Appendix 28
Marketing and communications guidelines for collaborative partners

The Memorandum of Co-operation (MOC) outlines the policy for marketing and promoting UEL programmes offered by partner institutions. The aim of the policy is to ensure that all references to the University reflect the nature of the agreement; do not mislead students or third parties and are in line with the University’s brand and brand values as well as duties and obligations as a publicly funded institution and as a UK Border Agency tier 4 sponsor licence holder.

The guidelines

Key principles

1. All references to the relationship and the programmes must be as detailed in the MOC. 

2. UK partners who recruit international students must have a UK Border Agency (UKBA) tier 4 sponsor licence. Such partners are responsible for the duties and obligations imposed by UKBA and must not suggest in any communication that these duties and obligations rest with UEL. Where UEL has either validated or franchised a programme, the only statement that can be made is that ‘UEL oversees the programme to ensure the maintenance of quality and standards and students on the programme are registered at the University and receive a UEL award’. As a consequence such partners are responsible for all correspondence on behalf of their students including but not limited to visa letters, bank letters and council tax letters. 
3. All references to UEL and/or UEL programmes made by the partner, or their intermediaries, in whatever format or through whatever medium must be approved by either Corporate Marketing or the International Office at UEL in the first instance
, as detailed in 6 and 7 below. Please note that intermediaries would include local agents or representatives and must have been approved by UEL as detailed in the MOC. 

4. Any announcements relating to the commencement of the partnership, or changes to the partnership, must be also be approved as detailed in 6 and 7 below.
5. Where templates have been agreed, they can be used by partners, without the need to seek approval, as long as there are no changes to the content.

6. UK partners who do not recruit international students should contact the Director of Corporate Marketing to agree such templates (srm@uel.ac.uk)
7. International partners, and UK partners who recruit international students, should contact the Director of the International Office (international.marketing@uel.ac.uk)

8. The logo can only be used if this has been specified in the MOC. Please see appendix 1 for details about using the logo. 
9. The use of the logo must also reference the context of the MOC. It may not be used to visually imply a status or endorsement of a more general nature than that embodied in the MOC.
       Guidance for drafting materials and communications

Although the content of any communication will vary depending on the nature of the link, the medium used and target audience, please note the following:

· There must be no unsubstantiated or incorrect claims

· Appropriate and correct language must be used

· If a communication is not in English a certified translation must be included when approval is sought

· Images should not be reproduced or downloaded from the web: high-resolution images will be supplied on request where appropriate. Please request these using the emails identified above

· Partners should produce for the person identified above an annual marketing plan. This would normally be by the 30th June for the forthcoming academic year. These plans should detail where and how they are planning to recruit and who they are working with. For new partners the plans should be prepared as part of the validation process. 
· If plans change during the year and/or new intermediaries are appointed, UEL approval must be sought in advance.
Review of materials 


After the first year of operation, there will be a review of all primary materials. This will include prospectuses, brochures, adverts, web pages. The partner is required to keep a portfolio of all communications. Thereafter the review will be biennial.
Normal response times by UEL will be as follows: 

· Approval of press releases: 3 working days
· Approval of emails or other on-line communications: 3 working days
· Approval of templates: 6 working days
· Approval of adverts: 6 working days

· Approval of printed communication: 6 working days

· Lengthy or complex communications: at least 10 working days.
Non-compliance
Non-compliance with the provisions of this policy constitutes a material breach of the provisions of the MOC. 
Appendix 1: Using the logo 

1. The UEL logo graphic consists of the letters ‘UEL’ and the words ‘University of East London’. The typefaces, spacing and proportions of the lettering used are an integral part of the logo’s design. The white background is also an integral part of its design. In colour the logo is rendered in two tones of blue against a white background, with the ‘E’ of ‘UEL’ being the lighter part. The pantone references are: darker tone: Pantone 2945; lighter tone: Pantone 2925. In black and white the logo is also presented against a white ground and the tonal relationship of the two blues is represented by solid black and a half-tone. When producing documents in full colour the logo must always be rendered in its correct colours and on a white ground.
2. The logo graphic may not be distorted, redrawn, added to, animated or changed in any way and must at all times be used in accordance with these guidelines. The logo should always be reproduced from approved electronic files and should never be scanned or reproduced from previously printed materials, or taken from the web. 

3. The UEL web site address www.uel.ac.uk is not part of the logo graphic, but must always appear as a companion to the logo on the covers of documents, as approved, prominently positioned, suitably proportioned and distinct enough to read clearly.

4. The preferred position for our logo for printed matter is top right. Where alternative positioning is allowed for, the chosen alternative should be applied consistently across all the documents in the family or group. In some situations the space surrounding the logo or its positioning relative to a document’s edge is specified. Where no spacing or positioning is specified there should be sufficient clearance around the logo to prevent other elements of the design or layout from detracting from it, or lessening its visual impact.
5. The logo should not be used on letter heads or application forms unless prior approval is given by the University.
6. Any permission to use the logo and the provision of artwork to facilitate this is for the agreed purpose only and strictly for the duration of the MOC. The artwork must be kept securely and may not be released to other parties (except designers or agents using the artwork on behalf of the partner institution under strict control and guidance), or replicated. It must be deleted when no longer required. 

Summary

	Partnership model
	Use of logo
	Example descriptor

	Franchise
	Yes
	Successful completion of programme xxx at xxx leads to the award of xxx by UEL

	Validation
	Yes
	Successful completion of programme xxx at xxx leads to the award of xxx by UEL

	Joint Award
	Yes
	Successful completion of programme xxx at xxx leads to the award of xxx by UEL

	Dual Award
	Yes
	Successful completion of programme xxx at xxx leads to the award of xxx by UEL

	Distributed Delivery
	Yes
	Successful completion of programme xxx at xxx leads to the award of xxx by UEL

	Articulation
	No
	Successful completion of the xxxx programme will allow advanced standing for entry into year xxxx of the xxxx programme at the University of East London


� These would include communications such as prospectus entries, brochures, adverts, press releases, web pages, banners, posters, application forms, and offer letters.
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