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SUPPORTING COLLABORATIVE ACTIVITY

SUPPORT PROVIDED BY UEL SERVICES

Financial Services

· Provide advice on appropriate levels of fee and agree proposed financial arrangements with partners

· Confirm financial viability and stability of proposed partner through Institutional Approval process.

Library and Learning Services

· Access for UEL staff and students to the nation’s academic libraries through national reciprocal schemes.

· Access for students and staff from other universities through national and regional reciprocal schemes and borrowing for part-time students and researchers

· Access and borrowing for UEL students and the staff who teach them in partner colleges 

· Reference access for colleges, local schools and the general public

· Access for the business community

· Services for UEL distance learners

· Induction and skills training for collaborating institutions

· Enquiry services for collaborating institutions

· Advice to partner college librarians on the development of their collections, systems, electronic resources and training

· Making joint bids with partner colleges 

HR Services

· Annual publication of staff development handbook

Quality Assurance and Enhancement

· Institutional Approval – contact partner directly and request documentation for Institutional Approval purposes

· Validation/approval and revalidation/reapproval – manage the logistics of the validation process in collaboration with School, organise and minute the panel meeting. . School role: work with partner to prepare documentation and nominate externals.

· Partner review – manage the logistics of a partner review in collaboration with School, organise and minute the review meeting. School role: work with partner to prepare review documentation and nominate externals.

· Memorandum of Cooperation – draft the Memorandum of Cooperation, manage signature. School role: agree Memorandum of Cooperation with partner, agree financial arrangements

· Maintain database of collaborative activity

· Formal appointment of external examiners. School to nominate and recommend through SQSC.

· Publish programme specifications.

· Provision of general advice and guidance to Schools and Services on the process for establishing and managing collaborative activity.

· Provide institutional level training to UEL staff on establishing and managing collaborative partnerships.

Student Recruitment and Marketing

· Advice and support on use of UEL logo for marketing materials, branding etc

· Approval of all marketing materials prior to publication
Admissions

· Advice on application processes - UCAS and direct

· Allocation of UCAS code for UCAS applications received by UEL and creation of UCAS entry profile

· Entry of initial applicant data in liaison with Student Records / School Collaborative Administrator to create applicant record and student number

· Fee assessment of students where they pay fees directly to UEL

· Advice to partners re: fee assessment for HE (accessing training, information collection etc) where students pay fees directly to partner

· Transfer of applicant to provisional student status to enable on-line enrolment for new students

· Advice on other applicant checks required prior to enrolment (e.g.: under 18, applicants who have declared a criminal conviction, courses requiring CRB / Health clearance)
Registry

· Enrolment and re-enrolment of students on Delta

· Issue student ID cards

· Provide information and advice on UK, EU and international fees (where students pay fees direct to UEL) 

· Preparation of award certificates and Diploma Supplements
· Data entry of assessment results.
UELconnect (School of Distance and E-Learning and UEL Extra)
· Establishment of WebCT access for partner staff and students - contact your Learning Technology Adviser

· Providing advice and information on matters relating to the distance learning programmes that we run in collaboration with partners 

· Assisting in the identification of Distance Learning programmes for collaborative provision

Strategic Planning

· Set up programme codes on DELTA
· Advice and Guidance on public funding of collaborative programmes.

Student Services

· Provide information and advice on student related matters, e.g. financial support, where appropriate.
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