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Pro Vice Chancellor

TO:

All Heads of Academic Departments/Divisions
TRANSPARENCY REVIEW

At Heads Coffee in October the issue of Transparency Review was discussed. As explained the University has established a Steering Group to guide us through the implementation of the Review and I am writing to you as Chair of that Group. Stuart McChlery, from the Division of Accounting and Finance in CBS has been appointed the project manager and together with representatives from across the University has begun the detailed work. 

The review process is now upon us with the 1999/2000 cost allocation process imminent. This memo has been written to assist you in the retrospective analysis of staff time over the period of August 1999 to July 2000. In order for this information to be collected effectively it would seem appropriate that Department Heads take responsibility for their staff. Please keep in mind that this retrospective analysis is not expected to be robust or for the exercise to be time consuming. For future years a more robust system of “in-year” time allocations will apply and is a separate exercise and will be set in motion once the 1999/2000 process  is underway.

Attached to this memo you will find a paper from Stuart that outlines your role in the 1999/2000 retrospective staff time collection process. He has also established a web site with more comprehensive information regarding Transparency Review and details of that are in the paper. 

The review over the next three years is a substantial task including the more comprehensive “in-year” time allocations. However, in the end we will have a very accurate picture of what it costs to pursue a whole range of activities and this will be valuable information as we move forward in continuing to develop the University.

Professor Gordon C A Dickson

Transparency Review Steering Group 

Transparency Review Background and Guidance on Time Allocation for Heads of Departments/Divisions

A memorandum is to be sent to all academic members of staff outlining the background and implications of Transparency Review (TR). As well as receiving this you can  refer to the website where more detailed information is available on the TR exercise.

A number of points should be noted:
· The overall aim is to allocate the costs of academics and departmental academic support staff by apportioning their costs according to the time spent on teaching, research and other activities. Teaching and research requires to be further split in terms of public and non-public funding whilst research activities also require to be broken down by sponsor type.

· TR includes a requirement for these members of staff to complete time allocation records. 

· For the year 1999/2000 it is acceptable to collect data based on a retrospective estimate for the academic year. A survey is therefore to be carried out, which requires the staff (academics and departmental academic support staff) to complete time allocation schedules to show how their time was spent during the year August 1999-July 2000. The data is to be collected at department level with heads of department acting as co-ordinators. 

· The retrospective analysis is not to be regarded as a robust and accurate reflection of staff’s work. It is not expected that you or your staff spend a significant amount of time deliberating over the allocation of work effort but rather that a reasonable estimate is arrived at.

· For future years, the nationally set methodology requires us to replace data collected in this initial year with more robust data, based on “in-year” time allocations, by the year 2003/04. As 'robust' data is collected it will replace the original full-year results for the selected groups. More information on this “in-year” process will follow in the near future. 

· It is accepted that the results produced over the next five years will show continuous refinement and greater verification.

The remainder of this briefing document relates to the 1999/2000 retrospective analysis.

How will the allocation schedule work for the 1999/2000 retrospective analysis?

The process for the collection of the 1999/2000 retrospective time analysis is as follows:

1. Heads of Department/Division will be sent electronically (in the week ending 17 November) a spreadsheet listing their staff who were on the payroll in 1999/2000. The spreadsheet (copy attached in appendix1) will show the staff name with space to include details of the percentage of time allocated to each work category. In addition you will also receive a proforma time allocation schedule (TAS) (again electronically) to be completed for each staff member (copy attached in appendix 2). The details on this individual TAS correspond exactly to the details required to be completed on the departmental spreadsheet. You should note that staff earning less than £500 in 1999/2000 have not been included on the spreadsheet. These have been allocated automatically to teaching. If you are of the opinion that this is an inappropriate categorisation and believe the amount in error to be material in relation to your department please contact the Management Unit in the Finance Office.

2. It may be that on your spreadsheet a member of staff is included on more than one line, this is due to the fact that that member of staff has earned income in 1999/2000 under different cost headings (e.g. part-time hours as well as full-time academic).   Please only complete the first line for each of these members of staff which will refer to their main role in the University.

3. Staff time requires to be split between a number of headings (17 in total) with the allocations being shown in percentages not hours or days. A copy of a time allocation schedule completed for a fictitious member of staff is attached in appendix 2. The categories are as follows with examples of each:

	Main category
	Sub-classification as shown on time allocation schedule
	Examples

	Teaching: 
	Publicly funded
	Lectures, seminars, class and material preparation, marking and preparing examinations, invigilation.

	
	Non-publicly funded e.g. fully funded short courses and fully funded professional courses
	

	Research:

(by sponsor)
	Own/institutional funded
	Research, fieldwork, supervision of research staff, attendance at research conferences, production of reports, papers and books, training and supervision of PGR research students

	
	Research Council funded
	

	
	European Union Funded
	

	
	UK Government Funded
	

	
	UK Charities Funded
	

	
	UK Industry, Commercial and Public Funded
	

	
	EU Government Bodies Funded
	

	
	Other Overseas Funded
	

	Other

	Clinical Services
	Clinical services rendered to NHS e.g. podiatry clinics

	
	Consultancy, Other Services Rendered
	Consultancy contracted out to the University, journal editing, feasibility studies, non-research clinical trials, work through the University Company

	Support
	For Teaching
	Timetabling, examination boards, admissions, schools liaison, pastoral support, module reviews

	
	For Research
	Drafting proposals, refereeing papers, research committee work

	
	For Other
	Drafting proposals for consultancy work

	
	Professional Development and Scholarship
	Reading literature, maintaining professional skills via CPD events

	
	Management and Administration
	Management duties (e.g. HOD’s Deans), faculty boards, senate, quality assurance activities


1. For all “part-time hour” staff members listed on the spreadsheet you are asked to make the allocations without the need for recourse to the staff member, unless you wish their assistance. All staff other than the part time staff require to check the time allocation as detailed in 4 and 5 below.

2. At this stage you may complete the individual TAS for those staff members, other than those noted in 3 above, where you are confident of how their time should be split. For example an administrator working entirely on the degree programme would be allocated 100% to Support (Teaching). Where you have filled the individual form in for the member of staff you should allow the member of staff to verify the form before entering it onto the spreadsheet.

3. Where you are not confident of the time allocation of staff members, other than “part-time hour staff” you should pass the TAS to the individual member of staff for them to complete. You should then verify the completed form before entering the details onto the departmental spreadsheet.

4. Where a HOD of department is new to his/her position, the retrospective analysis this may cause difficulty. In this situation HOD’s are asked to pass the form out to the staff member involved should they still be employed within the University. If this is not possible then assistance should be sought from colleagues as to the categories of work undertaken.
5. HOD’s should collate all of the staff allocation schedules onto the spreadsheet and send it back in electronic form to the Finance Office by 8 December 2000. The completed individual TAS forms should be held in the department.

What about definitions and interpretation of terms?

Detailed guidelines of the different categories are available on the University’s TR website (see below) and on the memo to staff. 

Dealing with queries
Where you are unsure as to the categories that should be applied to staff you should allow the staff member to attempt the allocation of time in the first instance. Staff have been informed that if they have any queries related to definitions and completion of forms then they should:

1. Read their briefing note to see if their query is answered there. 

2. If the outcome would not materially distort their results i.e. lead to an error of 5% or more, then a reasonable view of how to deal with it should be taken. 

3. If it is material they should review the University TR website where detailed definitions are held as well as answers to frequently answered questions.

4. If they are still unsure how to allocate their time, they should try consulting a colleague or their Head of Department. 

5. If the query is still not covered their Head of Department should contact the project manager (e-mail s.mcchlery@gcal.ac.uk, ext 3358) who will find an answer and return it to them. Where a query has been raised the answer will be posted to the frequently asked questions where it is considered to be a common problem.
Where can I find out more on the framework of the Transparency Review?
More details are available on the University’s TR website at  http://home.gcal.ac.uk/fno/index.htm where you can view:

1. A more detailed briefing note regarding transparency review.

2. Detailed definitions of the various categories of work including numerous examples of the different definitions.

3. “Frequently asked questions” with answers

4. A list of current research work with a classification of the sponsor type that is appropriate.

Should you wish further information the Joint Costing and Pricing Steering Group (JCPSG) have an informative website at http://www.bris.ac.uk/JCPSG. 

Beyond 1999/2000?
Further information will follow in the near future regarding departments that have been selected for “in-year” time allocations for 2000/20001. You do not require to do anything for this until you have been informed further.

Appendix 1: Example of departmental spreadsheet

TIME ALLOCATION SCHEDULE – DEPARTMENT






ANNUAL METHOD – 1999/2000

Return for period 1999/2000









Department: Accounting and Finance

	
	
	
	
	
	
	Teaching
	Research
	Other
	Support
	

	Dept
	Pay cost centre
	Staff name
	Payroll designation
	Title
	Part-time FTE

i.e. 1, 0.5 etc.
	Publicly funded
	Non-publicly

Funded

 
	Own funded
	Research councils
	European Union
	UK Govt.
	UK ind. Comm. and pub
	EU Govt. Bodies
	Other overseas
	Clinical services
	Consultancy, other serv.
	Support for T
	Support for R
	Prof. Dev and scholarship
	Mgt and Admin
	Total
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Appendix 2: Example of completed time allocation schedule

	GLASGOW CALEDONIAN UNIVERSITY

Time Allocation Schedule 

Period Covered    1’st August 1999 – 31st July 2000


	Name…Alan Goodman…………………………………………………………………

Department…Accounting and Finance…………………………………………………………..

Title (Prof, HOD, SL, L, Tech, Admin, Manual)…Senior Lecturer……………………………………



	Activity
	Note      
	Definition
	Percentage of time worked

	Teaching
	T1        Publicly Funded


	50%

	
	T2        Non-publicly funded


	

	Research
	R1        Own/Institution Funded


	20%

	
	R2        Research Councils


	

	
	R3        European Union


	

	
	R4        UK Government


	

	
	R5        UK Charities


	

	
	R6        UK Industry, Commercial and Public


	5%

	
	R7        EU Government Bodies


	

	
	R8        Other overseas


	

	Other
	O1        Clinical services


	

	
	O2        Consultancy, Other services rendered


	

	Support
	S1         Support for Teaching


	20%

	
	S2         Support for Research


	

	
	S3         Support for Other


	

	
	S4         Professional Development and Scholarship


	5%

	
	S5         Management and Administration


	

	Total
	Please ensure that the total equals 100%


	100%

	Validation by Head of Department

Signature:……………………………………………..Date:…………………………….


1

