Partnership Diary for Heads of Academic Departments and Schools and Faculty Directors


This diary was developed in partnership with, and at the request of Heads of Departments to assist with activity planning and monitoring.
The tasks listed aim to capture key University requirements that are shared among Academic Departments, Faculties and Professional Services.

These tasks are generally the responsibility of Heads of Academic Departments or Faculty Directors. It is recognised however that many tasks are delegated, and the usual title of the delegated role is shown.

Names of staff contacts in the Professional Services are shown against each task or links are given to names and supporting information.

It is suggested that the Head or Director, along with the management team, reviews progress on current tasks and prepares for forthcoming tasks as required and reviews completed tasks where necessary.
This diary gives a rolling view of one year’s activities and will be revised three times annually, in November for the months January to April, in March for May to August and in July for September to December.
	The current version covers

January 2011

February 2011

March 2011

April 2011

May 2011

June 2011 

July 2011

August 2011

September 2011

October 2011 

November 2011

December 2011 
	Abbreviations for responsible Professional Service department/section names

CiCS - 
Corporate Information and Computing Services

IEU – 
International Exchanges Unit

HR - 
Human Resources

LeTS - 
Learning and Teaching Services

PGS – 
Planning and Governance Services

RIS – 
Research and Innovation Services

TPO – 
Taught Programmes Office

VCO - 
Vice Chancellor’s Office



It is intended that this tool should be dynamic and responsive to your needs. Please provide feedback/suggestions for improvements to Roddy Flynn (r.flynn@shef.ac.uk )
For an overview of the responsibilities of the Professional Services departments see their Web pages
	Date
	Department/section
	Task/Event
	Support and Contact
	URLs
	Common Delegations

	MAY 2011
	
	
	
	
	

	2 May 2011
	
	Last day of Easter Vacation 
	
	
	

	May 2011
	Admissions
	Expect UG Admissions Secretaries to attend Forum to share developments and highlight new information and good practice.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	Admissions Secretaries

	Early May 2011
	LeTS
	Expect to receive, by e-mail, from LeTS, request for late changes to programme regulations.
	regs@shef
	
	Heads of Departments
Departmental contacts for programme regulations

	Early May 2011
	PGS
	Expect to be contacted by the Planning and Governance Services regarding the department's proposed fee levels (non-standard) for next academic year.
	Information

Contacts

j.mumford@shef
	www.shef.ac.uk/pgs/academicplanning/tuitionfees.html
http://www.shef.ac.uk/pgs/contact/

	

	Early May 2011
	Events Team
	Expect to receive, by e-mail from Events Team, invitation to the Annual Degree Congregations to be held in July 2011. Ensure department will be represented.
	w.hobson@shef
Events Team
	www.shef.ac.uk/eventsteam 
	

	Early May 2011
	Admissions
	Ensure that decisions have been processed on all UG applications received in the University by 15 January. Those not processed will be rejected by UCAS by default.
	
	
	Admissions Tutors and Secretaries

	Early May 2011
	LeTS
	Expect to receive from Learning and Teaching Service the request to nominate External Examiners for taught programmes for next session by early June.
	lets@shef
Information

	www.shef.ac.uk/lets/design/evaltq/eeinfo.html
	

	Early May 2011
	HR
	Ensure SRDS meetings are taking place as planned.
	srds@shef
SRDS 
	www.shef.ac.uk/hr/guidance/srds/
	

	Early May 2011
	Registry Services
	Publication of the Final Timetable for the Spring Semester Examinations.
	Published on the web.
	www.sheffield.ac.uk/ssid/exams/timetables.html
	Examinations Officers & Secretaries

	Mid May 2011
	Marketing
	Ensure the PDF of your subject entry for the Postgraduate Prospectus 2013 has been signed off and returned to the Prospectus Team in Marketing.
	prospectus@shef
	
	

	Mid May 2011
	LeTS
	Expect to receive from Learning and Teaching Service notice of the sums available to pay fees of External Examiners for taught programmes in current session. Advise on allocation by mid-June.
	lets@shef
Information
	www.shef.ac.uk/lets/design/evaltq/eeinfo.html
	

	Mid May 2011
	Room Bookings
	Ensure the department has provided information on need for pool teaching rooms next session.
	s.e.garrison@shef

	www.shef.ac.uk/roomandparkingservices/
	Timetabling Officers

	12 May 2011
	VC/HR
	Headstart programme: presentation and meal with Vice Chancellor.
	L.C.Machon@shef 


	www.shef.ac.uk/hr/sd/hods/headstart.html
	Heads of Departments

	23 May 2011
	
	First Day of Spring Semester Examination Period
	
	
	

	Late May 2011
	Careers
	Expect to be notified of the online availability of results for the 2009/10 Destinations of Leavers from Higher Education Survey
	g.anderson@shef
	
	

	End May 2011
	RIS
	Expect to receive from RIS requests to complete Annual Progress Reports for Research Students.
	RIS - Research Degree Support Team
	http://www.shef.ac.uk/ris/pgr/contacts.html
	Research Supervisors

	
	
	
	
	
	

	JUNE 2011
	
	
	
	
	

	Early June 2011
	Admissions
	List of Graduate Research applicants who have not been made an offer after 40 days is sent to departments for them to make a decision.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	

	Early June 2011
	Admissions
	Expect to be asked by the Admissions Section to confirm that UG Admissions Tutors and Secretaries (or fully briefed and clearly nominated stand-ins) will be available throughout the Confirmation, Adjustment and Clearing period early August to mid September.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice  
	UG Admissions Tutors and Admissions Secretaries

	Early June 2011
	Admissions
	Expect PG Admissions Sectors to be invited to attend a Forum on Admissions Procedure and Good Practice.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	PG Admissions Selectors and Co-ordinators

	Early June 2011
	Admissions
	Expect UG Admissions Sectors to be invited to attend a training session on Good Practice.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	UG Admissions Tutors and Secretaries

	Early June 2011
	HR
	Ensure SRDS meetings are taking place as planned.
	srds@shef

SRDS
	www.shef.ac.uk/hr/guidance/srds/
	

	Early June 2011
	LeTS
	Ensure any late changes to modules or Regulations for next session (e.g. new programmes given late approval) are submitted to Learning and Teaching Services for approval and inclusion in University Calendar (and corporate student record)
	l.beevers@shef

	www.shef.ac.uk/calendar/
	Director of Teaching

	Early June 2011
	LeTS
	Deadline for Nomination of External Examiners for 2011-12

Deadline for confirmation of LeTS’ fee calculations for External Examiners for their work undertaken in 2010-11
	lets@shef
	
	Examinations Officers & Secretaries

	4 June 2011
	LeTS
	Ensure the department has nominated External Examiners for all taught programmes to be offered next session.  Nominations to the Learning and Teaching Services.
	lets@shef
Information 
	www.shef.ac.uk/lets/design/evaltq/eeinfo.html
	

	11 June 2011
	
	Last Day of Spring Semester and Spring Semester Examination Period
	
	
	

	14 June 2011
	VC/HR
	Welcome to the University Event for new staff.
	vcwelcome@shef
	www.shef.ac.uk/hr/sd/staff/sdprog/courses/vcwelcome.html
	

	Mid June 2011
	LeTS
	Ensure that advice has been sent to Learning and Teaching Services on the allocation of the sums available to pay fees of External Examiners for taught programmes in current session.
	lets@shef
Information
	www.shef.ac.uk/lets/design/evaltq/eeinfo.html
	

	June 2011
	Careers
	Expect to be asked about destination information for graduates who have not responded to the Destinations of Leavers from Higher Education survey.
	g.anderson@shef
	
	Careers Liaison Officers in academic departments

	18 June 2011
	UK/EU Recruitment
	University Open Day. Ensure department is ready to receive visitors, a staff member to deliver a talk, times agreed and a venue arranged.
	a.j.hamilton@shef
The UK Recruitment Assistant
	
	UG Admissions tutors and secretaries

	24 June 2011
	Admissions
	CRB Working Group meeting.
	k.mcgowan@shef
	
	CRB Countersignatories

	25 June 2011
	Admissions
	New Admissions Tutors Training for Confirmation, Adjustment and Clearing Meeting.
	
	
	New UG Admissions Tutors

	29 June 2011
	TPO
	Ensure Spring Semester examination results, + award and prize recommendations, for UGs are submitted to the Taught Programmes Office in the format for uploading into the corporate student record.  See circular issued in May.
	Deadlines and results processing (password required)

Examination results matters in general 

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/processing/undergraduate.html
www.shef.ac.uk/ssd/sas/guides/examination/
www.shef.ac.uk/ssd/tpo/contact/
	Examinations Officers & Secretaries

	30 June 2011
	Admissions
	Last date for receipt of Post-15 January UCAS applications. Applications received after this date are held for clearing.
	
	
	UG Admissions Tutors and Admissions Secretaries

	End June 2011
	Finance
	Expect to be asked to make the annual return of your Petty Cash and Change floats to the Income Office of the Finance Department as at the financial year end (31 July).
	cashoffice@shef
	
	Dept Admin or Secretary

	End June 2011
	Finance
	Expect the Finance Department to supply information in relation to income and expenditure figures in the University's Financial Statements at the financial year end (31 July)
	Information
	www.shef.ac.uk/finance/staff-information/howfinanceworks/
	

	
	
	
	
	
	

	JULY 2011
	
	
	
	
	

	Early July 2011
	Registry Services
	Expect to receive, from Exams Team in Registry Services, an extract from the corporate student record showing examinations expected to require a re-sit paper in light of results from first sittings.  Comment by mid-July.
	j.hardy@shef.ac.uk 
	
	Examinations Officers or Secretaries

	Early July 2011
	IEU
	Report academic support for Sheffield students wishing to participate on the Study Abroad programme next session to International Exchanges Unit of Student Services.
	The Study Abroad Administrator

Information for Students
	http://www.shef.ac.uk/ieu/team.html
http://www.shef.ac.uk/studyabroad/ 
	Study Abroad Advisers

	Early July 2011
	Admissions
	List of Graduate Research applicants who have not been made an offer after 40 days is sent to departments for them to make a decision.
	Admissions Service
	
	

	Early July 2011
	TPO
	Expect circular from Taught Programmes Office on submission of re-sit examination results for UGs in the format for uploading into the corporate student record.
	Deadlines and results processing (password required)

Examination results matters in general

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/processing/undergraduate.html
www.shef.ac.uk/ssd/sas/guides/examination/
www.shef.ac.uk/ssd/tpo/contact/
	Examinations Officers and Secretaries

	Early July 2011
	HR
	Ensure SRDS meetings are taking place/dates for meetings have been set.
	SRDS 
	www.shef.ac.uk/hr/guidance/srds/
	

	Early July 2011
	HR
	Ensure date set for SRDS Departmental Review Panel (DRP) in September.
	SRDS 
	www.shef.ac.uk/hr/guidance/srds/
	

	08 July 2011
	RIS
	Ensure annual progress reports for all research students have been completed and submitted to Research and Innovation Services.
	RIS - Research Degree Support Team
	
	

	13 & 14 July 2011
	UK/EU Recruitment
	University Open Days. Ensure department is ready to receive visitors, a staff member to deliver a talk, times agreed and a venue arranged.
	a.j.hamilton@sheffield.ac.uk 
	www.shef.ac.uk/opendays 
	UG Admissions Tutors and Secretaries

	9-12 July 2011
	Outreach
	SOAMS Summer School. 4 day/3 night residential school for aspiring medics. Expect large numbers of Y12 students around campus and the Medical School.
	v.hargest@shef
r.haire@shef
	
	

	Mid July 2011
	Registry Services
	Last date for submitting re-sit exam papers to be held in August to Exams Team in Registry Services.
	j.telford@shef
Notes of Guidance for staff (password required).
	www.shef.ac.uk/ssd/sas/guides/examination/

	Examinations Officers or Secretaries

	Mid July 2011
	Registry Services
	Ensure appropriate departmental staff will be available for queries on question papers, marking and reporting results during the re-sit examination period.
	
	
	Examinations Officers or Secretaries

	16-20 July 2011
	Outreach
	Aim higher Summer School. 5day/4 night taster residential school for Yorkshire & Humber students interested in coming to University. Expect large numbers of Y11 students around campus, in Ranmoor Hall and in the Students Union Building during this week. Departments may be approached to run sessions in advance. 60 students.
	g.hamilton@shef
c.c.knight@shef
	
	

	19-23 July 2011
	Events Team
	Degree Congregations for First and Research Degrees. 9.30 am, 12 noon, 3.30 pm each day.
	w.hobson@shef
Information for Students
	www.shef.ac.uk/eventsteam/graduation2011.html 
	

	Late July 2011
	
	Expect nominated contacts in department to receive, from the Admissions Section, information about Clearing and Confirmation and to be asked to provide key information for the processing of A-level results and Clearing.

Pack will be copied to HoDs. Check contacts have received a pack and are familiar with contents.
	
	
	UG Admissions Tutors and Admissions Secretaries

	31 July 2011
	Finance
	Check instructions from the Finance Department in relation to close-down of the financial year.
	Information
	www.shef.ac.uk/finance/staff-information/howfinanceworks/
	Dept Admin or Secretary 31 July 2011

	31 July 2011
	Finance
	Ensure you can make the annual return of your Petty Cash and Change floats to the Income Office as at the financial year end (31 July).
	cashoffice@shef
	
	

	31 July 2011
	Registry Services
	Expect to receive notification of the final timetable of re-sit exams to be held 10-29 August. Final version only (no draft because of short timespan from semester 2 results).
	j.hardy@shef.ac.uk
Timetable (published end of July)
	www.shef.ac.uk/ssid/admin/timetbl.html
	Examinations Officers or Secretaries

	
	
	
	
	
	

	AUGUST 2011
	
	
	
	
	

	Early August 2011
	Admissions
	Ensure all departmental Clearing and Confirmation contacts attend the admissions strategy meeting – usually held on the Wednesday of the week before A-level results.

Attendance is imperative.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	UG Admissions Tutors and Admissions Secretaries

	Early August 2011
	HR
	Ensure SRDS meetings are taking place as planned.
	d.j.newberry@shef.ac.uk 
	www.shef.ac.uk/hr/guidance/srds/
	

	Early August 2011
	PGS
	Ensure that dates of Central Committee meetings (including Senate) are in diaries for new session for HoD (and any other concerned member of staff); and dates of Faculty Executive Board – Faculty (DFO)
	Dates and Contacts published by Planning and Governance Services in July / August.
	www.shef.ac.uk/tlsu/faculty/membership.html
	Dept Admin or Secretary

	Early August 2011
	CIC
	Review this Diary for the coming session and ensure that where tasks are to be delegated, the member of staff concerned is aware of the duties, deadlines and sources of support.
	
	
	Dept Admin or Secretary

	Early August 2011
	Admissions
	List of Graduate Research applicants who have not been made an offer after 40 days is sent to departments for them to make a decision.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	

	Early August 2011
	Admissions
	Expect Selectors to receive, from Graduate Research Admissions, a list of all applicants to department with current status in corporate student record for checking by end of Aug.

This ensures all new entrants will be expected at Registration.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	

	Early August 2011
	Admissions
	Ensure that any changes to the programme titles used during application cycle have been drawn to the attention of the Admissions Section.  This ensures that the records of new entrants are correct at Registration.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	Dept Admin or Secretary

	Early August 2011
	Admissions
	Ensure that any change in availability of modules (units) or Semester to be taught, is notified to User and Data Services by the end of August so that the corporate student record may be updated before Registration and the start of the new academic year.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	Dept Admin or Secretary

	Early August 2011
	Finance
	Expect to be asked by the Income Office of the Finance Department to provide information on scholarships and internal sponsorship of new and continuing graduate students by early September.
	paymentstostudents@shef
	
	Dept Admin or Secretary

	Early August 2011
	Registry Services
	Expect to receive final copy of the Registration Plan for new students in 2011-2012. (Preliminary edition issued in February.)

Check plan for staff input (e.g. Introductory Meetings and Module Enrolment for UG, PGT, PGR and Visiting.)

Ensure department has strategy for capping of module registrations, if necessary.
	r.mcassey@shef



Calendar

	www.shef.ac.uk/calendar/




	Registration Contacts

	9 August 2011
	Finance
	Ensure you have supplied information on which Finance Department will base income and expenditure figures in the University’s Financial Statements at the financial year end (31 July)
	Information
	www.shef.ac.uk/finance/staff-information/howfinanceworks/
	

	8-26 August 2011
	Registry Services
	Re-sit and Supplementary Examination Period for UG and some PGT students.
	j.hardy@shef
	
	

	24 August 2011
	UK/EU Recruitment
	Clearing Open Day (to be confirmed).  Only students offered a place through Clearing invited to attend. Staff to provide a contact to receive visitors on the day.
	a.j.hamilton@shef
	
	UG Admissions Tutors, Secretaries, and/or Mature Contacts.

	Late August 2011
	Admissions
	Ensure all confirmation decisions on UG applications holding CF or CI offers are made by closing date.  Notify exceptions to Admissions Section to prevent automatic rejection by UCAS.
	
	
	Admissions Tutors & Secretaries

	Late August 2011
	HR
	Ensure that an appropriate Induction will be provided for any new staff joining the department during the new session.
	claire.jones@shef.ac.uk 

Induction
	www.shef.ac.uk/hr/sd/new/
	

	
	
	
	
	
	

	SEPTEMBER 2011
	
	
	
	
	

	September 2011
	LeTS
	Learning and Teaching Services' new guidance on departmental External Examiner expenses comes into effect from 1st September 2011.
	r.m.swift@shef
External Examiner Documentation for Examiners and University Departments
	http://www.shef.ac.uk/lets/design/evaltq/eeinfo.html
	

	Early September 2011
	Finance
	Note closing dates in 2012-2013 for changes to monthly payroll and submission of claims to the Salaries Office of the Finance Department.
	Dates
	www.shef.ac.uk/finance/keydates/
	Dept Admin or Secretary

	Early September 2011
	Admissions
	Expect the Admissions Section to request nominations of Admissions Tutors for each programme. Confirm or amend names by end of month i.e. before new applications cycle begins. Ensure nominees are aware of targets and training available.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice
	Admissions Tutors & Secretaries

	Early September 2011
	Admissions
	Ensure the portfolio of each programme is revised and provided, with revised entry requirements, to Admissions Section by end of month.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice
	Admissions Tutors & Secretaries

	Early September 2011
	Registry Services
	Expect to be asked by Exams Team in Registry Services to confirm Departmental Examinations Officer for new academic year.
	j.hardy@shef
	
	Examinations Officers & Secretaries

	3 September 2011
	TPO
	Ensure August re-sit examination results are submitted to the Taught Programmes Office in the format for uploading into the corporate student record. See circular issued in July.
	Deadlines and results processing (password required)

Examination results matters in general

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/processing/undergraduate.html
www.shef.ac.uk/ssd/sas/guides/examination/
www.shef.ac.uk/ssd/tpo/contact/
	Examinations Officers and Secretaries

	6 September 2011
	UK/EU Recruitment
	University Open Day. Ensure department is ready to receive visitors, a staff member to deliver a talk, times agreed and a venue arranged.
	a.j.hamilton@shef
	www.shef.ac.uk/opendays 
	UG Admissions Tutors and Secretaries

	6 September 2011
	Registry Services
	Registration Information Meeting; update on the student registration process and activities for departments, times and venues to be confirmed.
	r.mcassey@shef
	
	Registration Contacts

	Mid September 2011
	LeTS
	Ensure that all reports from External Examiners for taught programmes have been returned to Learning and Teaching Services with your department’s comments.
	r.m.swift@shef
	
	 

	19-25 September 2011
	
	INTRO WEEK
	 
	
	 

	Mid September 2011
	PGS
	Registration reports available via MI View from Intro Week onwards.
	d.whittaker@sheffield.ac.uk
	
	FDOs, HoDS and Departmental Administrators

	19 September – October 2011
	Registry Services
	Ensure that department participates in Registration as set out in the final Registration Plan issued in August.
	r.mcassey@shef
	
	Registration Contacts

	26 September 2011
	
	AUTUMN SEMESTER BEGINS
	
	
	

	27 September 2011
	RIS
	Ensure all new research students attend the Induction Session held by Research & Innovation Services.
	
	
	Graduate Tutors

	September/October 2011
	Registry Services
	Ensure that staff will be available to approve ADD/DROP forms changing module choice after students have registered.
	j.hardy@shef
	
	Registration Contacts

	Late September 2011
	LeTS
	Expect to receive notice of formal appointment of External Examiners for taught programmes this session from Learning and Teaching Services. Ensure dates for Examiners' meetings have been arranged outside exam periods.
	r.m.swift@shef
	
	 

	
	
	
	
	
	

	OCTOBER 2011
	
	
	
	
	

	October 2011
	LeTS
	Expect to receive a memo from Learning and Teaching Services and Research and Innovation Services for suggestions to amend General Regulations and Ordinances for consideration by Faculty Boards for next session.
	s.davison@shef
l.v.unwin@shef 
	
	 

	1 October 2011
	IEU
	Expect to be asked to ensure that Erasmus Bi-Lateral Agreements are updated with International Exchanges Unit of Student Services.
	The Erasmus Administrator

http://www.shef.ac.uk/ieu/team.html
	
	Erasmus Contacts

	Early October 2011
	Registry Services
	Expect to be asked by Registry Services to report on lists of students (new and continuing) who have not registered for the new session (despite reminders) and to ensure that any who are in attendance, do register.
	r.mcassy@shef
	
	Registration Contacts

	
	
	
	
	
	

	Early October 2011
	LeTS
	Expect to receive the timetable for the annual review of Regulations governing Programmes of Study in 2012-2013 from Learning and Teaching Services. Confirm or amend staff to be responsible for revision.
	l.beevers@shef
Rough Guide to Regulations by Student Services

Calendar
	http://www.sheffield.ac.uk/ssd/sas/guides/general/regulations 
www.shef.ac.uk/calendar 
	Director of Teaching

	Early October 2011
	PGS
	Launch of Planning Round and set-up of Performance Review meetings.
	r.birch@sheffield.ac.uk
(Support provided by PSOs http://www.shef.ac.uk/pgs/information/pso/pso_contacts.html )
	
	Heads of Departments and Faculty Directors of Operations

	Early to Mid October 2011
	IEU
	Expect to be asked to submit names of academic staff for participation in Teaching Mobility scheme to International Exchanges Unit of Student Services.
	d.stevenson@shef
	
	Erasmus Contacts

	Early to Mid October 2011
	Admissions
	Expect to receive, from Admissions Service, copies of UCAS annual publications and will be able to view the amended University Admissions Procedure Manual online. Ensure Admissions Tutors and Secretaries have access.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	Admissions Tutors & Secretaries

	
	
	
	
	
	

	Early to Mid October 2011
	PGS
	Expect to receive, from PGS, information on student recruitment intake against target via MI View.
	d.whittaker@sheffield.ac.uk 
	
	Heads of Departments and Faculty Directors of Operations

	Mid October 2011
	Marketing
	Ensure the departmental entry in the Undergraduate Prospectus for 2013 intake has been returned to the Prospectus Team in Marketing.
	prospectus@shef 
	
	 

	Mid to Late October 2011
	Admissions
	Expect new Admissions Tutors and Selectors (UG/PG) to be invited to a training sessions offered by the Admissions Service. Ensure they attend this and other relevant training.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice
	Admissions Tutors & Selectors

	Mid October 2011
	Registry Services
	Expect to be asked by Exams Team in Registry Services to update data on invigilated exams held in corporate student record as preliminary to timetabling for Jan-Feb exams.

Reply fully by end October. Late requests may be impossible to incorporate into timetable.
	j.hardy@shef
	
	Examinations Officers or Secretaries

	14 October 2011
	Registry Services
	Last day, under General Regulations, for department to approve change of modules to be studied by UGs in Autumn Semester. Add-Drop Forms to be submitted by students at SSiD.
	Information for Students
	www.shef.ac.uk/ssid/record/
	Registration Contacts or Course Directors

	18 October 2011
	UK/EU Recruitment
	Mature Student Open Day. Ensure department is aware of this day, encourage prospective mature students to attend, and ensure a member of staff is available to receive visitors.
	l.maltman@shef

	
	UG Admissions Tutors, Secretaries, and/or Mature Contacts.

	21 October 2011
	HR
	Deadline for return of SRDS data collection for Staff Development (Human Resources)
	b.dobson@shef
SRDS Data Collection
	www.shef.ac.uk/hr/guidance/srds/srdsdata 
	Heads of Departments

	27 October 2011
	LeTS
	Reminder to all staff involved in teaching to ensure that they are organising their annual dialogue activities for the session.
	l.desforges@shef 
	
	Heads of Departments and Directors of Teaching

	Late October 2011
	Registry Services
	Expect to receive from the Exams Team in Registry Services, for display, the University’s Examination Regulations and Notes for Candidates on Invigilated Examinations. Ensure they are drawn to the attention of new UG and PGT students. Publicise the need to have calculators and dictionaries to be used in exams approved at SSiD before Christmas Vacation, and the rules on mobile phones in exams.
	j.telford@shef
Information for Students

Equipment in exams
	www.shef.ac.uk/ssid/exams
www.shef.ac.uk/ssid/exams/equipment.html
	Examinations Officers or Secretaries

	Late October 2011
	Registry Services
	Expect to receive, from the Exams Team in Registry Services, notice that guidance for staff on the preparation of examination papers and ancillary material is available on the web site.
	j.telford@shef
Notes of Guidance (username & password required).
	http://www.sheffield.ac.uk/exams
	Examinations Officers or Secretaries

	Late October 2011
	Events Team
	Expect to receive, by e-mail from Events Team, invitation to Winter Degree Congregations to be held on 12 and 13 January 2012. Ensure department will be represented.
	w.hobson@shef
Events Team
	http://www.shef.ac.uk/eventsteam/staff.html
	

	Late October 2011
	LeTS
	Expect to receive the files of current Regulations governing Programmes of Study for revision for 2012-2013 by mid-December.
	l.beevers@shef
Notes and forms on approval of new or significantly changed programmes

University Calendar
	http://www.shef.ac.uk/lets/design/programme/forms 


www.shef.ac.uk/govern/calendar/
	Director of Teaching

	
	
	
	
	
	

	NOVEMBER 2011
	
	
	
	
	

	Mid February 2011
	TPO
	Expect to receive a circular, from the Taught Programmes Office, asking that amendments to the Regulations for existing prizes and details of any new prizes be supplied by early December.
	Information on Prizes

Contacts in Taught Programmes Office
	http://www.shef.ac.uk/ssd/sas/guides/examination/prizes 

www.shef.ac.uk/ssd/tpo/contact.html
	Dept Admin or Secretary

	Early November 2011
	CiCS
	Expect to be asked, by CiCS Information Support, to revise in the Unit Maintenance System information on Units of Study to be offered in 2012-2013, for publication on web and update of the reference data in the corporate student record. Complete by end Jan.
	2011-2012 Directory

Notes and forms on approval of new units

a.cutler@shef
	http://www-online.shef.ac.uk:3001/pls/live/web_cal.cal3_dept_form?p_year=11 

www.sheffield.ac.uk/lets/design/programme/forms 
	Director of Teaching

	Early November 2011
	IEU
	Ensure that the Taught Programmes Office and the International Exchanges Unit have been notified of outgoing students who will be on a non-mandatory Erasmus exchange during semester 2 of the academic year.
	j.parkin@shef (TPO)

Erasmus Administrator (IEU)
	http://www.sheffield.ac.uk/ieu/team.html 
	Erasmus Contacts

	Early November 2011
	Careers
	Alert from Careers Service re imminent start of Destinations of Leavers from Higher Education survey (first degree graduates)
	g.anderson@shef
	
	Careers Liaison Officers in academic departments

	Early to Mid November 2011
	PGS
	Expect to receive, from PGS, information on student recruitment intake against target via MI View.
	jo.marriott@sheffield.ac.uk d.whittaker@sheffield.ac.uk 
	
	Heads of Departments and Faculty Directors of Operations

	12 November 2011
	TPO
	Ensure examination results and award recommendations for PGT students are submitted to the Taught Programmes Office in the format for uploading into the corporate student record. See circular issued in July.
	Deadlines and results processing (password required).

Examination results matters in general (see section C7 of UG Student Administration A-Z Guide).

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/index.html#per


 http://www.shef.ac.uk/ssd/sas/guides/examination/index 



www.shef.ac.uk/ssd/tpo/contact.html
	Examinations Officers & Secretaries

	13 November 2011
	TPO
	Ensure examination results and award recommendations for PGT students are submitted to the Taught Programmes Office in the format for uploading into the corporate student record. See circular issued in May.
	Deadlines and results processing (password required)

Examination results matters in general (see section C5 of pdf download)

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/index.html#per


http://www.shef.ac.uk/ssd/sas/guides/examination/index


www.shef.ac.uk/ssd/tpo/contact.html
	Examinations Officers & Secretaries

	14 November 2011
	Registry Services
	Expect to receive the report from Registry Services on students registered in department for action and return by 21 November. (The data is used in the 1 December return to the Funding Council which determines University income and departmental finance.)
	r.mcassey@shef
	
	 

	Mid November 2011
	LeTS
	The Learning and Teaching Annual Reflection process begins with notification from Faculty & LeTS to departmental directors of Learning and Teaching of the availability of Management Information and the schedule for the review this session.
	ARLT
	www.shef.ac.uk/lets/design/evaltq/reflection.html
	AR Contact, Directors of Teaching and Departmental Administrators

	Mid November 2011
	TPO
	Expect to receive a circular re submission of Autumn Semester examination results for UGs to the Taught Programmes Office.
	Deadlines and results processing (password required).

Examination results matters in general (see section C7 of UG Student Administration A-Z Guide).

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/index.html#per


http://www.shef.ac.uk/ssd/sas/guides/examination/index



www.shef.ac.uk/ssd/tpo/contact.html
	Examinations Officers & Secretaries

	Mid November 2011
	RIS
	Ensure that draft Regulations for new/amended Higher Degrees by Research have been submitted to Research and Innovation Services
	Research and Innovation Services
Lindsay Unwin (l.v.unwin@shef.ac.uk) 
	
	 

	Mid November 2011
	PGS
	Expect to receive a  proposal for QCT distribution from PGS.
	jo.marriott@sheffield.ac.uk
d.whittaker@sheffield.ac.uk 
	
	Faculty Directors of Operations

	22-26 November 2011
	Registry Services
	Expect to receive, from Exams Team in Registry Services, department draft exam timetable for the Autumn Semester to be held Jan-Feb 2012. Comment required.
	j.hardy@shef
Draft published on web
	http://www.shef.ac.uk/ssid/exams/timetables 
	Examinations Officers & Secretaries

	30 November 2011
	UK/EU Recruitment
	Postgraduate Open Day. Ensure department is aware of this day and that a staff member is available to receive visitors.
	v.lingard@sheffield.ac.uk 
	
	PG Admissions Tutors & Secretaries

	
	
	
	
	
	

	DECEMBER 2011
	
	
	
	
	

	1 December 2011
	Registry Services
	Ensure any comments on draft Exam Timetable for January - February have been submitted to Exams Team in Registry Services.
	j.hardy@shef
Timetable for students.
	http://www.shef.ac.uk/ssid/exams/timetables 
	Examinations Officers & Secretaries

	2 December 2011
	IEU
	Expect to be asked about renewal of your department’s Erasmus Exchange Agreements by the International Exchanges Unit.
	The Erasmus Administrator


	http://www.shef.ac.uk/ieu/team.html
	Erasmus Contacts

	3 December 2011
	Registry Services
	Last date for submitting exam papers to be held in January / February to Exams Team in Registry Services.
	j.telford@shef
Notes of Guidance for staff (password required).
	http://www.sheffield.ac.uk/exams 
	Examinations Officers & Secretaries

	Early December 2011
	Marketing
	Ensure the PDF of your subject entry for the Undergraduate Prospectus 2013 has been signed off and returned to the Prospectus Team in Marketing.
	prospectus@shef
	
	

	Early to Mid December 2011
	PGS
	Expect to receive, from PGS, information on student recruitment intake against target via MI View.
	d.whittaker@sheffield.ac.uk

	
	Heads of Departments and Faculty Directors of Operations

	6-10 December 2011
	Registry Services
	Expect to receive the final exam timetable for the Autumn Semester.
	j.hardy@shef
Final published on Web
	http://www.shef.ac.uk/ssid/exams/timetables 
	Examinations Officers & Secretaries

	12 December 2011
	LeTS
	Ensure that draft Regulations for new (or significantly amended) taught Programmes of Study to be offered next session, have been submitted to Learning and Teaching Services for Faculty consideration in January/February.
	l.beevers@shef
How to submit proposals

Programme Specifications
	http://www.shef.ac.uk/lets/design/programme/forms   http://www.shef.ac.uk/calendar/progspec 
	Director of Teaching and Regulations Contacts

	Mid December 2011
	PGS
	Expect revised academic planning data to become available. Complete and return plans as per timetable by the end of December.
	r.birch@sheffield.ac.uk 

(Support provided by PSOs http://www.shef.ac.uk/pgs/information/pso/pso_contacts.html )


	http://www.sheffield.ac.uk/pgs/information/planninground 
	 Heads of Departments and Faculty Directors of Operations

	
	
	
	
	
	

	18 December 2011
	
	Christmas Vacation begins (4-weeks) to 15 January 2012
	 
	
	 

	Late December 2011
	HR
	Expect to receive analysed SRDS data.
	b.dobson@shef.ac.uk  
	
	Heads of Departments

	Late December 2011
	HR
	Expect to be informed of ECA outcomes and then inform relevant staff.
	d.j.newberry@shef 
	
	Heads of Departments

	
	
	
	
	
	

	JANUARY 2012
	
	
	
	
	

	Early January 2012
	TPO
	Expect to receive a circular from the Taught Programmes Office including a spreadsheet for reporting students studying abroad next session.
	 Taught Programmes Office
	http://www.sheffield.ac.uk/ssd/tpo 
	Study Abroad Adviser

	Mid January 2012
	Registry Services
	Expect to receive email from Registry Services, asking to confirm Registration Contact details.
	e.j.hulme@shef
	
	Registration Contacts

	Mid January 2012
	TPO
	Ensure that non-standard attendance dates for students for the next session are supplied to Taught Programmes Office, as set out in the Bulletin to Academic Departments issued in December.
	r.bunker@shef
Information on Semester dates
	http://www.sheffield.ac.uk/about/dates 
	Dept Admin or Secretary

	10 January 2012
	HR
	Readerships and Personal Chairs Committee
	promotions@shef
	http://www.sheffield.ac.uk/hr/reward/promotion
	RPCC

	12-13 January 2012
	Events Team
	Winter Degree Congregations 
	w.hobson@shef
Ceremonies Dates
	http://www.shef.ac.uk/eventsteam/dates
	 

	15 January 2012
	
	Last Day of Christmas Vacation
	 
	
	 

	16 January 2012
	IEU
	Expect to be asked to ensure that Erasmus Bilateral Agreements are updated with The International Exchanges Unit of Student Services.
	The Erasmus Administrator


	http://www.shef.ac.uk/ieu/team.html
	 

	16 January 2012
	
	First Day of Autumn Semester Examination Period
	 
	
	 

	Late January 2012
	CiCS
	Ensure have entered into Unit Maintenance System the revised information on Units of Study (Modules) to be offered in next academic year for publication on web and update of the reference data in the corporate student record.
	2012-2013 Directory

Notes and forms on approval of new units.

a.cutler@shef
	http://www-online.shef.ac.uk:3001/pls/live/web_cal.cal3_dept_form?p_year=11 

http://www.sheffield.ac.uk/lets/design/programme/forms 
	

	End January 2012
	PGS
	Ensure that the Student Number Targets and Departmental Planning Projections have been completed and returned to Planning and Governance Services.
	j.miller@shef
	
	HoDs and Faculty Directors of Operations

	End January 2012
	PGS
	Ensure that risk registers have been completed and returned to Planning & Governance Services
	r.carpenter@shef
	
	HoDs and Faculty Directors of Operations

	FEBRUARY 2012
	
	
	
	
	

	Early February 2012
	Registry Services
	Expect to receive Progress Reports for completion for UG and PGT Overseas Sponsored Students. To be returned end of February
	l.loughlin@shef.ac.uk
	
	Overseas Sponsor Contacts in Departments

	4 February 2012
	
	Last Day of Autumn Semester
	 
	
	 

	6 February 2012
	
	First Day of Spring Semester
	 
	
	 

	 9 February 2012
	UK/EU Recruitment
	Postgraduate University Open Day. Ensure department is aware of this day and that a staff member is available to receive visitors.
	jo.thompson@shef
	
	PG Admissions Tutors and Secretaries

	Mid February 2012
	Registry Services
	Expect to be asked by Exams Team in Registry Services to update data held on invigilated exams in corporate student record by end Feb as preliminary to timetabling for May/June exams.
	j.hardy@shef
	
	Examinations Officers & Secretaries

	20 February 2012
	Outreach
	SOAMS Y12 medical careers conference – Medical School. 40 Y12 (AS-level) SOMAS students on campus.
	r.haire@shef
	
	

	25 February 2012
	LeTS
	Last day, under General Regulations, for department to approve change of modules to be studied by UGs in Spring Semester. Add-Drop Forms submitted by students at SSiD.
	Information for Students
	www.shef.ac.uk/ssid/record/
	 

	27 February 2012
	TPO
	Ensure Autumn Semester examination results for UGs are submitted to the Taught Programmes Office in the format for uploading into the corporate student record. See circular issued in November 2011.
	Deadlines and results processing (password required)

Examination results matters in general

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/index.html#per


www.shef.ac.uk/ssd/sas/guides/examination/index    

www.shef.ac.uk/ssd/tpo/contact.html

	Examinations Officers & Secretaries

	Late February – March 2012
	IEU
	Report support for Sheffield students wishing to participate in Study Abroad programme next session to The International Exchanges Unit of Student Services.
	The Study Abroad Administrator


	www.shef.ac.uk/studyabroad/sheffield/
	Study Abroad Adviser

	28 February 2012
	Outreach
	SOAMS Y13 A-level Revisions Session. 40 Y13 (A-level) students on campus.
	r.haire@shef
	
	

	End February 2012
	Registry Services
	Expect to receive from Registry Services the Registration Plan for continuing and new students for next session (2012-2013). Check that it meets the needs of student groups in department and plan staff input.
	r.mcassey@shef
	
	Registration Contacts

	February – March 2012
	Careers
	Expect to be asked about destination information for graduates who have not responded to the Destinations of Leavers from Higher Education survey.
	g.anderson@shef
	
	Careers Liaison Officers in academic departments

	
	
	
	
	
	

	MARCH 2012
	
	
	
	
	

	Early March 2012
	PGS
	UEB consider Faculty planning submissions
	r.birch@shef
	
	Faculty Directors of Operations

	Early March 2012
	Admissions
	Ensure that Admissions Section is informed of those UG programmes to be ‘opted-out’ of the UCAS Extra scheme, which is a pre-cursor to Clearing.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	Admissions Tutors and Secretaries

	Early March 2012
	Admissions
	Expect interviewers and admission Tutors within School of nursing and midwifery to be invited to attend a training session on admissions and admissions-related matters.
	Admissions Service
	http://www.sheffield.ac.uk/ssd/admissions/contact/admissionsservice 
	Admissions Tutors within the School of nursing and Midwifery

	11 March 2012
	TPO
	Publication of confirmed Autumn semester module results for UG students via MUSE portal.
	Explanatory Notes

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/publication/
www.shef.ac.uk/ssd/tpo/contact/
	

	15-26 March 2012
	Outreach
	A variety of 2-hour master classes for South Yorkshire students to give an introduction to subjects at University. May be groups of 16/17/18 year students on campus attending.
	G.Hamilton@shef
	
	

	Mid March 2012
	Marketing
	Ensure the departmental entry in the Postgraduate Prospectus for 2013 intake has been returned to the Prospectus Team in Marketing.
	prospectus@shef
	
	 

	Mid March 2012
	HR
	Consider how the SRDS process is to be run within your department. Start thinking about appropriate pairings of reviewers/reviewees.
	SRDS

d.j.newberry@shef.ac.uk 
	www.shef.ac.uk/hr/guidance/srds
	 

	Mid March 2012
	IEU
	Expect to be asked to provide details of students studying abroad (semester 1 and full year) including the Erasmus Programme by Taught Programmes Office. International Exchanges Unit to obtain the Erasmus information following this via uReport.
	j.parkin@shef (TPO)

The Erasmus Administrator


	http://www.shef.ac.uk/ieu/team.html 
	

	End March 2012
	Room Bookings
	Expect to be asked to provide information by mid-May on a supplied spreadsheet or via the room Booking software, to the Room and Parking Office, on the department's need for pool teaching rooms next session. (The resulting bookings are the foundation of the teaching timetable.)
	s.e.garrison@shef
Room Booking

Timetabling
	http://www.sheffield.ac.uk/cics/roomandparking 

www.shef.ac.uk/staff/yimetabling.html
	Timetabling Officers

	
	
	
	
	
	

	APRIL 2012
	
	
	
	
	

	April 2012
	HR
	Communicate the outcomes from the first DRP meeting (i.e. departmental process for SRDS, the departmental objectives, and the process for letting individuals know they have been recommended for an ECA) to all staff within the department before meetings start in May.
	d.j.newberry@shef.ac.uk 
SRDS
	www.shef.ac.uk/hr/guidance/srds/
	 

	Early April 2012
	Registry Services
	Ensure that arrangements are in hand to provide advisory events after the vacation for continuing UG students who must choose modules to be studied next session by end May.

See Registration Plan issued by Registry Services in February.
	r.mcassey@shef 
	
	 

	Early April 2012
	IEU
	Ensure that the Taught Programmes Office has been notified of outgoing students who will be abroad next session (semester 1 and full year). International Exchanges Unit to obtain Erasmus information following this via uReport.
	Study Abroad/Study in Industry

j.parkin@shef (TPO)

The Erasmus Administrator


	http://www.shef.ac.uk/studyabroad
http://www.shef.ac.uk/ieu/team.html 
	Dept Admin or Secretary

Study Abroad Advisor

	Early April 2012
	LeTS
	Expect to receive a request for Nomination of External Examiners for 2011-12 (deadline for confirmation to LeTS is early June 2012).

Expect to receive draft fee calculations for External Examiners to be paid for their work in 2011-12 (deadline for confirmation to LeTS is early June 2012)
	r.m.swift@shef 
	
	Examinations Officers & Secretaries

	Early April 2012
	Careers
	Alert from Careers Service re imminent start of Destinations of Leavers from Higher Education survey (higher degree graduates
	g.anderson@shef
	
	Careers Liaison Officers in academic departments

	1 April 2012
	Registry Services
	Last date for submitting exam papers to be held in May / June to Exams Team in Registry Services.
	j.telford@shef
Examination Information (restricted - Staff username and password required).
	http://www.shef.ac.uk/ssd/sas/guides/examination/index 
	Examinations Officers & Secretaries

	4-8 April 2012
	Registry Services
	Expect to receive, from Exams Team in Registry Services, departmental draft exam timetable for Spring Semester Exams to be held May-June 2012. Comment by mid-April.
	j.hardy@shef
Draft published on web.
	www.shef.ac.uk/ssid/exams/timetables.html
	Examinations Officers and Secretaries

	5 April
	VC/HR
	Vice-Chancellor's Welcome Event for new staff at lunchtime.

Ensure that an appropriate Induction has been arranged for all new staff.
	Welcome Event


Induction
	www.shef.ac.uk/hr/sd/staff/sdprog/courses/vcwelcome.html
www.shef.ac.uk/hr/sd/
	

	Mid April 2012
	TPO
	Expect to receive a circular from the Taught Programmes Office on the submission of Spring Semester examination results, award and prize recommendations in the format for uploading into the corporate student record.
	Deadlines and results processing (password required)

Examination results matters in general 

Contacts in Taught Programmes Office
	www.shef.ac.uk/exams/processing/undergraduate.html
www.shef.ac.uk/ssd/sas/guides/examination/
www.shef.ac.uk/ssd/tpo/contact/
	Examinations Officers & Secretaries

	Mid April 2012
	Registry Services
	Ensure any comments on draft Exam Timetable for May / June exams have been submitted to Exams Team in Registry Services.
	j.hardy@shef
	
	Examinations Officers & Secretaries

	30 April 2012
	Admissions
	Sheffield International College Progression meeting to consider borderline students.

	k.mcgowan@shef
	
	SIC Admissions Tutors and Secretaries

	Late April 2012
	Events Team
	School of Nursing and Midwifery - expect to receive invitations, by e-mail, from the Events Team to the Congregation to be held in July 2012.
	Events Team

w.hobson@shef
	www.shef.ac.uk/eventsteam
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