): indefinitely open to all staff
Making a Difference awards (University): Nominations due early Feb
Volunteer of the Year awards (University): Nominations close mid-March 
As Advisor:
Martin Harris Award for Cultural Engagement and Social Responsibility (SALC): Deadline: September 
Student Community Engagement awards (SALC): max £500; Deadline: mid-October
Ethical Grand Challenges undergraduate programme launched at Welcome Week in the 1st year as the 
Sustainability Challenge, followed by Social Justice (2nd year) &Workplace Ethics (3rd year)
Stellify: programme designed to foster social engagement and leadership amongst Manchester graduates: 
comprises the Manchester Leadership Award 
The University Volunteering & Community Engagement Team connects 500+ community groups and 
non-profits in the Northwest with student volunteers
As Teacher:
Social Responsibility in the Curriculum funding call (Faculty of Humanities): max £2,000
Deadline: mid-March for the following academic year
As Researcher:
The University’s current ‘Research Beacons’: Addressing Inequalities; Advanced Materials; Cancer; 
Energy; Industrial biotechnology
Policy@Manchester: University initiative connecting researchers with the world of public policy

Key programmes across the University:
Addressing Inequalities: focus on research addressing inequalities in Greater Manchester
Ethical Grand Challenges: UG programme on sustainability; social justice; workplace ethics
School Governors Initiative: 500+ staff/alumni assisting in the operation of state schools
Cultural Explorers Programme: seeks to expand kids’ access to UoM’s four cultural institutions
The Works: provides training and employment assistance for local jobless at Moss Side location
10,000 Actions: university-wide environment sustainability programme for all staff
Equity & Merit Scholarship Programme: 40 bursaries for PGTs from central Africa (in its 10th year)
AUTUMN
Ethical Grand Challenges undergraduate programme launched at Welcome Week in the 1st year as the 
Sustainability Challenge, followed by Social Justice (2nd year) &Workplace Ethics (3rd year)
Martin Harris Award for Cultural Engagement and Social Responsibility (SALC): Deadline: September 
Student Community Engagement awards (SALC): max £500; Deadline: mid-October

SPRING
Justfest short film competition (University): Open Dec to March  
Making a Difference awards (University): Nominations due early Feb
Volunteer of the Year awards (University): Nominations close mid-March
Social Responsibility in the Curriculum funding call (Faculty of Humanities): max £2,000
Deadline: mid-March for the following academic year
[bookmark: _Toc64479745]HR, finances, travel, staff benefits and other practical info
[School administration?]
askHR is a new online resource where you can find the majority of answers to basic HR questions and which should be your first port of call for HR enquiries: http://www.staffnet.manchester.ac.uk/human-resources/abouthr/askhr
· HR Helpline: 0161 27 54499
· Email: HRServices@manchester.ac.uk
[bookmark: _Toc64479746]Finances - Staff Expenses
http://www.humanities.manchester.ac.uk/humnet/our-services/finance
Form
Access through StaffNet>MyView>Expenses>Submit a claim (you will need to know the relevant budget account code). Complete the form online and submit online, attaching receipts as necessary.     
Some useful project codes
Personal research allowance: AA06558; (if you obtain a research grant special project codes will be issued)
UG Field trips: HoD has T & L code 
PG Field Trips: HoD has T & L code
History Divisional Budget: AA11964
University financial year and expense claims
The University financial year runs from 1 August to 31 July. Apart from some specific forms of funding, usually related to certain types of external grants, any monies you have allocated to you (say your personal research allocation, currently £1,000 pa for full-time staff) need to be spent in the financial year in which you get them: this means that the 'activity' being funded must take place before 31 July and any claim put in by then too (ideally submit any claim forms no later than 29th June, to allow them to be processed before 31st). After that date, you will almost certainly lose any money you thought you had as most accounts cannot be carried over into the following year.  You also need to remember that any claims need to be submitted (with the proper forms and signatures) - within 3 months of expenditure or your claim may be rejected.
[bookmark: _Toc364352344][bookmark: _Toc364451349][bookmark: _Toc64479747]Travel
[bookmark: _Toc64479748]Key travel 
All trips paid for with money managed by the University (train, air, hotels)
Travel policy: https://documents.manchester.ac.uk/DocuInfo.aspx?DocID=38313
Sustainability


Decision tree for University travel 
The decision tree aims to help you identify low-carbon travel alternatives minimising your travel related CO2 emissions.
						Points to considerWhy are you attending the meeting or event? 
Could you attend without being physically present?
· Stream, follow live tweets, have a virtual presence
· Use Researchgate or Mendeley to work online
Video conferencing (e.g. Zoom) esp. for 
recurring meetings?
Could you reduce the frequency of meetings?
Would it be enough for one member of the team to attend the meeting/event person with other members having a virtual presence, e.g. the early career researcher participates physically and the established professor virtually? 

Is there a similar conference/event taking place within low carbon travelling distance?
Is your destination inside Europe?
Err, perhaps you need to start again!
Is your destination outside Europe?
Is your destination in the UK or Ireland?
Could you attend the meeting or event without being physically present?
NO
YES
YES
NO
NO
YES
NO
YES









You may be surprised how little time and money is saved by flying when considering getting to the airport and waiting for your flight.  By using public transport, travel time can be used for work more effectively. 
UoM Finance procedures indicate air travel within the United Kingdom is not ordinarily permitted and must have special approval.





For many destinations within Northern Europe, high-speed rail travel is a strong alternative to flying.  It is a flexible mode of transport offering space and facilities to make it easier to work while travelling with significant health benefits versus flying.
European train travel guidance: seat61.org
Compare European train/plane/car emissions at ecopassenger.org 
Book European train travel through Key Travel.


Book European train travel through Key Travel xxxxxx





For destinations outside of Europe, flying can become the only practical option (although colleagues have attended conferences in China by train). Consider whether attendance is really necessary?
Could you combine this trip with other work-related activities? 
[bookmark: _GoBack]Reduce your footprint by travelling economy class. First and business class air travel has up to 4 times the environmental impact of economy travel (UoM Finance procedures also state travel by air should normally be economy class).
Consider whether the trip is worth the impact on your wellbeing, time and the climate.





Log your low-carbon travel decisions on 10,000 Actions

Risk
https://www.staffnet.manchester.ac.uk/compliance-and-risk/travel/flowchart/
Further guidance
http://www.procurement.manchester.ac.uk/buying/travel
http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=10938
https://www.egencia.co.uk/public/uk/en/
See also financial rules on travel. Divisional Support Administrator for History can set up accounts for staff members. Staff members must dispose of the necessary research/admin funds to cover their expenses.
[bookmark: _Toc64479749]Benefits, Support
Staff personal support
http://www.staffnet.manchester.ac.uk/personalsupport
Childcare vouchers
http://www.staffnet.manchester.ac.uk/human-resources/benefits/childcare/childcare-vouchers



[bookmark: _Toc364352345][bookmark: _Toc364451350]

[bookmark: _Toc64479750]Practical info
Drinking water
Near the lifts on the South Wing and in the History Common Room
Food on Campus
http://www.foodoncampus.manchester.ac.uk/
You can top-up your staff card to buy food (with a little reduction in price): FoodInAdvance:
http://www.foodoncampus.manchester.ac.uk/food-in-advance
http://estore.manchester.ac.uk/browse/product.asp?compid=1&modid=1&catid=253
HugMug: get the reusable coffee/tea mug and safe a few pence- ask at the uni food corners, cafés
Independent cafés: with good vegetarian food: Veggie cafe in the Contact Theatre - other options: student union, The International Society, St. Peter’s House café, Kro Bar (ask for staff discount), Ducie (Pub)
Sustainable Travel: Cycle to work scheme, commuting, buses
Cycling:
http://www.staffnet.manchester.ac.uk/human-resources/benefits/travel-to-work/cycling/cycle-to-work
Maps: Bike maps available from the Green impact team (Pierre Fuller and Georg Christ)
Bicycle user group: http://umbug.manchester.ac.uk/ 
Bicycle boutique, behind Sandbar, Grosvenor Street, http://www.hillcourtstreetcycles.co.uk 
Harry: can be found every Thursday on North Campus outside Harry's Bar, Barnes Wallis 10am-2pm and at the side of the Sir Joseph Whitworth Pub (opposite Trof bar) near Owens Park every Friday 10am-2pm (repairs and second hand bikes)
Recycling points, waste management
Paper recycling should be ubiquitous after last intervention of Green impact team, if you do not have easy access, let the team know (Fuller, Christ, see above)
Batteries: exits of Sam Alex Building
Paper, PET bottles, cans, rest-waste: typically in all corridors
Printer cartridges: 1st floor, west, orange bin 
Glass: foyer Sam Alex. 
See also: http://www.estates.manchester.ac.uk/services/operationalservices/envsvcs/waste for a comprehensive list of recycling categories and points etc. including the furniture store for unwanted and reusable furniture
You can also contact: Simon Atkinson int. 65963
Join the History Green Impact team, sustainability enthusiasts – coordinator G. Christ

[bookmark: _Toc364352348][bookmark: _Toc364451353][bookmark: _Toc64479751]Some common abbreviations

AHRC		Arts and Humanities Research Council
BB		Blackboard
CUD		Course unit director
DSO		Disability Support Office
ESRC		Economic and Social Research Council
HEFCE	Higher Education Founding Council for England
HNAP		Humanities New Academics Programme
HoD		Head of Division (Department)
HoS		Head of School
JRL		John Ryland’s Library
NAP		New Academics Programme
NSS		National Student Survey
OER		Open Educational Resources
MOOC	Massive Open Online Content
PDR		Progress and Development Review
PGR		Postgraduate Research
PGT		Postgraduate Taught
PSS		Professional Support Staff
SALC		School of Arts Languages and Cultures
SSO		Student Support Office (SALC)
Tii2		Turn-it-in 2
UG		Undergraduate
UML		University of Manchester Library
UoM		The University of Manchester
WAM		Workload Allocation Model
[bookmark: _Toc64479752]Appendix 1: COVID Annexes
[bookmark: _Toc64479753]Annexe a): History remote teaching guide
[bookmark: _Toc56280437]References
Uni guidance (end of march): https://www.staffnet.manchester.ac.uk/tlso/teaching_and_learning_remotely/ 
Faculty guidance (22.05.2020):  https://sites.manchester.ac.uk/humteachlearn/
Replacing (?): https://www.staffnet.manchester.ac.uk/humanities/teaching-support/elearning/coronavirus/remote-teaching/
SALC: Blended learning tools, training and resources (incl. towards the end online learning showcases) https://www.staffnet.manchester.ac.uk/salc/teaching-and-supervision/remote-texaching/.
History (BB page on IRP site) for more details, manuals etc.: https://online.manchester.ac.uk/webapps/blackboard/content/listContentEditable.jsp?content_id=_8176864_1&course_id=_56562_1
[bookmark: _Toc56280438]Introduction
What follows is the merged wisdom from the notes made by the UPDs and the PGT Director during the Departmental Away Day on 13th May and the eLearning officer’s short guidance sheet incl. updates.  These are intended to form a very broad set of principles to inform how colleagues reconfigure their courses, both sole- and team-taught to reflect the need to deliver our courses remotely during 2020-21.  They are not intended to be prescriptive, but to offer suggestions and tips of how this might be done.  Underlying all of this are three basic ideas:
1. Engagement: possibly the biggest challenge in 2020-21 will be to engage students consistently.  The broad consensus is that there needs to be a mix of synchronous and asynchronous activity;

2. Inclusivity: that whatever methods of teaching are used need to be inclusive, that is, respectful of the limitations that our students might be working with, in terms of access to hardware, space and bandwidth, especially if they are at home for part of the year;

3. Deliverability: what we offer needs to be deliverable without generating excessive workloads.  It is recognised that 2020-21 will be a challenging year for all colleagues, and that workloads will rise, but this needs to be kept within manageable limits.  This is especially relevant for assessment.

Above all, as far as we can, we need to put student and staff wellbeing at the centre of how we operate remotely.
What emerges from the discussion is that we should move to a ‘Flipped Classroom’ model of teaching (https://www.advance-he.ac.uk/knowledge-hub/flipped-learning ), where “students are introduced to the learning material before class with classroom time then being used to deepen understanding through discussion with peers and problem-solving activities facilitated by teachers”; colleagues may have already adopted this approach, but it is one ideally suited to a situation where some delivery of teaching will be asynchronous.
What follows is intended to supplement the remote teaching guidance offered by SALC (https://www.staffnet.manchester.ac.uk/salc/teaching-and-supervision/remote-teaching/); this page also has links to resources and training. 
First, we will cover some general principles to eTeaching of history, then follow practical notes on several online tools.
[bookmark: _Toc56280439]General Approaches
Each level (1, 2, 3, PGT) presents particular issues, but across all levels, the following broad approaches are relevant:
[bookmark: _Toc56280440]Lectures
These can be pre-recorded and uploaded either to Blackboard or to a hosting platform such as Vimeo (where HiP lectures already are hosted); lectures should be no longer than 45-50 minutes.  Anecdotally, lecture material broken down into a series of shorter videos/recordings may engage students more thoroughly.
If you want the students to see both Powerpoint and you, the lecturer, you can record your lecture through Zoom and then upload the video on BB. So that would be recommendation.
(You can also use BB Collaborate Ultra or voice recording in Powerpoint)
[bookmark: _Toc56280441]Seminar teaching
This is the most complex issue, but consensus within the department is that seminars/seminar activity should be delivered with a mix of asynchronous and synchronous activity.  No-one should really be attempting to deliver 2 hours of Zoom or Collaborate Ultra at L3 or 3 hours at PGT.! Seminars will be timetabled, so there will be space for synchronous online activity in staff and student timetables, but think about how you might use that time.  Course teams might want to re-think how they plan seminar activities – e.g. each seminar tutor taking responsibility for setting up or giving generic feedback for particular weeks, rather than every seminar tutor setting up separate tasks each week.

· Staff to clearly communicate that seminar learning & engagement is a two-way deal; expectations to be set very clearly from the beginning 
· Synchronous teaching should not be longer than half an hour. Depending on seminar group sizes and the number of seminar groups staff are taking we might want to split groups for online activities (is 20 students too many for an effective synchronous seminar?) or hold synchronous seminars every other week
· Synchronous seminars should build on asynchronous activities, rather than cover new material so as not to disadvantage students who cannot access ‘live’ seminars

Synchronous teaching:
· Zoom or possibly BB collaborate session. See below on how to enable break-out groups in zoom.
· Alternatives: Skype (used to be 25 but should now accommodate 50 participants), Google hangout. 
· Do not use discussion boards on BB in lieu of BB Collaborate for synchronous teaching. Discussion boards are great but only for asynchronous teaching, see below.

Asynchronous activity might include:
· Use of blackboard discussion boards
· Use of Voicethread to record seminar input
· Activities set up in advance of the scheduled seminar
· Group work and tasks reported to the whole might be a way of getting a sense of academic community.  The important consideration with that will be not to require inordinate amounts of the CUD’s time.
· Possibility of using tools beyond Collaborate Ultra for group work/work sharing (e.g. Slack [https://slack.com/intl/en-gb/features ]
· Staff who currently structure seminars around student presentations might want to consider how to do this in an inclusive way and so that students who don’t have access to tech/space are not disadvantaged: get students to post on a discussion board, record an audio only presentation or post a set of slides to the group instead?
[bookmark: _Toc56280442]Contact and advising
Experience so far suggests that asynchronous activity alone will not engage students, and that the students want and need some face-to-face (if virtual) interaction.  This will be even more important in 20-21, especially in S1; CUDs may want/need to hold advising hours/drop in sessions for students.
Skype (private – I have a feeling Skype for business works only between staff/uni machines to which students have not access) or Zoom or Google hangout or phone.
[bookmark: _Toc56280443]Converging towards the Same Tools or Experimenting?
So far Zoom works well, BB Collaborate reasonsably well and numerous colleagues have already conducted seminars, recorded lectures and held office hours online. 
There is great merit in experimenting and exposing students to a range of tools. Also true is that support will chiefly be available for the above recommended UoM standard softwares (Zoom and BB) and we make it easier for ourselves (mutual support, advice etc.) and the less techy students if we converge towards a standart tool set for the bulk of stuff; it is your decision.
[bookmark: _Toc56280444]Assessment
· Simplify Assessment; no more than two assessment points per semester, weighing no less than 30% each.
· Consider modes of assessment in relation to marking workloads – two essays may be an unsustainable amount of marking on some big courses
[bookmark: _Toc56280445]Level Specific Guidance
Below is some level specific guidance for teaching online next year. The structures are suggestions, please use your academic judgement to tailor teaching and learning to your course. 
However, please note: 
· The suggested timings for online seminars are there to protect staff and student wellbeing and make our workloads manageable. Planning longer online seminars will have a detrimental effect on the above. Weekly activities for each module (synchronous & asynchronous) should not exceed the contact hours timetabled.
· In terms of workload it makes sense to divide up planning between the team - there is no need for every tutor to set up their own set of online activities.
· Developing a common approach to synchronous/asynchronous activities across team taught modules will help students to understand what is expected of them and minimise confusion

Undergraduate teaching structure
 
To avoid assessment/marking bunching we suggest that, in general:
 
Assessment one deadline is no later than end of reading week
Assessment two deadline mid-Jan latest

[bookmark: _Toc56280446]Level 1
[bookmark: _Hlk46733768]History in Practice

There are two main changes to history in practice this year
1. The video lectures will not be released on a weekly basis. Instead, they will all be available from the start of the semester in folders organised by theme (e.g. ‘essay writing’, ‘primary sources’, along with other materials related to that theme.) This is to avoid the issue of students completing an exercise/assignment before the HIP intro lecture on that theme has been released. Seminar tutors can choose to direct students to particular lectures. The folders will be ready to review in September. New lectures include an intro to digital humanities and a discussion of writing history during the COVID 19 pandemic.
2. There is more flexibility on assessment one. You can assign your class EITHER a primary source analysis OR a critical analysis of an article, depending on what works best for your course. I would advise choosing one or another rather than giving your class a choice on this, that way you can more easily tailor your seminars to the assessment.

HIP Structure

i) online 'lectures' on BB site - seminar tutors direct their students to relevant lectures each week.
ii) asynchronous activity to be set by seminar tutors - discussion board or other activity,  there are some existing resources on the  BB site which can be reused (e.g. essay marking, plagiarism quiz) or, seminar tutors can  develop their own activities. 
iii) 30 mins synchronous seminar, this should  build on asynchronous activities but the focus should be on the pastoral side of HIP, inclusion and community building

*Asynchronous activities do not replace seminar preparation - students should be set weekly reading as usual, both the asynchronous and synchronous 'seminar' activities should draw on this
 
Suggested structure for level one modules

i) 2 x 45 min max asynchronous lectures, pre-record on zoom or whatever software you prefer to use. If you want to break the material into shorter sections fine, but it is not necessary.
ii) Asynchronous online activities - this may be discussion board based and could incorporate primary source analysis, commentary on secondary reading or other activities as appropriate to your module. You could transfer some activities you usually do in a lecture, for example a map quiz, to this format. This should represent about 30 mins of work per week for students.
iii) 30 min online synchronous seminar, this should reinforce or extend the asynchronous activities rather than introduce new content.

*It may be appropriate to split seminars into smaller groups for these activities
*Module teams should work together to devise a set of common asynchronous/synchronous seminar activities to be undertaken by all groups to avoid unnecessary work, for example, you may wish to assign particular weeks to particular tutors. These activities can of course then be adapted week by week to respond to the needs of the group. 
*Asynchronous activities do not replace seminar preparation - students should be set weekly reading as usual, both the asynchronous and synchronous 'seminar' activities should draw on this.
[bookmark: _Toc56280447]Level 2
Independent Research Project
There are two main changes to the IRP this year.
1.    The semester one coursework assignment has been reduced from 1000 to 750 words. The form this assignment takes can still be set by you, but there are some suggestions provided in the IRP staff guidance (to be circulated shortly).
2.    Regardless of whether there is any face-to-face teaching in semester one, you will not be required to hold seminars every two weeks. You will hold group meetings (most likely via Zoom or similar) at the start of semesters one and two, and the rest of the contact time with your students can be provided via a mix of synchronous (one-on-one, in groups, or a mix of both) and asynchronous activities decided by each supervisor. Students will still have the seminars blocked out in their timetables, so these time slots can be used for group meetings, one-on-one supervisions, or other activities. The IRP staff guidance contains suggestions for activities and potential structures for the module.
Level 2 Modules
Most modules at level two will still consist of the following:   
- 2 x 45-min. lectures.
- 1 x Seminar (equivalent to 60 mins.)
Lectures
Lectures should all be recorded and uploaded to blackboard. These can be new lectures, or updated versions of existing ones modified to respond to or any changes to the structure or content of the course.
Seminars
Seminars should provide the equivalent of 60 mins of contact time, through a mix of synchronous and asynchronous activities. This should be composed of the equivalent of 30 minutes of asynchronous work, followed by a 30 minute online synchronous seminar to reinforce or develop the asynchronous activities.
Asynchronous activities do not replace seminar preparation - students should be set weekly reading as usual, both the asynchronous and synchronous 'seminar' activities should draw on this.
Asynchronous activities could include quizzes, posting brief responses to sources or secondary readings, discussion boards etc but should provide the basis for the subsequent synchronous discussion. For instance, a module could be structured in the following way:
A. Discussion Board Component - Asynchronous (30-mins. equivalent)
· Divide students into 4 groups of 5 students.
· Set-up 2 threads for each group: 1 Article/Chapter. 1 Primary Source. Post key discussion questions.
· Students are expected to spend 30-mins. on the boards each week discussing their responses to the readings.
· One student assigned to chair each group each week.
B. Online Seminar - Synchronous (30-mins.)
· Seminar leader introduces
· The chairs of each student group summarise comments on their discussion
· Seminar leader comment/questions
As with Level One modules, it is recommended that module teams work together to devise a common approach to the asynchronous/synchronous activities in order to reduce workload. 
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As in all other years, and synchronous, face-to-face meetings, there is no one model of level 3 class we advocate.  No matter what the university’s ultimate practice on face-to-face vs. remote teaching across the year, however, all  L3 modules are timetabled for three-hour weekly slots, as in previous years.  While we do not advocate three hours of synchronous teaching during periods when instruction is remote, you should feel free to innovate, using a range of synchronous and asynchronous activities (e.g. discussion boards, collaborative group work, seminars that comprise the entire enrolment or that split the group in several parts).  The one core requirement is that the only time you can require all students to meet is during your module’s timetabled slot.  All students should have equivalent access to module activities (so, for example, if small-group meetings are required, please work to ensure all students are able to participate in a group).  We suggest that you should record no more than 45 or so minutes of lecture for any given week.

Please encourage students to be in touch with you if they are encountering IT or other access issues that make your module and its resources difficult to access.

Whatever solutions you have for a range of other synchronous and asynchronous activities, they should collectively work out to the equivalent of 3 weekly contact hours of instruction.  Please feel free to talk to Steven Pierce (through August 31) or Ana Carden-Coyne (from September 1) if you are unsure of whether your plans provide enough student engagement.

New assessment structures have been approved by the school. We continue to use Turnitin for the submission of assessed coursework.
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Suggestions for MA teaching in History in the light of Covid-19.
 
All our MA classes are seminar-based, not lecture-based. This arrangement creates some problems if we teach online in the first and perhaps even the second semester, as it is impossible to run a synchronous online seminar for 90 or indeed 180 minutes.
 
MA CUDs are therefore encouraged to consider the following suggestions as they discuss the shape of their courses with their teaching teams. Ultimately, it is up to teaching teams to decide how they can make sense of online delivery.
 
 
1.     All MA seminars are time-tabled for three hours for core courses and for 90 minutes for optional courses. If we teach online, please use BB Collaborate Ultra to deliver your class. Communicate clearly to students which parts of the timetabled slots you are going to use. You are not asked to use the full 90 or 180 minutes, as pre-recorded materials also count towards the seminar time!
 
2.     It will be impossible to sustain students’ attention online for the full duration of the seminars. Think about putting guiding questions in your syllabus for each session; use Blackboard discussion forum; use part of the timetabled teaching slot for student drop-in sessions. Some colleagues, especially those teaching on core courses, have said that they will record a short introduction to their seminar and make it available to students beforehand. Again, you decide.
	A good model might be to spend no more than 45 minutes on a synchronous MA option class and no more than two blocks of 45 minutes on a synchronous MA core course class.
 
3.     Simplify assessment (colleagues have already done this).
 
4.     For those teaching on Historical Research 1 and 2: have a recorded lecture ready for students a few days before the seminar that introduces them to your take on the topic and spend 45-50 minutes during the timetabled slot on a student discussion of the lecture and the readings. Try to make these classes as relevant as possible for students’ MA dissertation development.
 
[bookmark: _Toc37357161][bookmark: _Toc38312355][bookmark: _Toc56280450]Tools and resources for online teaching and research – short intro
GC, last updated 15.02.2021, v10
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We have a campus license. So if you register with your uni email address it should automatically give you full campus access with unlimited number of participant, duration etc. You register at: https://zoom.us/. Once you are registered you can create meetings and send out invitations etc. See also www.videoconference.manchester.ac.uk/zoom/ to download the guide and for further information or directly download the guide.
Be aware of trolling etc. – don’t publish access codes widely. You can also close access to meeting once it has started and remove unwanted participants. Or use password for protection.
Find here information on how to record a lecturer on Zoom (second half of video): https://video.manchester.ac.uk/faculties/52f9b4cd447aa2fbeb47d1926186f80b/aba1c1c3-fbe3-464a-a75d-e95149196eb1/?login
For seminar teaching you might want to use the break-out groups. In order to activate this feature go on MyAccount/Settings/In Meetings (Advanced) and active the break-out groups. Advantage over BB Collaborate is, that you can assign students to groups beforehand. The whiteboard you find when clicking on the share screen button. While activating the break-out groups you can also active the polling function and use this for quizzes etc.
[image: ][image: ]Zoom can also be handy for attendance monitoring: long into your zoom account, choose reports in the left-hand navigation and access the respective session (for ongoing sessions i.e. those under your personal meeting ID, click ‘usage’, then choose your meeting and we recommend to check both check -boxes as shown.
[bookmark: _Toc56280452][bookmark: _Toc38312361][bookmark: _Toc56280453][image: ]Signal
If you need to communicate securely on a platform that is not prone to bend to political pressure and highjacking – you can use Signal. It’s basic but stable and secure.
[bookmark: _Toc56280454]Blackboard collaborate ultra
Overall Zoom seems to provide the better teaching facilities (lecture recordings include both slides and video of speaker, break-out rooms seem to work better...). Therefore the BB Coll. Ultra guidance has been removed but is still available on the eLearning space on the IRP BB page.
[bookmark: _Toc38312364][bookmark: _Toc56280455]Comparison of BB Collaborate and Zoom
· Browser: BB works best with Chrome – Firefox works usually as well.
· Sound/audio: BB poor sound, fragmented and, like Skype, only one person can speak simultaneously. Zoom audio works better and allows people to break into someone talking.
· Glitches: break-out groups in BB Collaborate can lead to break-down or disconnections
· Break out rooms: easier in BB as already pre-configured, in Zoom it needs to be set up, see above. In Zoom, however, groups can be defined before the session.
· Access: students already have access to BB and are familiar with it but Zoom is really rather straightforward and thus not require the students to run an installer or so, i.e. it is straightforward.
 overall and after all, Zoom has the upper-hand and is thus the new recommendation for both lecture capturing and synchronous seminar teaching and BB the back-up alternative.
[bookmark: _Toc56280456][bookmark: _Toc38312365]Postprocessing of recordings
Ideally you post-process your recording although, of course, this takes time. It is, by now, a requirement that your recordings include a transcript. This can be done while uploading recordings onto YouTube or the university video portal. The transcript produced by the latter is (at least for people with accents) rather poor. If you wanted to correct this all manually it would take a lot of time and we don’t think this can be reasonably expected from you. The uni videoportal (https://video.manchester.ac.uk/my/videos) also allows you to do minimal editing (cutting of segments) if you hit the respective box in the advanced options: [image: ]It takes a while, then you should receive an email that your video is ready for editing with the respective link. Follow it, edit, save. Takes another while until final video is ready on portal. You will again receive an email notification. Grap the link and chuck into BB. Done.
If you need to splice different recording together you might want to use OpenShot although it’s a bit finicky. Creates huge files unless you make sure to change setting to reasonable resolution.
[bookmark: _Toc56280457]Powerpoint for lecture recording
[image: cid:image005.png@01D5FB96.B830F4E0]In your PP presentation you find under the tab ‘Slide Show’ the option to record the slide show. This embeds the audio directly into the presentation.
Then you can upload these slides to BB as usual (bigger files, of course, so might take longer) but you can also use Dropbox or so (yes, you can get access to Dropbox business through the uni (IT service request – might take a while at the moment).
[bookmark: _Toc38312366][bookmark: _Toc56280458]Other tools and resources (VoiceThread, Slack, AdobeSpark)
Perusall software to enable to collaboratively read and annotate a pdf.
VoiceThread allows you to comment on slides, word docs etc. The threads can be integrated into BB as an alternative to recording lectures on BB Collaborate. might option for those of you looking to develop media rich sessions with your students. It can also be used for group work and assessments.See online training in VoiceThread. 
padlet is a collaboration software enabling mind-mapping, annotating contents, ocial interaction.
Slack: versatile working space that works well as a BB substitute used in conjunction with Zoom etc. Cf. https://www.youtube.com/watch?v=xfmy6EYoM_Y – seems to work much better in terms of discussion boarding – almost too well it seems…
Adobe Spark: If you would like to participate in the SALC pilot and have an Educational licence allocated to you, please complete a licence request form and read through the Licence Guidance.
Yammer group for online learning tips: https://www.yammer.com/live.manchester.ac.uk/#/threads/inGroup?type=in_group&feedId=18382479360&view=all 
Webinars and courses: 
· webinar on “how to survive your hurried switch to online delivery” https://onlinelearningconsortium.org/webinar/how-to-survive-your-hurried-switch-to-online-delivery-using-udl/
· webinar on keeping students engaged in the transition to online learning https://onlinelearningconsortium.org/webinar/keeping-students-engaged-in-a-transition-to-online-learning/
· MOOC (Massive Online Open Access Course) on FutureLearn on creating online content: https://www.futurelearn.com/courses/how-to-create-great-online-content/3/welcome
· 
eLearning support: For all general teaching online queries requiring a video/audio call or a call-back from, please use this link: https://www.gotomeet.me/elearningteam.  The Humanities Faculty eLearning staff covering the service may pass some of the queries onto school eLearning teams where a longer 1-to-1 session is required. 
If you would like to book a scheduled 1-to-1 appointment with the SALC eLearning team yourselves, please make these requests directly via an email to the team 
· Andrew Richardson <andrew.richardson@manchester.ac.uk>
· Blaise Nkwenti-azeh <blaise.nkwenti-azeh@manchester.ac.uk>
· Olesya Shipova <olesya.shipova@manchester.ac.uk>
The team recommend that you copy all three Learning Technologists into the email. 
[bookmark: _Toc38312367][bookmark: _Toc56280459]Telecom
Forward Busy or No Answer Call Forward redirects all calls to another extension or voicemail if the phone is in use or after six rings, if not answered.
To set: Pick up handset - Dial *71 - Enter Destination Number (for Voicemail enter 50101) - Press the # key to confirm - Replace handset
To cancel: Pick up handset - Dial #71 - Replace handset
Not very helpful, I am afraid as you can only redirect to other uni numbers...
[bookmark: _Toc38312372][bookmark: _Toc56280467]Ordering a book, online research resources, best practices and recommendations
See Annexe 2 ‘Guidance for students on how to move research online’.
[bookmark: _Toc56280464]Help for students
Help for students: Email: helpmegetonline@manchester.ac.uk
Telephone: +44 (0) 161 306 6199 (Monday to Friday during UK Office hours)
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Chapter xy in UoM history student skills handbook and to be included into the latter upon the next revision
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Most importantly: Relax. Excellent research has been done with very limited resources- think of Braudel writing his Mediterranée essentially in PoW camps in Germany far from the Mediterranean and far from his host of notes.[footnoteRef:3] Also, your supervisors are aware of the situation and work under the same restrictions. They will take this into account while looking at your work. [3:  William Hardy McNeill, "Fernand Braudel, Historian," The Journal of Modern History 73, no. 1 (2001): 133-146, here 138 seq.] 

A brilliant book on how to write a thesis pragmatically under less than ideal circumstances is Come si fa una tesi di laurea by Umberto Eco – relax again: it has finally been translated into English: How to Write a Thesis and it’s accessible online.
Closure of the library is no excuse for not compiling a robust bibliography. You can still use the library catalogue, LibHub, WorldCat etc. to research the (paper) resources you would usually consult; but how do you consult/ref resources, which you cannot physically access right now?
Reference resources that you cannot access by adding n.v. for non vidi (Lat. I have not seen it) after the resource, i.e.
	Roberto Cessi, Venezia nel Duecento: tra oriente e occidente (Venezia, 1985) n.v.
There are, however, many ways to find out more about resources currently not accessible:
Books: 1) consult (online) book reviews. Ref these book reviews. 2) Consult Google books (older books also in full-text accessible through archive.org) and you can also query specific terms within a book. It is recommended to declare in your note that you consulted the book through Google books. 3) Often a scholar will publish main findings before the book publication in article form. Look for these articles.
Articles: Look for other material referencing articles in order to find out more about the article in question and try the library (see above) to source the article for you. A huge amount of articles are available through the library search tapping into many resources e.g. Cambridge Core https://www-cambridge-org.manchester.idm.oclc.org/core/, Jstor, Historical Abstracts http://web.a.ebscohost.com.manchester.idm.oclc.org/ehost/search/advanced?vid=0&sid=bf1ad324-5811-41b6-9337-079cceeea317%40sessionmgr4006. Yet not everything might feed through and so you should check also the mentioned repositories themselves as well as collections not feeding into the library catalogue such as learned societies/libraries, and meta-repositories such as Persée (the latter mainly for French-language material).
[bookmark: _Toc37856029][bookmark: _Toc56280471]Online resources
It is worth noting that the Library already has the largest eBook collection in the country so students are not starting from a low baseline with the current change of circumstances.
Also a great deal of archival and rare book resources have been digitized: https://archiveshub.jisc.ac.uk/manchesteruniversity/ (archives) and https://luna.manchester.ac.uk/luna/servlet/(digital collections)
General series such as Cambridge Histories, Companions Online, or Oxford Scholarship Online offer useful starting points for your research. Or even more basic: https://www.britannica.com/
UoM library history online resources: http://subjects.library.manchester.ac.uk/history/databases/ provides a range of more specialized resources. Especially this link to further resources: http://subjects.library.manchester.ac.uk/history/subject-websites/
	See also on subject databases more generally: https://www.escholar.manchester.ac.uk/learning-objects/mle/introducing-databases/story_flash.html
A-Z listing of UoM library databases: https://www.library.manchester.ac.uk/search-resources/databases/
UoM library additional databases opened up for COVID-19 (mostly temporarily i.e. until ca. 31 May) https://www.library.manchester.ac.uk/search-resources/databases/covid-19/
The “catch” is that these are temporary (usually two months but each time-frame should be flagged) so make good use of them while they are there, but be prepared for their loss. The site is in constant movement with resources being regularly added – check regularly! 
UoM Manchester Hive https://www.librarysearch.manchester.ac.uk/permalink/44MAN_INST/bofker/alma992980789922501631 provides a wide range of full-text resources from Manchester Univ. Press, incl. the medieval primary source collection. 
See also the Service updates webpage.
Institute for historical research guide to online resources: https://www.history.ac.uk/library/collections/online-resources/open-access-resources
List of further Mediaeval History Resources (compiled by Dr Talia Zajac)
https://docs.google.com/document/d/1RPTbX4pnGCIEM1XUPO9bDrNIhxaVD-OCY5msig0qX8Y/edit?ts=5e85cba3
List of history resources (with a special focus on early modern history and history of capitalism; compiled by Dr Philipp R. Roessner)
https://online.manchester.ac.uk/bbcswebdav/pid-11384190-dt-content-rid-39115695_1/xid-39115695_1
or https://www.dropbox.com/s/zk59m29ryusfor8/Roessner%2C%20Resources_for_Online_Research_History_PRR.docx?dl=0
List of Modern British History resources compiled by Dr. Eloïse Moss
https://online.manchester.ac.uk/bbcswebdav/pid-11388035-dt-content-rid-39146971_1/xid-39146971_1 
or https://www.dropbox.com/s/nmq884ivcautcyb/Moss%2C%20E.%2C%20Online%20Primary%20Sources%20list-%20MBH.docx?dl=0
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Think carefully about what you need – check at LibHub to see if Institutional access is readily available for the eBook you are after– a screen icon will feature next to the holding library before making any submission.
If you are looking to “replace” a print publication on one of your courses’ reading list with an eBook you should say so and ideally offer details in the free text Comments field at the bottom of the online form. Add a note on the urgency (deadline etc.).  If in doubt you can also use the email contact (uml.acquisitions@manchester.ac.uk) given on the Order a Book webpage, which is: https://www.library.manchester.ac.uk/using-the-library/students/books-and-resources/order-a-book/
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Browser extensions for easy access to our online resources 
Service updates webpage
Online study support resources: Teaching & Learning Support, My Learning Essentials; Specialist Library Support, and My Research Essentials, Research Services teams
Help and support online via Library Help or talk to us online via Library Chat (click the yellow button on the right hand side of the Library website to connect)
eResources help desk uml.eresources@manchester.ac.uk but before you contact the help desk make sure that you searched the resource first in the Library catalogue while being logged in – doing so will ensure that you will see accurate access advice just below your selected resource
Further information regarding resources, services and support plus FAQs on the status of our current provision can be found via the Library website:
https://www.manchester.ac.uk/discover/news/coronavirus-latest-information-for-libraries
@UoMLibrary will also regular update details of our online help and support.
Last updated 14/11/2020 Georg Christ (with inputs from Dres. N. Zajac, E. Moss, I. Fishwick (library), P. Roessner and C. Goeschel)
[bookmark: _Toc64479755]Annexe c): COVID Reporting
The process for staff and students reporting that they are self-isolating or have tested positive for COVID-19 is as follows: 
Students and staff testing positive or having to self-isolate for any of these reasons must report directly through this online reporting form. Please direct any advisees reporting they have tested positive or need to self-isolate to this form.
Students can contact their School for advice on academic concerns – so your advisees may write to you if they are concerned about missing teaching. Please direct them to contact their course unit directors who may be best placed to advise them on accessing resources online. 
Support for students in Halls will be handled through the triage process following the completion of the online reporting form.
Campus Life will identify welfare concerns raised in student self-reports and liaise with students and other colleagues to arrange support as appropriate.
Campus Life will identify instances where students have been on campus in the 72 hours before symptoms/positive test and liaise with Estates.
Students who are self-isolating should be directed to our comprehensive support package.
[bookmark: _Toc64479756]Appendix 2: Staff induction procedure
	Item
	Resp./Who/Signature, date
	Remarks

	HoD welcome (45’):
Introductions: Mentor, Senior history admin
Briefing Background, structure of departments, challenges & aims, expectations
Briefing: Induction, HNAP, mentoring programme incl. PDR, work ethics
Org and Briefing Rhythm:
- Personal work org: 40% teaching, 40% research, 20% admin 
- Departmental Meetings … times per semester, Wednesdays …
- Research colloquia etc.
Expectations new staff member
	HoD
	

	Briefing personal logistics (mentor):
- Apartment
- Temporary accommodation (www.gumtree etc.)
- where to get a bike
- public trsp
	Mentor
	

	IT (30’):
IT service requests, help desk
Contacts:
xx (hard & software, internet connection
Georg Christ, Phil Olsen, website (service requests)
Georg Christ, e-learning resources
Briefing Hard/software, MyManchester, VPN service, email
Briefing homepage: required contents: CV, Photograph, Theme picture, short text on PhD project personal profile, escholar
Briefing Databases: L2L and other personal/collective database systems; Backup routines; ontologies, library searches and their peculiarities; university virtual drives & Dropbox etc.
Briefing outlook, especially calendar
	History web & e-learning officer
	

	School office: 
General admin issues, equipment of office etc., handing out SALC new staff member folder
	School admin, hist admin
	

	HR:
Docs needed for contract:
National Insurance Number
Staff card
Payroll, expenses:
Pay roll info via MyManchester…
Service trips and respective rules
	HR
	

	History office, office logistics
- Briefing: departmental admin, introducing to colleagues in history office
- Rules: WE: doors locked, windows closed, electrical currents interrupted, lights turned off, smoking ban, fire drill)
- Contact janitors
- Neighbours in the House (different divisons of SALC)
- Keys
- Rooms (conferences, teaching), room booking system on MyManchester
- Office supplies (ordering of missing things via history office)
- Xerox copy machines (incl. pers scanning) etc.
- Water fountains, Coffee machine, history hub
- Personal office, preferences, org arrangements
- Briefing & handing over of personal IT office equipment: (…)
- Library: card=staff card, PIN to be obtained in library info desk
- Finances, reimbursements
	History senior admin
	

	Teaching (30’):
Briefing: UG course admin etc.
Mitigating circumstances, special support, student services
	UG programme directors (lead: UGD L3)
	

	Assessments:
Briefing: Assessments (30’)
	Assessment officer
	

	Research:
Briefing: History research, research clusters, REF (20’), PREP
Briefing: Research management, funding & writing proposals, intro to school research office etc. (30’)
	Research officer
	

	Impact:
Briefing: Impact – working with schools, museums, local authorities, parliament etc.
	School liaison, impact officer
	

	Introductions, meeting colleagues:
Main history officers:
UG programme directors
PGT programme director
PGR programme director
Recruitment officer
Colleagues: 
(…)
Possible important contact outside of department according to specific profile of new staff member
- (…)
	New staff member, possibly with mentor
	



[bookmark: _Toc64479757]Appendix 3: Duty descriptions
[bookmark: _Toc64479758]UG Directors
[bookmark: _Toc64479759]PGT Director
[bookmark: _Toc64479760]PGR Director
[bookmark: _Toc64479761]Research Director
[bookmark: _Toc64479762]Assessment officer
1. Fixed duties across the year:
First semester: 
· in welcome week (or just before), prepare the departmental assessment calendar for the year once the Excel spreadsheet has come through from the School. It is useful to distil the essential dates for academic colleagues, and so provide a ready-reference guide through the year. You should set the June exam boards at this point in discussion with the History Office team, and ask colleagues to note them in their diaries.

· in welcome week you will lead the induction session for new staff, taking them through the grade descriptors and the ‘History model’ of feedback (‘feed-forward’) provision. It helps to give general advice on providing good feedback to new staff as well as the formalia!

· Sept Exam board: HoD, T&L -

· set the date (after consultation with T&L colleagues) for the exam scrutiny panel. It should be about a week to ten days before the final deadline for scrutinized exam papers to be with the School. Invite colleagues to draft their exam papers for submission to the History Office no later than 3-4 days prior to the exam scrutiny meeting. You can then assign scrutineers and ask them to look over the papers on the shared drive, making corrections and suggestions, which you can then discuss as a group at the scrutiny meeting itself. This prior preparation means that you can keep the meeting itself down to two hours. It is worth keeping the meeting and not just doing it all by e-mail: it represents an overall time-saving in terms of avoiding annoying back-and-forth.

Second semester: 

· second annual round of exam scrutiny (as above)
· set the date for the Interim Assessment Board. This needs to take place after release of moderated and confirmed marks to students, but not so far into S2 that it will no longer be useful to hold it. As of 2020 this board will no longer have any need to take decisions regarding the implementation of mitigating circumstances, given the reforms to that system. It will serve purely and simply as a tool of pastoral care, to identify students in danger of failure or very poor academic performance, and alert UPDs, programme liaison officers and academic advisors to act. You may wish to consider, consequently, whether you need the whole T&L committee to attend. You do need a member of the History Office team to be present in order to co-ordinate and then undertake all the resultant correspondence. With the new and ‘slimmed-down’ remit, two hours should suffice.
Interim assessment board only pastoral – ie. Mainly checking attendance, non-submissions etc? programme directors with academic advisors take need – assessment officer only making sure it’s scheduled – results coming out normally 24 Feb – week after the meeting

2. School Assessment Committee (3-4 meetings annually): papers are now circulated in advance, which makes preparation – and consideration of implications for History – easier. There are several ongoing reforms of practice across the School, and I would encourage History representation on the working groups that are or will be established to consider these reforms (notably moderation, which is ongoing, and moving in a most positive direction). It is helpful to make a list of relevant points arising from the committee to communicate to colleagues at our divisional board meetings, either for discussion or just for note.
3. Malpractice panels at School/Faculty level: there is now an effective system for hearings taking place on a scheduled basis throughout the year, which has replaced the ad hoc arrangements that previously pertained. You will need to sign up for about one hour on two or three times per semester.
4. Advising colleagues on instances of poor academic practice and malpractice: you should have access to all UG and PGT courses on Blackboard. Many colleagues will ask for your guidance on how to respond. The new School guide to preparing malpractice cases is clear and straightforward. (This will take up quite a lot of your time; some colleagues are better than others at preparing the documentation.)
Only cases of evident malpractice, in more than isolated instances within a piece of work, ought to be sent forward to School for hearings. The mark should be left blank until the hearing has taken place. In cases where poor academic practice has been identified, colleagues should not indicate in the feedback what the work would have received without a penalty, or that the mark has been reduced by a set amount – this leaves us open to legal challenge by students who claim they have been tried and found guilty for malpractice without a fair hearing and with inconsistent application of penalty. Instead, colleagues should indicate that the work has performed poorly against the relevant criteria in the grade descriptors to explain the low mark awarded.

Markers cannot penalize or deal with cheating, malpractice or plagiarism – if these words show up in the feedback, it needs to come to assessement officer and formal procedures have to ensue.
Markers, however, can and should as much as possible deal with lighter cases ‘poor practice’, sloppiness, unoriginal, dependent too strongly on xy.
5. External examiners: appointed for four-year terms, it is the assessment officer’s job to identify new candidates (in consultation with colleagues in the relevant fields) and to solicit and secure their interest in the role. At present we have, in their third of four years of service for 2019-20, Markus Daechsel (world history: UG and PGT, Royal Holloway) and Bernhard Struck (modern European history: UG only, St Andrews); in their second of four years of service for 2019-20, Rosie Cresswell (economic and social history: UG and PGT, Hull), Tracey Loughran (modern British history: UG only, Essex), Nicola Whyte (early modern history: UG and PGT, Exeter/Penryn), Kathryn Hurlock (medieval history: UG and PGT, MMU) and William Whyte (modern British and European history: PGT only, Oxford). This balance of subject area coverage has worked quite well for the past few years, though it is worth keeping the overall number and remit of the external examiners under review.
New externals? Pragmatic people needed, ideally mates – discuss in T&L, specialists
You will need to write replies to their annual reports. I find it is best to wait until all are in, and for a certain amount of time to have passed in the academic year so that you can report back to them upon progress that has been made in response to the issues they have raised. I have not written the replies to last year’s reports (for 2018-19) because only a couple have as yet arrived. They are normally forwarded to us from School and to School from Faculty TLSD – in this cumbersome process lies much of the cause for delays.
6. Exam boards: you will need to establish the composition of the exam boards early in the second semester using the most up-to-date version of the WAM. Colleagues who are on leave are exempt. Quoracy is set at 80%. At present the rule is to have relevant postholders ex officio (i.e. the T&L committee) at each board plus all CUDs for the level of study concerned. I have tried and usually succeeded in releasing people so that no-one need attend more than three boards of the four, whilst retaining overall quoracy.
There is an ongoing review of examination board procedure at School level, which will consider what should happen at scrutiny (for which you really will need a full day) and what should happen at full boards, but until that point we should proceed with our existing practice. It is a good idea to have read through the relevant policies and to have learned the rules by heart before the boards take place, so that you can quickly provide recommendations or options with regard to progression and classification during the boards.

How is quoracy 80% defined – 80% of all staff? Not so clear etc. Or of T&L plus relevant CUDs or …? Office will know and rules might change anyway: full time teaching stuff not on leave and 80% of this
No need for a response to the external examiner’s reports – important to keep it as short and snappy as possible.
7. The WAM now specifies moderators, and so there is relatively little work to be done in assigning colleagues to undertake particular duties in that regard. But you will still need to assign colleagues to the second-marking of BA and MA dissertations, matching up areas of specialism as best you can, and experienced with inexperienced markers. Try to avoid ‘pairs’, if at all possible. You will also need to allocate external examiners to courses and to thesis supervisors, although you can use the previous year’s allocations as a starting-point for this task and roll most across.
You will need to send colleagues detailed instructions and a time-scale for completing the first- and second-marking of BA theses, and the first-marking and moderation of second-year independent research projects, prior to the commencement of the summer examination period. In this way you will avoid too great a burden of work all at one time for colleagues – and external examiners – to undertake. Offer to appoint a third marker in cases of real disagreement between first- and second-markers of BA theses. This is good practice, rather than just splitting a very large difference, and helps to reduce tension between colleagues.
Additions Max, GC 2020/21 regs:
Appendices: useful email templates












 

Forms and policies:

Marking scheme and grade descriptor: http://documents.manchester.ac.uk/display.aspx?DocID=33382
SALC guide to assessment: http://documents.manchester.ac.uk/DocuInfo.aspx?DocID=18550
UG Degree regs: 
http://documents.manchester.ac.uk/display.aspx?DocID=13147
Guide to the Taught Degree Regulations:
http://documents.manchester.ac.uk/display.aspx?DocID=13144
Mitigation: http://documents.manchester.ac.uk/display.aspx?DocID=23163
Cheating (essay mills)
https://www.staffnet.manchester.ac.uk/umitl/teaching-toolkits/contract-cheating-toolkit/.
Essay Mill short note markers https://documents.manchester.ac.uk/display.aspx?DocID=50362
Essay Mill checklist https://documents.manchester.ac.uk/DocuInfo.aspx?DocID=50361
Malpractice (plagiarism, self-plagiarism, collusion etc.) 
https://documents.manchester.ac.uk/display.aspx?DocID=35621
short guide SALC Academic Malpractice Procedure Summary for Staff
Flowchart: https://documents.manchester.ac.uk/protected/display.aspx?DocID=51106
Handy Summary of regs:
· 40 credits?? on first attempt to pass
· If failing progression requirements: 
· withdraw student with exit award
· permit to retake level
· carry over 20 credit (exam board decision)
· consider reassessment if mitigation
· exam board can refuse assessment based on poor work, attendance or engagement
· Max of 40 credit can be compensated (eg 30C)
· If a third fail it’s not compensable (eg 25R) but must be resat and score at least 45 (other passage 30 – PGT 50) while mark capped at 30 (40 PGT resp); in final year BA called referral?

[bookmark: _Toc64479763]Web and eLearning officer
Web Officer History - Job Description
Tasks
1. Developing of new content
· Text & imagery
· For events, new research projects, courses etc.
2. Regular revision/update of existing pages (half-yearly- cf. school web guidance)
· C. 50 pages incl. possibly intranet
· Staff profiles (control every 2 years, last 2013 Nov)
· History relevant material on central university repositories
· Updates of pages controlled by web officer
· Remedy requests for content not controlled by web officer, liaising with web team
3. Liaising with faculty web team 
· Occasional meetings & through SALC web committee meetings, see below
4. Liaising with SALC school web committee
· Monthly meetings of c. 2.5 h
· Bilateral liaising if needed
5. Liaising/coordinating with officers in history
· HoH (head of history)
· Admissions
· Programme & research directors
6. Staff support maintaining 
· Staff profiles
· Centres
· Announcements & PR/coverage of events (see for more details, access to Columba, flickr etc. Web officer history cookbook.docx; refer also to Concept info provision history 2014.docx
· Staff is handed out and routinely reminded of the best practice notes/self-help guidance in the history staff handbook, see also Best practice guidance web History GC update MAY2013.docx which is not maintained anymore as updates are effected directly in the respective sections of the history staff handbook: http://documents.manchester.ac.uk/display.aspx?DocID=23287
Contacts
See cook-book
GC, last update 28 July 2015
Admin Job Description, Useful Info: eLearning
Tasks
Insure the smooth running of all eLearning related resources of history including training of staff, esp. GTAs and liaise with faculty teaching and learning team.
Specifics:
- You do not, usually, have to attend meetings of the School Learning Resources committee as the library liaison officer (currently Thomas Tunstall Allcock) attends. There might be relevant sub-committees such as on Turnitin as per coordination with the same library liaison officer.
- To assist with the provision, through IT Services, of Blackboard, Turnitin and other relevant software packages training for new staff and GTAs at start of academic year 
- To provide direct ad hoc advice on Blackboard and Turnitin and direct towards further IT Services-provided assistance for other tools, such as Turning Point, Doodle, and more  for staff and GTAs
- To ensure uniformity of BB landing pages and that they refer to the history resources page (library) and the website through a sampling of BB landing pages.
- To assist the library liaison officer in maintaining the History resources page on the Library website 
- To provide advice, where made possible by personal expertise, for colleagues seeking to develop funding bids to develop learning resources.
- To seek to attend learning and teaching showcases (faculty); feedback good practices to history, facilitate showcasing of history eLearning best practices, which could be of interest to faculty.
Currently deployed eLearning tools
BB (all staff), Tii2 (all staff), email (all staff, no joke- this is the main tool and it is used badly), 
Internet (history pages, intranet), history resources page (library)
(essentially made redundant and winding down: history portal on BB)
Polling software: Turning point incl. Response war (incl. clickers): GC and Chris Godden
Twitter (not sure for teaching): St. Jones
Useful contacts
Distant learning network: ELESIGNW network, see www.elesig.ning. 
Manchester Distance Learning Network (MaDLeN) www.tlso.manchester.ac.uk/distance
Faculty teaching and learning time, Ellen Wilkinson bldg, see also staff handbook
I mainly work with Phil Styles for response ware
Last update GC 28 July 2015
[bookmark: _Toc64479764]Library Liaison officer
[bookmark: _Toc64479765]Social Responsibility and Internationalisation officer
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Enabled: Statistis Tracking
This folder contains a set of pages with live links to online resources for historians, from search engines to online
primary sources. See also the subject guide of the UoM library.

Samuel Alexander Building Plan
Attached Files: (3 Samuel Alexander Building Plan (%) (430.203 KB)

The Sarmuel Alexander Building can be difficult o find your way around. Here's @ plan of the building to help

Semester Two Office Hours

Atiached Files: (3 Copy of Copy of Sem 2 office hours finalxisx & (14.704 KE)

Guide to Research and Writing
Hist10101 Course handbook - 2013-14.doc

This document provides essential advice on essay writing + referencing guidelines. Fully updated for September
2013,

History UG Handbook

The History UG Handbook is the essential reference for ALL History undergraduates at Manchester.
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See also staff intranet, for instance for the current official version of the handbook:
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iManchester App

The iManchester app helps students (and staff) find their way round campus, locate buildings and key services (including computer
clusters and places to eat) and see reaktime information about what is currently open (Apple devices only) Other features include;

« Abilty to search the Library's collections, reserve books and manage Library account
« Search staff and student contact database

« Direct access to Blackboard e-learning ervironment

« Quick access to My Manchester studert portal

It's currently available for iPhone and Android devices, with Blackberry and web versions coming soon

Both versions can be downloaded from; hitp:/fwww studentnet manchester ac ukiit-services/gettingstartedfimanchester/

Provisional Sociology Timetable 2013-14
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* SM Email Sem 1 Exam Papers *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



 



From: Max Jones 
Sent: 30 January 2020 17:50
To: Max Jones
Subject: Sem 1 Exam Papers



 



 



Von: Stephen Mossman 
Gesendet: 02 October 2019 16:32
An: SALC-HISTORY@listserv.manchester.ac.uk
Betreff: First semester exam papers



 



Dear colleagues,



 



it is now time that exam papers for first-semester courses need to be written. They should be submitted to the History Office (either on USB stick or by password-protected e-mail) by no later than 13:00 on Friday 18 October, a little over two weeks hence.



 



CUDs of L1 and L2 courses with examinations will need to supply two papers: the main paper for January and then the re-sit paper for August. CUDs of L3 courses need only supply one paper. Before you begin to write your paper, please consult the guidelines in the History Handbook. These are the guidelines against which the scrutiny committee will consider the draft papers. They contain helpful tips as well as rules.



 



Please ensure that your examination questions do not overlap with questions you may have set for coursework essays: they should, ideally, test different skills. Your questions should not be identical to examination questions set for the same course in the previous three years, for which past papers are accessible to students. (We do not want students rehearsing ‘pre-learned’ answers or studying to the exam.) Any questions, please do just ask me.



 



best wishes, Stephen



 



Dr Stephen Mossman | Senior Lecturer in Medieval History | School of Arts, Languages and Cultures |



University of Manchester | Samuel Alexander Building (N2.15) | Oxford Road | Manchester M13 9PL



 



0161 275 3247



 






image20.emf
  SM Email Key  Assessment Dates  .msg


  SM Email Key Assessment Dates  .msg
* SM Email Key Assessment Dates *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



Some useful SM emails



 



 



 



From: Max Jones 
Sent: 30 January 2020 17:51
To: Max Jones
Subject: Sem 1 Key Assessment Dates 2019-20



 



 



Von: Stephen Mossman 
Gesendet: 27 September 2019 17:59
An: SALC-HISTORY@listserv.manchester.ac.uk
Betreff: Key Assessment Dates 2019-20



 



Dear colleagues,



 



please find in the attachment a digest of the key assessment-related dates for this academic year. This will also help you to answer the many questions from students who want to know when their final results become available.



 



I would draw your attention in particular to the dates for the examination boards in June 2020, for which a three-line whip applies. When the finalized WAM is in place, then I shall draw up the exam board composition lists straight away, so that you will be able to know for which boards you are (and are not) required.



 



I will be writing again next week with regard to draft exam papers for this semester, and to colleagues who are CUDs of MA courses this year in relation to the PGT examination board upcoming in November, but let us save all of this fun until after the weekend.



 



best wishes, Stephen



 



Dr Stephen Mossman | Senior Lecturer in Medieval History | School of Arts, Languages and Cultures |



University of Manchester | Samuel Alexander Building (N2.15) | Oxford Road | Manchester M13 9PL



 



0161 275 3247



 





History Assessment Calendar 2019-20.docx

Important Dates for your diaries – History Assessment activities 2019-20











			Exam Boards


			· PG Exam Board 2017-18 


			Staff as notified 


(MA CUDs)


			Weds 6 Nov 2019, 12:00





			


			· Interim Assessment Board


			Teaching and Learning Committee (T&L) 


			TBC (00 Mar 2020)





			


			· June Boards


			


			





			


			· L1/L2/L3 Scrutiny


			T&L


			Thu 18 Jun 2020


10:00-17:00








			


			· L2/L3 UG Exam Board


			All


			Mon 22 Jun 2020


13:00-17:00








			


			· PG Progression Board


			All


			Tue 23 Jun 2020


14:00-15:00








			


			· L1 Exam Board


			All


			Wed 24 Jun 2020


10:00-12:00








			


			· Re-sit Board


			T&L


			Tue 8 Sep 2020, time TBC









































			Exam Papers preparation








N.B. 


CUDs of all L1 and L2 courses must submit two exam papers (first-sit and re-sit) for scrutiny at the first time of asking. 





CUDs of L3 courses must submit one exam paper, and will be contacted in early July if a second paper is required.


			· Semester 1 


			


			





			


			· Submission of exam papers


			All


			Fri 18 Oct 2019, 13:00





			


			· Scrutiny


			T&L


			Wed 23 Oct 2019, 


11:00-13:00





			


			· Semester 2 


			


			





			


			· Submission of exam papers


			All


			Wed 26 Feb 2020, 13:00





			


			· Scrutiny


			T&L


			[bookmark: _GoBack]TBC (00 Feb/Mar 2020)





			


			· August re-sits/1st sits (L3 only)


			


			





			


			· Submission of exam papers


			All


			Fri 17 Jul 2020





			


			· Scrutiny


			T&L


			TBC if required











			Dates for CUDs to submit deadlines for UG coursework


			· Semester 1 Courses


			All


			Tue 8 Oct 2019





			


			· Semester 2 Courses


			


			Mon 27 Jan 2020











			MA Coursework submission


			· Semester 1 Courses


			SALC Deadlines


			Tue 14 Jan 2020





			


			· Semester 2 Courses


			


			Tue 12 May 2020














			Marking and Moderation


			Semester 1: 


			


			





			


			· 1st Marking & Moderation


			All


			Mon 10 Feb 2020





			


			· Provisional Results Publication





			


			Fri 21 Feb 2020





			


			Semester 2: 


			


			





			


			· 1st Marking & Moderation


			All


			Wed 10 Jun 2020





			


			


			


			





			


			· Final Results Publication 


			


			Thu 2 Jul 2020








			


			August Re-sits & First-sits


			


			





			


			· 1st Marking & Moderation


			All


			Fri 4 Sep 2020





			


			


· Results Publication


			





			


Thu 10 Sep 2020





			Dissertation Submission Deadlines


			L3 Dissertation


			SALC Deadlines


			Thu 30 April 2020





			


			L2 Independent Research Project


			


			Tue 28 April 2020





			


			MA Dissertation


			


			Mon 7 Sep 2020











Page 1 of 3
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* SM Emails Sem 2 Early 1) dates 2) exam papers 3) exam board comp/n *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



 



Useful emails



 



 



From: Max Jones 
Sent: 30 January 2020 17:53
To: Max Jones
Subject: Sem 2 Early 1) dates 2) exam papers 3) exam board comp/n



 



 



 



Dr Max Jones



Senior Lecturer in Modern History



 



Room W2.17, Samuel Alexander Building | University of Manchester |Oxford Road, Manchester, M13 9PL | Email: max.jones@manchester.ac.uk



 



‘“National Hero and Very Queer Fish”: Empire, Sexuality and the British Remembrance of General Gordon, 1918–72’, Twentieth Century British History 26:2 (2015). https://doi.org/10.1093/tcbh/hwu050



 



Special issue on ‘Decolonising Imperial Heroes', Journal of Imperial and Commonwealth History 42:4 (2014). https://www.tandfonline.com/doi/abs/10.1080/03086534.2014.959715



 



From: Stephen Mossman 
Sent: 30 January 2020 11:05
To: Max Jones
Subject: WG: Assessment Matters



 



 



 



Dr Stephen Mossman | Senior Lecturer in Medieval History | School of Arts, Languages and Cultures |



University of Manchester | Samuel Alexander Building (N2.15) | Oxford Road | Manchester M13 9PL



 



0161 275 3247



 



Von: Stephen Mossman 
Gesendet: 11 February 2019 10:34
An: SALC-HISTORY@listserv.manchester.ac.uk
Betreff: Assessment Matters



 



Dear colleagues,



 



It’s time for another bonus assessment mail.



 



1.      All marking and moderation arising from first-semester courses must be completed by today (17:00 at the latest!). Samples of work will now be sent to the external examiners, and final (confirmed) marks released to students on 22 February (UG) and 4 March (PGT).



 



2.      Examination papers for second-semester courses are now due, and should be submitted to the History Office by Wednesday 27 February, either by taking the paper in on a USB stick or by e-mailing it as a password-protected file. (Please don’t send your exam papers directly to me.) As usual, L1 and L2 courses will require two examination papers (first-sit and re-sit); L3 courses just the one. I wrote at length last semester on preparing exam papers, so will not repeat myself here, save to say (a) please read the guidance in the History Staff Handbook before starting the task, and (b) I am on hand to answer any questions you should have, or guide you through it if this is all new to you – happy to help.



 



3.      The exam boards for the summer are now set, and in the attachment you will find their composition. For those colleagues who do not have to be present ex officio at all boards, I have sought to ensure that no-one has to attend more than three of the four boards; with this amelioration we will just remain quorate. Attendance at exam boards is compulsory (sorry – it’s just the way it is) and any issue you may find with that must be discussed with the Head of Department, not me. I trust that preparing and circulating these lists early will facilitate your arrangement of summer plans.



 



best wishes, Stephen



 



-----



Dr Stephen Mossman



Senior Lecturer in Medieval History



School of Arts, Languages and Cultures



University of Manchester



Samuel Alexander Building



Oxford Road



Manchester M13 9PL



 



0161 275 3247



 





Exam Boards 2019.docx

Examination Boards June 2019: Schedule





Thursday 20 June 2019





09:30- 16:00	L2/L3/L1 Scrutiny and Mark Review 	T & LCommittee			Samuel Alexander W2.19


		





Monday 24 June 2019








13:00-15:00	L2/L3 Examination Board			Staff as per rota below		Samuel Alexander A102


			History / HSOC / HLangs





15:00-17:00	L2/L3 Examination Board			Staff as per rota below		Samuel Alexander A102


			MHE/PMH








18:00		TBC: Examiners’ Dinner


			








Wednesday 26 June 2019





10:00-11:00	PGT Progression Board				Staff as per rota below		Samuel Alexander W2.19





11:00-12:30	L1 Examination Board				Staff as per rota below		Samuel Alexander W2.19








Teaching and Learning Committee: 


Insley, Mossman, Morgan, Tunstall Allcock, Pierce, Rössner, Goeschel, Yates, Zheng, Pimblott






Staff Rota: L2/3 UG Progression and Final Exam Boards (2018-19) 


Monday 24 June 2019		Location: Samuel Alexander A102


			13-15: History / History & Sociology / History & Languages


			


			15-17: History & Economics / History & Politics





			Assessment Off.: 


			Stephen Mossman


			


			Assessment Off.:


			Stephen Mossman





			Chair:


			Charles Insley


			


			Chair:


			Charles Insley





			External:


			Kathryn Hurlock


			


			External:


			Kathryn Hurlock





			External:


			Nicola Whyte


			External:


			Nicola Whyte





			External:


			Markus Daechsel


			


			External:


			Markus Daechsel





			External:


			Tracey Loughran


			


			External:


			Tracey Loughran





			External:


			Bernhard Struck


			


			External:


			Bernhard Struck





			External:


			Rosie Cresswell


			


			External:


			Rosie Cresswell





			Sociology Rep.


			TBC


			


			Pol. & Econ. Reps


			TBC





			T & L Staff:


			John Morgan (UPD)


			


			T & L Staff:


			John Morgan (UPD)





			


			Tom Tunstall Allcock (UPD)


			


			


			Tom Tunstall Allcock (UPD)





			


			Steven Pierce (UPD)


			


			


			Steven Pierce (UPD)





			


			Philipp Rössner (Econ PL)


Alexia Yates (Langs PL)


Yangwen Zheng (Soc PL)


Kerry Pimblott (Pol PL)


			


			


			Philipp Rössner (Econ PL)


Alexia Yates (Langs PL)


Yangwen Zheng (Soc PL)


Kerry Pimblott (Pol PL)





			CUDs:


			Chris Bannister


Jesus Chairez-Garza


Jean-Marc Dreyfus


Peter Gatrell


Christian Goeschel


Chris Godden


Anindita Ghosh


Sasha Handley


Stefan Hanß


Laure Humbert


Emily Jones


Max Jones


Jo Laycock


Ethan Menchinger


Frank Mort


Ewa Ochman


Ingrid Rembold


Sarah Roddy


Clare Vernon


Charlotte Wildman


Rachel Winchcombe


			


			CUDs:


			Chris Bannister


Jesus Chairez-Garza


Jean-Marc Dreyfus


Peter Gatrell


Chris Godden


Anindita Ghosh


Sasha Handley


Stefan Hanß


Frances Houghton


Laure Humbert


Emily Jones


Max Jones


Jo Laycock


Ethan Menchinger


Frank Mort


Eloise Moss


Ewa Ochman


Ingrid Rembold


Sarah Roddy


Charlotte Wildman


Rachel Winchcombe

















Staff Rota: PGT Progression Board (2018-19)


Wednesday 26 June 2019, 10:00-11:00		Location:	Samuel Alexander W2.19


Assessment Off.:	Stephen Mossman


Chair:	Charles Insley


External:	Revd William Whyte (MA History Programme and Modern British and European)


External:	Kathryn Hurlock (Medieval, in absentia)


External:	Nicola Whyte (Early Modern, in absentia)


External:	Markus Daechsel (World, in absentia)


External:	Rosie Cresswell (Economic and Social, in absentia)


T & L Staff: 	Christian Goeschel (PGPD + CUD)


CUDs:	Frances Houghton


		Frank Mort


		Eloise Moss


		Kerry Pimblott


		Philipp Rössner


		Tom Tunstall Allcock


		Clare Vernon


		Alexia Yates


	



Staff Rota: L1 (UG) Progression Board (2018-19) 


[bookmark: _GoBack]Wednesday 26 June 2019, 11:00-12:30		Location:	Samuel Alexander W2.19





Assessment Off.: 	Stephen Mossman


Chair:	Charles Insley


T & L Staff: 	John Morgan (L1 UPD + CUD)


			Philipp Rössner (Econ PL)


Alexia Yates (Langs PL)


Yangwen Zheng (Soc PL + CUD)


			Kerry Pimblott (Pol PL)


CUDs:	Frances Houghton


		Christian Goeschel


		Eloise Moss


		Clare Vernon


		Rachel Winchcombe
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* SM Email Sem 1 Late Marking Moderation Instructions *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



 



From: Max Jones 
Sent: 30 January 2020 17:54
To: Max Jones
Subject: Sem 1 Late Marking Moderation Instructions



 



 



Von: Stephen Mossman 
Gesendet: 16 January 2019 13:48
An: SALC-HISTORY@listserv.manchester.ac.uk
Betreff: Examination Marking and Moderation
Wichtigkeit: Hoch



 



Dear colleagues,



 



This mail is to remind you all of some of the matters that I noted at the last divisional board meeting regarding the marking of examinations and upcoming moderation, as we are now into the January examination period, and some further matters besides. If anything is unclear, or you have any other questions, do just ask: happy to help.



 



1.      Examination marking: Give each component essay an individual mark, using the stepped marking scheme. Then divide the mark by two to get the final mark for the exam. That number should NOT be rounded (this is the new School policy and it is an improvement, removing the dreaded ‘double-rounding’ problem, which was one for the real connoisseurs of examining). So, if a student has marks for the two essays of 58+62, you would give a final mark of 60, and if the student had marks of 62+65, you would award a final mark of 63.5 (not rounded up to 64, or to the higher step). It is the individual component essay marks that are stepped, not the final mark for the exam as a whole. Rounding then takes place only once, when the aggregate mark for the whole course is determined.



 



Remember also that students can have access to exam feedback. You want to give 2-3 sentences of feedback per exam essay, as a rule of thumb. (In other words: the mark needs to be explained, but briefly; don’t feel the need to go overboard.)



 



2.      Refresh your memory of the grade descriptors and feel free to use the full mark range in awarding marks. Students will sometimes say things like “no-one ever gets a mark above 75” or “I have never heard of anyone who got a 48”, but new colleagues and GTAs should not be taken in by this kind of remark. It is rare for students to achieve very high first-class marks or thirds (or worse), and that is just as we would expect it, but in a random sample of 30 students (i.e. a full L3 cohort) we would also expect to see one, maybe two, instances of both phenomena.



 



3.      The newly-updated WAM will be circulated by Charles shortly. It will include details of the moderators for all courses. Check it to see which courses you are to moderate. Then have a look at the guidance on moderation in the History handbook, and have a look at the moderation form, which our colleagues in the History office will send out to moderators together with the marks grids and the moderation samples. The forms are quite simple, but include a new encouragement to offer a comment, if necessary, on the feedback provided. Remember that these moderation forms will be seen by the first markers, and that this constructive feedback is part of their function, so do please be collegial in your tone, as of course you will all be anyway. 



 



4.      You will note on your History assessment calendars that all UG marking and moderation must be completed by 11 February. That is an absolute deadline and will then give the external examiners just ten working days to complete their tasks before the finalized marks are released to students University-wide. Especially if you have an exam coming in right at the end of the exam period, make sure to leave your moderator a reasonable time to do the task. Do speak with your moderator if it looks like it will get tight, so that you can both plan ahead.



 



5.      Experienced moderators will know this, but many of you will not have moderated work before. In the new realm of stepped marking, you should recommend changes to marks of steps across the board (so “increase by one step”, not “increase by 4”) – at least at UG; at PGT the old numerical rules still apply. We ignore very minor discrepancies, so only recommendations of a minimum of +/-3 marks (PGT) or one full step (UG). We don’t want to be fiddling about shifting all the students’ marks by 1 or anything like that. Remember that you can recommend changes in a particular assessment (so the coursework may be spot on, but the exam marking was too harsh), and in team-taught courses, changes to a particular marker’s marks (so 3 of 4 markers were spot on, but one was much too lenient). 



 



6.      Finally – we do not change individual marks, unless they are real problem cases and absolute exceptions, and we do not allow selective re-marking. Students will approach colleagues and put you in difficult positions asking for this, even though they have been told (by me, often) that it is not permitted. Remind students of the robust internal and external moderation process, and explain that it is only fair for marks to be raised or lowered across the board, for all students on a given course, not just those of the student who happens to complain.  



 



As I say – if anyone wants to run anything past me, to make sure you are on track, that’s fine. 



 



best wishes, Stephen



 



-----



Dr Stephen Mossman



Senior Lecturer in Medieval History



School of Arts, Languages and Cultures



University of Manchester



Samuel Alexander Building



Oxford Road



Manchester M13 9PL



 



0161 275 3247
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* SM Email Sem 2 May Diss and IRP Marking Instructions *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



 



 



From: Max Jones 
Sent: 30 January 2020 17:54
To: Max Jones
Subject: Sem 2 May Diss IRP Marking



 



 



Von: Stephen Mossman 
Gesendet: 03 May 2019 11:26
An: SALC-HISTORY@listserv.manchester.ac.uk
Cc: Andrew Fearnley; Sharon Kinsella; Carsten Timmermann; Matthew Jefferies; Vladimir Jankovic; Ian Burney; Simone Turchetti
Betreff: L3 Thesis Marking and Schedule
Wichtigkeit: Hoch



 



Dear colleagues,



 



In the attachment you will find the first- and second-marking schedule for the L3 Thesis. For those of you new to the process, the L3 Thesis is the only piece of undergraduate work that is fully second-marked, and not just moderated. These finalized figures for second-marking have all been recorded properly in the WAM. Some of you first-markers will find that you have more than one assigned second-marker. In this case, you should divide the theses between your second-markers according to the numbers specified on the spreadsheet. I am copying in to this mail colleagues from outside History who are supervising our students, so that you too will have access to this important information.



 



First-markers should complete the full feedback form, also attached, as per standard practice. Second-markers need only complete a short statement on the same form. First- and second-markers should meet to agree the mark. That agreed mark must be a ‘stepped’ mark: in other words, you may not award a mark of 70 if you have awarded provisional marks of 68 and 72, but must come to a decision to award either 68 or 72 as permissible marks on the ‘stepped’ scheme.



 



If you should find yourself in the position of being far distant, by which I mean more than 10 marks apart (one whole class), and following extended discussion you cannot reach agreement, then please do not declare a feud, for – sadly, as it would make my research far easier – we do not live in late medieval Germany. Instead, please contact me and I will ask an experienced colleague to read the thesis and reach a judgement.



 



First-markers are responsible for uploading the feedback – which should be just the first-marker’s feedback – onto Turnitin, as well as the final agreed mark. Make sure to adjust the feedback in the light of the final agreed mark to eliminate any discrepancy.



 



Now to the marking timetable. L2 Long Essays and L3 Theses are all now submitted and available on Blackboard, but hard-copy print-outs of the L3 Theses will take a few days to arrive in the History Office. With one exception, there are no History exams taking place in the first week of the examination period (= good news), so my strong advice is to have all first-marking of L2 Long Essays and all first- and second-marking of L3 Theses completed by Monday 20 May, because it is in that week that History exams will begin and a new round of marking and moderation tasks will fall upon us, and the L3 Theses can then be sent to the external examiners. As the entire cohort of Long Essays are moderated by a single colleague, it is important not to postpone their marking, so that the colleague in question does not face an insurmountable reading task at the last moment. 



 



The absolute final deadline for the completion of all marking and moderation is 11 June. This will then allow our external examiners just two weeks to complete their work before the examination boards.



 



Any questions, please do just ask, and likewise if you would like a second pair of eyes at any stage, or encounter evidence of potential malpractice – I am glad to help.



 



best wishes, Stephen



 



-----



Dr Stephen Mossman



Senior Lecturer in Medieval History



School of Arts, Languages and Cultures



University of Manchester



Samuel Alexander Building



Oxford Road



Manchester M13 9PL



 



0161 275 3247



 





Dissertation Second-Marking 2018-19.xlsx

Diss Supervisors


			Name			Supervisor			Second Marker			EE sample			External Examiner


			Dr Andrew Fearnley			1			Laycock			1			Daechsel 


			Dr Thomas Tunstall Allcock			10			Zheng (3), Young Kaufman (3), Laycock (2), Pierce (2)			2			Daechsel 


			Dr Francesca Young Kaufman			6			Roddy			2			Daechsel 


			Dr Jesús Chairez-Garza			9			Ochman			3			Daechsel 


			Dr Kerry Pimblott			11			Pierce			3			Daechsel 


			Dr Steven Pierce			11			Zheng			3			Daechsel 


			Dr Sharon Kinsella			1			Young Kaufman			1			Daechsel 


			Prof. Yangwen Zheng			9			Young Kaufman			2			Daechsel 


			Dr Clare Vernon			6			Winchcombe			2			Hurlock


			Dr Ingrid Rembold: actually Insley, Mossman, Vernon			7			Hanß (3, from Ver and Mos), Vernon (4 ,from Ins)			2			Hurlock


			Dr Stephen Mossman			6			Winchcombe			2			Hurlock


			Dr Jack Webb			14			Houghton (11), Moss (3)			4			Loughran


			Dr Frances Houghton			13			E. Jones (11), Chairez-Garza (2)			3			Loughran


			Dr Emily Jones			10			Pimblott			3			Loughran


			Prof. Frank Mort			10			Goeschel			2			Loughran


			Prof. Matthew Jefferies			1			Pimblott			1			Struck


			Dr Alexia Yates			8			Moss			2			Struck 


			Dr Chris Bannister: actually Goeschel, Humbert			10			Menchinger			2			Struck 


			Dr Christian Goeschel			10			Hanß			2			Struck 


			Dr Ewa Ochman			10			Laycock			2			Struck 


			Dr Carsten Timmermann			2			Ochman			2			Wall


			Dr Chris Godden			10			Rössner			2			Wall


			Dr Patrick Doyle			10			Morgan			3			Wall


			Dr Philipp Roessner			10			Mossman			2			N Whyte


			Dr Sarah Roddy			11			Webb			3			Wall


			Dr Vladimir Jankovic			2			Gatrell			2			Wall


			Prof. Ian Burney			1			Laycock			1			Wall


			Dr Eloise Moss			10			Vernon			2			Loughran


			Dr Joanne Laycock			8			Gatrell			3			Struck


			Dr Simone Turchetti			1			Goeschel			1			Loughran


			Prof. Peter Gatrell			10			Chairez-Garza (9), Humbert (1)			2			Wall


			Dr Ethan Menchinger			3			Young Kaufman			3			N Whyte


			Dr Stefan Hanss			8			Humbert (6), Gatrell (2)			2			N Whyte


			Dr John Morgan			4			Menchinger (2), Chairez-Garza (2)			4			N Whyte










SALC dissertation feedback form.docx

SCHOOL OF ARTS, LANGUAGES AND CULTURES


Feedback for Dissertation


			Student ID:


			[bookmark: _GoBack]


			Hand in Date:


			





			Unit Code:


			


			Date feedback available:


			





			Assignment:


			


			


			








THE GRADING CRITERIA USED TO MARK YOUR WORK ARE AVAILABLE HERE 


http://documents.manchester.ac.uk/display.aspx?DocID=33382





			STRUCTURE & ARGUMENT



































			KNOWLEDGE & UNDERSTANDING



































			USE OF SOURCES



































			STYLE & PRESENTATION



































			Indicative Mark:


			


			NB: all marks are provisional until they have been confirmed by the Examination Board, at which point marks may be increased or decreased.





			If you want to discuss your feedback, please contact:


Consultation hours:














Pro-forma for Summative Assessment of Examinations


The Data Protection Act entitles a student to view the comments made by markers.





			First examiner’s comments:                                     (Print Name: __________________________________ )





 




















Proposed Mark: __________________


Signed: _____________________________________________	                  Date: ___________________





			Second internal examiner’s comments:                  (Print Name: __________________________________ )


























Proposed Mark: __________________


Signed: _____________________________________________	                  Date: ___________________





			Agreed mark discussion (including agreement of any split marks):











Agreed Internal mark: __________________





			External examiner’s comments:





























Proposed Mark: __________________


Signed: _____________________________________________	                   Date: ___________________





			


Final Agreed Mark: __________________
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* MJ Email Sem 2 June Prizes *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



Useful emails



 



 



From: Max Jones 
Sent: 23 July 2020 12:09
To: SALC-HISTORY@listserv.manchester.ac.uk
Subject: * ACTION REQUIRED Dissertation Prizes *



 



Colleagues – please forgive the urgent flag. 



 



The unprecedentedly swift turnaround between exam boards and graduation on Tuesday means we are under pressure to identify exceptional work ASAP. Most of our prizes are awarded “mechanically” through identification of exceptional marks. But there are also a few which need colleagues to nominate. 



 



Please would colleagues email history.administrator@manchester.ac.uk (and cc to me), if you’d like to nominate a dissertation for one of the following categories  for internal AND external prizes.



 



A.     INTERNAL PRIZES – PLEASE EMAIL BY FRIDAY 24 JULY 5PM (Weekend is fine, but Monday may be too late as graduation is Tuesday)



1.      Brettler Prize



for best thesis on Nazi Germany



 



2.      Chaloner Prize



for performance in a history dissertation on economic or social history of the industrial period or the history of Manchester / Manchester region



 



For internal prizes, please send the student reg. number, the title, and the AGREED final mark. That’s all we need.



 



Note: the “terms” were set by the donors, not by the History department. 



 



 



B.     EXTERNAL PRIZES – EMAIL BY WEDNESDAY 29 JULY, 5pm



 



Please take a moment to review the list below and consider if you have any students who might be competitive for the following prizes in such areas as Scottish, French, Parliamentary, Maritime and American History. Note, a dissertation really needs a mark above 80 to be competitive for one of the external prizes.



 



We already have nominations for German History Society and for the RHS prize. Once we have identified suitable candidates for external awards, we will ask the supervisor for an initial draft nomination (presumably drawn from the marksheets)  according the prize’s instructions, and then submit from HoD/History Office.



 



Please also email if you know of any prizes not on the list below, which we should add.



 



Thank you for your help.



 



LIST OF EXTERNAL PRIZES:



 



History Scotland Prize – best UG Thesis in Scottish History



http://royalhistsoc.org/prizes/history-scotland/



 



History Today Prize – best UG Thesis in History



http://royalhistsoc.org/prizes/history-today-prize/



 



British Commission for Maritime History – best UG Theses in Maritime History



http://www.maritimehistory.org.uk/undergraduate-prizes/  



 



Society for the Study of French History – best UG Thesis in French History



http://frenchhistorysociety.co.uk/dissertation.htm



 



Historical Geography Research Group – best UG Thesis in Historical Geography



https://hgrg.org.uk/grants-and-prizes/undergraduate-dissertation-prize/



 



History of Parliament – best UG Thesis in British or Irish parliamentary or political history



http://www.historyofparliamentonline.org/news/history-parliament-annual-undergraduate-dissertation-competition



 



Design History Society – best UG Thesis and best MA Dissertation in Design History



http://www.designhistorysociety.org/awards/essay-prize



 



British American Nineteenth-Century Historians – best UG Thesis or MA Dissertation in American History 1789-1917



https://branchuk.wordpress.com/grants-and-prizes/peter-j-parish-dissertation-prize/ 



 



German History Society – best UG Thesis in German History



http://www.germanhistorysociety.org/essay-prize/ 



 



MA



 



Rees Davies Prize – best MA Dissertation in History



http://royalhistsoc.org/prizes/rees-davies/



 



British Commission for Maritime History – best MA Dissertation in Maritime History



http://www.maritimehistory.org.uk/masters-prizes/



 



Design History Society – best UG Thesis and best MA Dissertation in Design History



http://www.designhistorysociety.org/awards/essay-prize



 



British American Nineteenth-Century Historians – best UG Thesis or MA Dissertation in American History 1789-1917



https://branchuk.wordpress.com/grants-and-prizes/peter-j-parish-dissertation-prize/ 



 



 



END
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* MJ Email Open Book Exam Format Guidance * 

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



Useful emails



From: Max Jones 
Sent: 25 June 2020 17:35
To: SALC-HISTORY@listserv.manchester.ac.uk
Subject: Open Book Exam Format



 



Colleagues,



 



Apologies for the late email on this topic, but I wanted to make sure that colleagues knew that the ‘Open Book Exam’ was a format they could choose for their course units.



 



In the absence of on-campus examinations in the exam period in 2020-21, I’d expect most colleagues to choose from 2 options for a final end-of-semester assessment in the exam period.



1.      ‘Essay’ - in the format we have been using through this May and June examination period. Essay questions will be released at the beginning of the examination period on Blackboard. Students will then be given 7-10 days to complete a 2,000 word, fully referenced, essay.  



 



2.      Alternatively, you can opt for an ‘Open Book Exam’.  Choose this option if you want students to write on more than one question (which I know at least one Course Unit Director prefers).  Exam paper will be released to students on BB. Students will most likely then have 48-72 hours to submit 2 x 1,000 word essays. Standard practise (see attached) is to reference direct quotations only. Neither broader historiographical references, nor a bibliography, are required. 



 



Note, one crucial difference is that the History Office will handles the administration of ‘Essays’ during the exam period, but Central Timetabling will administer ‘Open Book Exams’. So the distinction matters. 



 



We haven’t used the ‘Open Book Exam’ format before in History, but it is widely used in other disciplines  - and in History at other institutions. 



 



Aashish sent me a very helpful email on Open Book Exams, which I have forwarded to you below + attachment. 



 



Thank you for your understaqnding at what I know is a busy period of requests. 



 



Many thanks,



 



Max



 



 



From: Aashish Velkar 
Sent: 23 June 2020 08:35
To: Max Jones
Subject: Re: Resit formats



 



Dear Max,



 



Thanks for your message. Yes open-book exams have been used extensively in May by colleagues in CAHE, Languages, LEL and Music among others. I only have anecdotal information about their experiences: mixed reactions, with most going well but with some ‘teething’ issues. These can certainly work well for History courses and as you say some learning outcomes do support the use of exams. There is some Faculty guidance regarding open-book exams, and it is likely this would be amended going ahead into the next year.



 



But to answer your questions with what we have so far:



 



1.	Referencing: The attached template has information about this. In short referencing is needed for direct quotes, but otherwise full citiations and biblios are not required. It is up to the CUD to be more specific and/or follow subject area norms.

2.	Regarding timing, I have heard faculty may re-look at the 7-day period, which by industry standards was quite generous. Our experience with the 24-hour exams (mostly used by language units) was that they are highly susceptible to IT disruptions (as we experienced in May!). The ideal may lie in between and personally I would support the 48-72 hour range. However, it is likely we will have faculty guidelines closer to the Jan 2021. So CUDs should leave decisions regarding the exact duration of the exam until later. They are also likely to be centrally timetabled as was the case in May.



 



There is more detailed guidance on open book exams here if staff want to access it. Again, this may change for next year, but could be a good context for anyone considering it. Hope this helps.



 



Best wishes,



Aashish





SALC Open-Book Exam Guidance for COURSE TITLE - Template[2].docx

[image: TAB_col_white_background]





[Module Code: Course Title]


Guidance on Open Book Exams in SALC





Instructions and Format of Assessment


Circumstances have dictated that some alterations have had to be made to the structure of some exams in comparison to what may have been publicised earlier in the semester, though these alterations have been minimised.


The assessment is structured as follows:


[CUDs to insert details here about the number of questions to be answered, and any instructions/ rubrics about answering the questions – for example “Students should answer ONE question from Section A, and ONE question from Section B”]


All work should be formatted according to these standards:


Font Size:				12 Point


Font Type: 				Arial or equivalent


Line Spacing: 			1.5


Left and right hand margins:	2.5 cm/ 1”


Top and bottom margins:	 	2.5 cm/ 1”


Note that these margins are generally the default in word-processing programs, so you probably will not have to alter them. 











Exam Queries


Questions that might be directed at an invigilator in a regular exam may be addressed to Subject Area Email Address, and will then be passed to an appropriate member of staff.  Answers will be provided only to those questions that could be answered in an exam setting.  Please note, too, that while questions will be answered as quickly as possible, responses will not be immediate.


Please do NOT send questions to teaching staff.





Duration


We suggest that you spend no more than [n] hours (three times the duration of the closed-book equivalent) on this exam. This is three times the duration of the planned examination.  Please note that you will NOT be timed.





How to submit your answers


Use standard word processing software and submit your exam script as a Word Document (PDF if absolutely necessary). Submission inboxes will only accept one single submission. If your exam includes different questions, ensure that you write question numbers for each of your responses and you submit one single document. You can submit your work as many times as needed up until the submission deadline.


Handwritten Answers


· Only if instructed by your Course Unit Director, you will need to submit, all or part of your exam, using your own handwriting.


· It is your responsibility to ensure that photograph of your answers are of high quality


· Photographed answers must be integrated into a single file ready for submission to Turnitin/Blackboard. There are a number of ways how you can insert a photograph into your exam script ready for submission to Turnitin


1. Take a picture of your handwritten answer and transfer it to your Desktop/PC/Laptop using any of the many possible methods


a. Take a picture with a mobile device (phone/tablet) and email it (as an attachment) to yourself. Open your email on your laptop/desktop and save it to your desktop.


b. Take a picture with a mobile device (phone/tablet) and transfer it via Bluetooth to your computer desktop


c. Take a picture with a digital camera and transfer it to your laptop/desktop via a USB cable. 


d. Take a picture with a digital camera and transfer it to your laptop/desktop by removing your memory card (SD card) in your camera’s and inserting it into your laptop card reader.


2. From your laptop/desktop save your handwritten response to your desktop. Within Word, go to the ‘Insert’ menu and select picture. Ensure that the picture appears numbered within your script or add as an appendix numbered at the end of the document. Save your Word file.


3. To reduce potential issues with the size of your submission to Turnitin[footnoteRef:1] crop the unwanted edges of your image, within Word itself. To crop the image simply place your cursor on top of your image, select ‘Crop’ and drag the edges towards the centre of the image. Press enter to confirm the changes. Save when you are satisfied with the cropping. [1:  Note that Turnitin has a file size limit of 100MB.] 



· Where only parts of the exam are to be handwritten, follow your Course leader’s instructions are to whether to insert them within the text or to add them at the end of your submission as an appendix


· If you cannot get hold of a photographic or scanning device (camera, mobile phone camera, scanning photocopier) alert your course unit director as soon as possible, at the latest two weeks before the exam submission date.


· Your course director will provide a mock inbox for you to practice photographing and integrating your images into a single submission before the submission date.





Word limit


The standard word limit per hour of exam is 1500 words. Therefore, for a 2 hour Open Book Exam, you are expected to write a maximum of 3000 words. Where there are multiple questions to answer, the word limit for each component question of the examination will be shown alongside that question. Students should declare the word count for each question attempted in their answer. Markers may check the accuracy of your stated word count.


The word-count includes body text (including in text references) and any subheadings that students choose to use.


Rather than applying a penalty to work that exceeds the word-limit, markers will use a “guillotine” system.  Under this system, markers will impose a cut-off, and not take into account anything you write after the word limit has been passed.  For example, if the question requires a 1500-word answer, anything you write after the 1500-word mark has been passed may be ignored.  It is therefore advisable that you aim for concision.


You will not be penalised for answers that are shorter than the limit: answers will be given credit for being comprehensive, rather than for being a certain length. However, answers significantly below the word limit usually do not meet the learning objectives of the assignment and markers may be able mark down very short answers using the SALC marking criteria.





Submission Deadlines


Your answers must be submitted no more than 7 calendar days / 24 hours from the time that the exam question paper is released. For this unit, your submission deadline will be XX:XX BST on DAY DATE MONTH. We have ensured that all submission deadlines fall on a weekday should you require any support. In case of technical issues, please contact your Programme Administrator:


UG: https://www.alc.manchester.ac.uk/student-intranet/undergraduate/contact-us/  


PGT: salc-pgt@manchester.ac.uk 


Failure to submit the correct file by the submission deadline will be treated as absence from the examination, and work will be given a zero mark. You are able to submit multiple times up until the deadline and you are encouraged to make use of this safety net. 


Note that the deadline represents the latest time that a piece of work can be submitted, and not a target.  You are advised to plan ahead and submit work well in advance of the deadline to ensure that any last-minute delays do not result in late submission.  This includes taking into account that the system may run more slowly at times of high demand, such as close to deadlines.











Referencing


Direct and indirect quotations must be acknowledged by means of a simple in-text reference, in line with what we would expect in a conventional closed-book exam. At the minimum, this will name the author of books or articles being quoted. For example “As Smith (2010) argues…”; [CUD’s can insert subject specific referencing formats here] 


Full citations in the footnotes and complete bibliographies are NOT required. 


[bookmark: _GoBack]Any direct quotations must be clearly shown as such through the proper use of quotation marks.


Failure to acknowledge sources may be treated as poor practice or for more severe cases, malpractice.  If in doubt, students should include a reference.





University Policy on Plagiarism and Collusion


All work submitted by you must be your own work.  Plagiarism is the use of someone else’s work without proper acknowledgment, presenting the material as if it were your own.  The University regards plagiarism as a form of cheating, and therefore as a serious academic offence; the consequences are severe. All students are asked to complete the Academic Malpractice Awareness Course on Blackboard to help avoid unintentional malpractice: https://online.manchester.ac.uk/webapps/blackboard/content/listContentEditable.jsp?content_id=_6026739_1&course_id=_46544_1&mode=reset 





Additional Instructions from Course Unit Director
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* MJ Email Sem. 2 Exam Papers *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



Useful emails



 



 



From: Max Jones 
Sent: 17 February 2020 11:25
To: SALC-HISTORY@listserv.manchester.ac.uk
Subject: Sem. 2 Exam Papers 



 



Hi all, 



 



1.      Marking - I’d like to thank colleagues for their hard work marking and moderating over the last few weeks to inevitably tight deadlines, and for the office in processing a torrent of information so efficiently.



 



2.      Examination papers for second-semester courses are now due, and should be submitted to the History Office by Friday 28 February, either by taking the paper in on a USB stick or by e-mailing it as a password-protected file. (Please don’t send your exam papers directly to me.) As usual, L1 and L2 courses will require two examination papers (first-sit and re-sit); L3 courses just the one. 



 



FYI: In the light of today’s UCU email, please note that this submission and scrutiny timetable is almost identical to last year’s. I am not aware of any new SALC or Humanities instructions on exam papers.



 



Before you begin to write your paper, please consult the guidelines in the History Handbook. These are the guidelines against which the scrutiny committee will consider the draft papers. They contain helpful tips as well as rules. Please ensure that your examination questions do not overlap with questions you may have set for coursework essays: they should, ideally, test different skills. Your questions should not be identical to examination questions set for the same course in the previous three years, for which past papers are accessible to students. (We do not want students rehearsing ‘pre-learned’ answers or studying to the exam).



 



I will be in on Tuesday 18th and Wednesday 19th Feb to answer any questions you should have, or guide you through it if this is all new to you – happy to help.



 



With best wishes,



 



Max



 



Dr Max Jones



Senior Lecturer in Modern History



 



Room W2.17, Samuel Alexander Building | University of Manchester |Oxford Road, Manchester, M13 9PL | Email: max.jones@manchester.ac.uk



 



‘“National Hero and Very Queer Fish”: Empire, Sexuality and the British Remembrance of General Gordon, 1918–72’, Twentieth Century British History 26:2 (2015). https://doi.org/10.1093/tcbh/hwu050



 



Special issue on ‘Decolonising Imperial Heroes', Journal of Imperial and Commonwealth History 42:4 (2014). https://www.tandfonline.com/doi/abs/10.1080/03086534.2014.959715
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* MJ Cover Email *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



Hi Georg,



 



1.      You’ll have the handover email which Stephen sent me in January.



 



2.      I’ve also sent you some emails which both myself and Stephen sent. When I took over, I went through my records looking for useful emails from Stephen. And then I just searched through all the emails I sent out to SALC-HISTORY  this semester. Most of them were COVID-adjustment specific so not relevant. But I forwarded the ones to you which I thought might be useful. 



 



I think that’s all the documentation you need! Will hope to speak at 12 tomorrow.



 



Best,



 



Max



 



From: Georg Christ 
Sent: 30 July 2020 11:56
To: Max Jones
Subject: RE: hand-over



 



I am sorry to hear that and I really don’t want to add to the stress. So whatever is easiest for you. But,yes, I am flex, tomorrow 12 is fine. But don’t worry about it really



Best



gc



 



From: Max Jones <Max.Jones@manchester.ac.uk> 
Sent: 30 July 2020 10:59
To: Georg Christ <georg.christ@manchester.ac.uk>
Subject: RE: hand-over



 



Hi Georg,



 



I’m on leave for next couple of weeks, but not next semester (I wish). Got postponed….



 



I have a crazy couple of days, as I have work to finish and I have to drive to London and back Thursday/Friday. Sadly Sarah’s mum died during lockdown – not COVID.  Sarah’s been in Sweden for the burial and to sort things out, and the flight back to Manchester tomorrow was cancelled. So I’m going to Heathrow.



 



How about a zoom at 12 on Friday? 



 



It’s fairly mechanical as most of what the AC does has been set out by Stephen – I’ll send you all the emails he sent me. And most of the time you just react to the office’s prompts.



 



Would 12 work?



 



M



 



 



 



 



 



 



Dr Max Jones



Senior Lecturer in Modern History



 



Room W2.17, Samuel Alexander Building | University of Manchester |Oxford Road, Manchester, M13 9PL | Email: max.jones@manchester.ac.uk



 



‘“National Hero and Very Queer Fish”: Empire, Sexuality and the British Remembrance of General Gordon, 1918–72’, Twentieth Century British History 26:2 (2015). https://doi.org/10.1093/tcbh/hwu050



 



Special issue on ‘Decolonising Imperial Heroes', Journal of Imperial and Commonwealth History 42:4 (2014). https://www.tandfonline.com/doi/abs/10.1080/03086534.2014.959715



 



From: Georg Christ 
Sent: 30 July 2020 07:57
To: Max Jones
Subject: hand-over



 



Hi Max,



Charles just wrote me that you are on leave next sem. So I think we should do the hand-over today or tomorrow so that you have your desk cleared before the hols – we can still meet end of August but then it would be for general catch up and talking research… i.e. fun.



Let me know when you are available and I can fire up the good old zoom. Maybe send me the hand-over sheet first so I can have a look and think it through. What do you think?



Cheers,



Georg



 



- 



Dr Georg Christ



Senior Lecturer in Medieval and Early Modern History



Department of History



School of Arts, Languages and Cultures



University of Manchester



Oxford Road



Manchester M13 9PL



Office: Samuel Alexander Building N2.8



+44 (0)161 275 8369



Skype: christgeorg



http://www.manchester.ac.uk/research/georg.christ/
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* MJ Email Sem 2 June Prizes *

		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



Useful emails



 



 



From: Max Jones 
Sent: 23 July 2020 12:09
To: SALC-HISTORY@listserv.manchester.ac.uk
Subject: * ACTION REQUIRED Dissertation Prizes *



 



Colleagues – please forgive the urgent flag. 



 



The unprecedentedly swift turnaround between exam boards and graduation on Tuesday means we are under pressure to identify exceptional work ASAP. Most of our prizes are awarded “mechanically” through identification of exceptional marks. But there are also a few which need colleagues to nominate. 



 



Please would colleagues email history.administrator@manchester.ac.uk (and cc to me), if you’d like to nominate a dissertation for one of the following categories  for internal AND external prizes.



 



A.     INTERNAL PRIZES – PLEASE EMAIL BY FRIDAY 24 JULY 5PM (Weekend is fine, but Monday may be too late as graduation is Tuesday)



1.      Brettler Prize



for best thesis on Nazi Germany



 



2.      Chaloner Prize



for performance in a history dissertation on economic or social history of the industrial period or the history of Manchester / Manchester region



 



For internal prizes, please send the student reg. number, the title, and the AGREED final mark. That’s all we need.



 



Note: the “terms” were set by the donors, not by the History department. 



 



 



B.     EXTERNAL PRIZES – EMAIL BY WEDNESDAY 29 JULY, 5pm



 



Please take a moment to review the list below and consider if you have any students who might be competitive for the following prizes in such areas as Scottish, French, Parliamentary, Maritime and American History. Note, a dissertation really needs a mark above 80 to be competitive for one of the external prizes.



 



We already have nominations for German History Society and for the RHS prize. Once we have identified suitable candidates for external awards, we will ask the supervisor for an initial draft nomination (presumably drawn from the marksheets)  according the prize’s instructions, and then submit from HoD/History Office.



 



Please also email if you know of any prizes not on the list below, which we should add.



 



Thank you for your help.



 



LIST OF EXTERNAL PRIZES:



 



History Scotland Prize – best UG Thesis in Scottish History



http://royalhistsoc.org/prizes/history-scotland/



 



History Today Prize – best UG Thesis in History



http://royalhistsoc.org/prizes/history-today-prize/



 



British Commission for Maritime History – best UG Theses in Maritime History



http://www.maritimehistory.org.uk/undergraduate-prizes/  



 



Society for the Study of French History – best UG Thesis in French History



http://frenchhistorysociety.co.uk/dissertation.htm



 



Historical Geography Research Group – best UG Thesis in Historical Geography



https://hgrg.org.uk/grants-and-prizes/undergraduate-dissertation-prize/



 



History of Parliament – best UG Thesis in British or Irish parliamentary or political history



http://www.historyofparliamentonline.org/news/history-parliament-annual-undergraduate-dissertation-competition



 



Design History Society – best UG Thesis and best MA Dissertation in Design History



http://www.designhistorysociety.org/awards/essay-prize



 



British American Nineteenth-Century Historians – best UG Thesis or MA Dissertation in American History 1789-1917



https://branchuk.wordpress.com/grants-and-prizes/peter-j-parish-dissertation-prize/ 



 



German History Society – best UG Thesis in German History



http://www.germanhistorysociety.org/essay-prize/ 



 



MA



 



Rees Davies Prize – best MA Dissertation in History



http://royalhistsoc.org/prizes/rees-davies/



 



British Commission for Maritime History – best MA Dissertation in Maritime History



http://www.maritimehistory.org.uk/masters-prizes/



 



Design History Society – best UG Thesis and best MA Dissertation in Design History



http://www.designhistorysociety.org/awards/essay-prize



 



British American Nineteenth-Century Historians – best UG Thesis or MA Dissertation in American History 1789-1917



https://branchuk.wordpress.com/grants-and-prizes/peter-j-parish-dissertation-prize/ 



 



 



END
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		From

		Max Jones

		To

		Georg Christ

		Recipients

		georg.christ@manchester.ac.uk



Useful emails



From: Max Jones 
Sent: 25 June 2020 17:35
To: SALC-HISTORY@listserv.manchester.ac.uk
Subject: Open Book Exam Format



 



Colleagues,



 



Apologies for the late email on this topic, but I wanted to make sure that colleagues knew that the ‘Open Book Exam’ was a format they could choose for their course units.



 



In the absence of on-campus examinations in the exam period in 2020-21, I’d expect most colleagues to choose from 2 options for a final end-of-semester assessment in the exam period.



1.      ‘Essay’ - in the format we have been using through this May and June examination period. Essay questions will be released at the beginning of the examination period on Blackboard. Students will then be given 7-10 days to complete a 2,000 word, fully referenced, essay.  



 



2.      Alternatively, you can opt for an ‘Open Book Exam’.  Choose this option if you want students to write on more than one question (which I know at least one Course Unit Director prefers).  Exam paper will be released to students on BB. Students will most likely then have 48-72 hours to submit 2 x 1,000 word essays. Standard practise (see attached) is to reference direct quotations only. Neither broader historiographical references, nor a bibliography, are required. 



 



Note, one crucial difference is that the History Office will handles the administration of ‘Essays’ during the exam period, but Central Timetabling will administer ‘Open Book Exams’. So the distinction matters. 



 



We haven’t used the ‘Open Book Exam’ format before in History, but it is widely used in other disciplines  - and in History at other institutions. 



 



Aashish sent me a very helpful email on Open Book Exams, which I have forwarded to you below + attachment. 



 



Thank you for your understaqnding at what I know is a busy period of requests. 



 



Many thanks,



 



Max



 



 



From: Aashish Velkar 
Sent: 23 June 2020 08:35
To: Max Jones
Subject: Re: Resit formats



 



Dear Max,



 



Thanks for your message. Yes open-book exams have been used extensively in May by colleagues in CAHE, Languages, LEL and Music among others. I only have anecdotal information about their experiences: mixed reactions, with most going well but with some ‘teething’ issues. These can certainly work well for History courses and as you say some learning outcomes do support the use of exams. There is some Faculty guidance regarding open-book exams, and it is likely this would be amended going ahead into the next year.



 



But to answer your questions with what we have so far:



 



1.	Referencing: The attached template has information about this. In short referencing is needed for direct quotes, but otherwise full citiations and biblios are not required. It is up to the CUD to be more specific and/or follow subject area norms.

2.	Regarding timing, I have heard faculty may re-look at the 7-day period, which by industry standards was quite generous. Our experience with the 24-hour exams (mostly used by language units) was that they are highly susceptible to IT disruptions (as we experienced in May!). The ideal may lie in between and personally I would support the 48-72 hour range. However, it is likely we will have faculty guidelines closer to the Jan 2021. So CUDs should leave decisions regarding the exact duration of the exam until later. They are also likely to be centrally timetabled as was the case in May.



 



There is more detailed guidance on open book exams here if staff want to access it. Again, this may change for next year, but could be a good context for anyone considering it. Hope this helps.



 



Best wishes,



Aashish
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[Module Code: Course Title]


Guidance on Open Book Exams in SALC





Instructions and Format of Assessment


Circumstances have dictated that some alterations have had to be made to the structure of some exams in comparison to what may have been publicised earlier in the semester, though these alterations have been minimised.


The assessment is structured as follows:


[CUDs to insert details here about the number of questions to be answered, and any instructions/ rubrics about answering the questions – for example “Students should answer ONE question from Section A, and ONE question from Section B”]


All work should be formatted according to these standards:


Font Size:				12 Point


Font Type: 				Arial or equivalent


Line Spacing: 			1.5


Left and right hand margins:	2.5 cm/ 1”


Top and bottom margins:	 	2.5 cm/ 1”


Note that these margins are generally the default in word-processing programs, so you probably will not have to alter them. 











Exam Queries


Questions that might be directed at an invigilator in a regular exam may be addressed to Subject Area Email Address, and will then be passed to an appropriate member of staff.  Answers will be provided only to those questions that could be answered in an exam setting.  Please note, too, that while questions will be answered as quickly as possible, responses will not be immediate.


Please do NOT send questions to teaching staff.





Duration


We suggest that you spend no more than [n] hours (three times the duration of the closed-book equivalent) on this exam. This is three times the duration of the planned examination.  Please note that you will NOT be timed.





How to submit your answers


Use standard word processing software and submit your exam script as a Word Document (PDF if absolutely necessary). Submission inboxes will only accept one single submission. If your exam includes different questions, ensure that you write question numbers for each of your responses and you submit one single document. You can submit your work as many times as needed up until the submission deadline.


Handwritten Answers


· Only if instructed by your Course Unit Director, you will need to submit, all or part of your exam, using your own handwriting.


· It is your responsibility to ensure that photograph of your answers are of high quality


· Photographed answers must be integrated into a single file ready for submission to Turnitin/Blackboard. There are a number of ways how you can insert a photograph into your exam script ready for submission to Turnitin


1. Take a picture of your handwritten answer and transfer it to your Desktop/PC/Laptop using any of the many possible methods


a. Take a picture with a mobile device (phone/tablet) and email it (as an attachment) to yourself. Open your email on your laptop/desktop and save it to your desktop.


b. Take a picture with a mobile device (phone/tablet) and transfer it via Bluetooth to your computer desktop


c. Take a picture with a digital camera and transfer it to your laptop/desktop via a USB cable. 


d. Take a picture with a digital camera and transfer it to your laptop/desktop by removing your memory card (SD card) in your camera’s and inserting it into your laptop card reader.


2. From your laptop/desktop save your handwritten response to your desktop. Within Word, go to the ‘Insert’ menu and select picture. Ensure that the picture appears numbered within your script or add as an appendix numbered at the end of the document. Save your Word file.


3. To reduce potential issues with the size of your submission to Turnitin[footnoteRef:1] crop the unwanted edges of your image, within Word itself. To crop the image simply place your cursor on top of your image, select ‘Crop’ and drag the edges towards the centre of the image. Press enter to confirm the changes. Save when you are satisfied with the cropping. [1:  Note that Turnitin has a file size limit of 100MB.] 



· Where only parts of the exam are to be handwritten, follow your Course leader’s instructions are to whether to insert them within the text or to add them at the end of your submission as an appendix


· If you cannot get hold of a photographic or scanning device (camera, mobile phone camera, scanning photocopier) alert your course unit director as soon as possible, at the latest two weeks before the exam submission date.


· Your course director will provide a mock inbox for you to practice photographing and integrating your images into a single submission before the submission date.





Word limit


The standard word limit per hour of exam is 1500 words. Therefore, for a 2 hour Open Book Exam, you are expected to write a maximum of 3000 words. Where there are multiple questions to answer, the word limit for each component question of the examination will be shown alongside that question. Students should declare the word count for each question attempted in their answer. Markers may check the accuracy of your stated word count.


The word-count includes body text (including in text references) and any subheadings that students choose to use.


Rather than applying a penalty to work that exceeds the word-limit, markers will use a “guillotine” system.  Under this system, markers will impose a cut-off, and not take into account anything you write after the word limit has been passed.  For example, if the question requires a 1500-word answer, anything you write after the 1500-word mark has been passed may be ignored.  It is therefore advisable that you aim for concision.


You will not be penalised for answers that are shorter than the limit: answers will be given credit for being comprehensive, rather than for being a certain length. However, answers significantly below the word limit usually do not meet the learning objectives of the assignment and markers may be able mark down very short answers using the SALC marking criteria.





Submission Deadlines


Your answers must be submitted no more than 7 calendar days / 24 hours from the time that the exam question paper is released. For this unit, your submission deadline will be XX:XX BST on DAY DATE MONTH. We have ensured that all submission deadlines fall on a weekday should you require any support. In case of technical issues, please contact your Programme Administrator:


UG: https://www.alc.manchester.ac.uk/student-intranet/undergraduate/contact-us/  


PGT: salc-pgt@manchester.ac.uk 


Failure to submit the correct file by the submission deadline will be treated as absence from the examination, and work will be given a zero mark. You are able to submit multiple times up until the deadline and you are encouraged to make use of this safety net. 


Note that the deadline represents the latest time that a piece of work can be submitted, and not a target.  You are advised to plan ahead and submit work well in advance of the deadline to ensure that any last-minute delays do not result in late submission.  This includes taking into account that the system may run more slowly at times of high demand, such as close to deadlines.











Referencing


Direct and indirect quotations must be acknowledged by means of a simple in-text reference, in line with what we would expect in a conventional closed-book exam. At the minimum, this will name the author of books or articles being quoted. For example “As Smith (2010) argues…”; [CUD’s can insert subject specific referencing formats here] 


Full citations in the footnotes and complete bibliographies are NOT required. 


[bookmark: _GoBack]Any direct quotations must be clearly shown as such through the proper use of quotation marks.


Failure to acknowledge sources may be treated as poor practice or for more severe cases, malpractice.  If in doubt, students should include a reference.





University Policy on Plagiarism and Collusion


All work submitted by you must be your own work.  Plagiarism is the use of someone else’s work without proper acknowledgment, presenting the material as if it were your own.  The University regards plagiarism as a form of cheating, and therefore as a serious academic offence; the consequences are severe. All students are asked to complete the Academic Malpractice Awareness Course on Blackboard to help avoid unintentional malpractice: https://online.manchester.ac.uk/webapps/blackboard/content/listContentEditable.jsp?content_id=_6026739_1&course_id=_46544_1&mode=reset 





Additional Instructions from Course Unit Director
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'STUDENT SUPPORT GUIDANCE FOR STAFF: RESPONDING TO A CRISIS (FACE TO FACE)

Link to University Mental Health Policy: http://documents manchester ac uk/display aspx?DociD=11618

I the situation an emergency?

Yes

character?

Does the student seem to be at risk of suicide?
Do you think a student is going to hurt themselves or someane else? No
Is the student seriously physically ll?

s the student's behaviour extremely bizarre, distressed or out of

N

Emergency

" Dial 939 (9999 from an intemal phone) and ask
for an ambulance.

« Cal Security 0161 306 9966 (69966 from an
internal phone) and tell them an ambulance is on
the way, giving details of your location

+ Don't make promises about confidentiality — whilst
you wouldn't normally break their confidentialty,
You would have to do soif you felt that they were
at rsk of harming themselves or others

Once help is on the way
+ Reassure the student & wait with them until help

arrives

Follow-up

Please send a brief email account of the situation and the
steps that you took to the Student Support and Guidance

Office (salc-studentsupport@manchester ac uk) for
information/further action as necessary.

Students in distress
If a student approaches you in distress, or becomes distressed during a
meeting

Listen to them, trying to remain calm and appear reassuring.
Allow them time to become calm and regain control.

Talk through with the student some options for further support,
‘perhaps helping them to make an appointment ~ they could use
your phone, or you could offer to accompany them.

fthey need practical information  e.q. policy, procedure etc ~
help them to access it. Get advice from the Student Support &
‘Guidance Offce, look up telephone numbers or sections of the
Crucial Guide Live website (see below).

Don't make promises about confidentiality ~ whilst you wouldn't
‘normally break their confidentialty, you would have to do so if
you feltthat they were at sk of harming themselves or others.
If you feel the situation is too much for you or is becoming out of
control, contact a colleague for help and support. If you begin to
feel threatened in any way contact Security (63966).

If you feel that the student needs urgent support, call the
Counseling Service (52864) and ask to speak with the Duty
Counsellor.

Follow-up.

sk the studentto get back i touch by an agreed date to give
You an update on the situation.

Ifthe student doesn't contact you, follow it up and escalate if
necessary (consult Student Support & Guidance Office).
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» Take care of your own wellbeing, you may well find that you feel upset by what's happened

I, when theyve gone, you feel you'd lie to talk the situation with someone (for example your line manager or a colleague within the School) do
50— you don't need 1o divulge the student’s identity, and having another person's perspective is often useful

« I you feel particularly upset about the incident, you can talk about it with the Counselling Service on 0161 275 2864 (52864 from an intemal
phone)

+ Remember, you are not a counsellor and you are not expected to exceed the limitations of your knowledge.
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 Take care of your own wellbeing, you may well find that you feel upsst by what's happened
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If you feel partcularly upset about the incident, you can tak about it with the Counseling Service on 0161 275 2864 (52864 from aninferal phone)
Ask them {0 get back in fouch by an agreed date to give you an update on the situation.
Ifthe student doesn't contact you, follow t up and escalat if necessary (consult Student Support & Guidance Office).
Please sent a e Sl account of e STuaton and i seps et you 00k 10 e Sudert Suppe: and GuKdancs s (sl studentsuppori@manchester ac )
for information/further action as necessary.

USEFUL CONTACTS

SALC Student Support & Guidance Office,
“Tel: 0161 306 1665/ 0161 275 3040

‘EmeTgency Contacts (nciuding mertal health Conceis) ‘Noremergency contacts
Counselling Service (inside working hours) Disability Support Office
Tel +44 (0)161 275 2864 Tel - +44 (0)161 275 751208518
Email - counsel service@manchester ac uk Email - dso@manchester ac uk
‘Web: st manchester ac uk/counseling. Web - wuw manchester ac uk/disabilty
University Securfy (outside working hours) Student Occupational Health
Tel: +44 (0)161 306 9966 Tel: +44 (0)161 275 2858 (Oxford Road Site)
“Accident & Emergency ~ Manchester Royal Infirmary (MRI) Tntemational Students Advice Team
Tet: +44 (0)161 276 4137 Tel - +44 (0)161 275 85532 110/2080/2972

Email - iat@manchester ac uk

Wanchester Royal Infimmary (WRI) Emergency Mental Fealth Team Students’ Union Advice Centre
Tel +44 (0)161 276 4147 Tet: +44 (0)161 275 2947
Folice “Accommodation Office
Tel: 9998 from an intemal phone (Emergency only) el +44 (0)161 275 2888 Email: accommodation@manchester ac. uk
Tel: +44 (0)161 856 4466 Greenneyes (local) Police Station (non-emergency)
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STUDENT SUPPORT GUIDANCE FOR STAFF: RESPONDING TO A CRISIS BY PHONEJEMAIL

Link to University Mental Health Policy: http://documents manchester ac uk/display aspx?DociD=11618

Is the siuation an emergency?

- Does the student seem to be at isk of suicide?

s the student seriously physically il??

Do you think a stugent is going to hurt themslves or someone else?

s the student’s behaviour extremely bizarre, distressed or out of character?
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Emergency

Remain cam and reassuring in your tone (either by
‘email or phone)

Try to gather as much relevant detail as possible for
example;

“Take a contact number from the student in case you

‘Students in distress
If a student contacts you in a state of distress:

Remain calm and consider your response carefully, ©emain reassuring.
Provide suggestions for further support, sign-posting the student to
relevant University support services and providing inks (below) if

are cut offor need to call them back
Is the student at home or n Halls?
Dothey have a fiendfiat-mateffamily member with

appropriate \L

them?
If they have not done so already, ry to get the student
o explain cleariy what their concer relates to and
‘make detailed notes

‘Contact the SSGO via salc-studentsupport@manchester ac.uk,
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Explain to the student what action you willtake ie. Contact the.
'SSGOICounselling Sevice:
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contact the student.

I, during the course of your correspondence, you feel that the situation
s becoming out of conirol and you become concemed about the
Student's health or wel--being, please refer to the Emergency advice.

Has the student contacted you
v n the evening or at weekend? ..
Out of hours support —
Remember
Callthe Universiy Securty Service (0161 275 .

2728) who wil ditect you to the University

T

Don't make promises about confidentialty as you may have to do so if
youfeel that the student i at isk of harming them selfor others.
« If you feel the siuation is too much for you oris becoming out of

Emergency Incident Manager or to the Duty
‘Warden (i the student is in Hall) as
appropriate. The on-—callstaffare very
‘experienced and have training in crisisimental
heath issues, if thereis significant concem
about the student's welk-being.

—

control, contact a colleague for help and support.  you begin to feel
threatened in any way contact Securty (69966).

1f you feel that the student nesds urgent support callthe Counseling
‘Service (52864) and speak with the Duty Counsallo (in working hours)
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