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PLANNING & STRATEGY FUNCTIONS A0

AGREEING STRATEGIC
PRIORITIES

A1

MANAGING THE PLANNING
PROCESS

A2

NEGOTIATING RESOURCES

A3

DATA ANALYSIS

A4

ORGANISATIONAL
DEVELOPMENT

A5

PRODUCING THE
ANNUAL PLANS

A6

PRODUCING THE
STRATEGIC PLAN

A7

MONITORING PROGRESS

A8



AGREEING STRATEGIC PRIORITIES: For whole University

DRAFTING OF
STRATEGIC
PRIORITIES
DOCUMENT

DISCUSSION AND
APPROVAL OF

STRATEGIC
PRIORITIES
DOCUMENT

+ Experience of previous years’ strategic
issues
+ PSG minutes (for issues raised at PSG
throughout the year)
+ CMG minutes (for issues raised at CMG
throughout the year)

+ Director of Planning
 + SVP

+ Approved paper stating the
University’s long term strategic
priorities (June)
+ CMG and PSG minutes

+ CMG
+ PSG

+ Draft paper

A1-1-2

A1-1

A1-1-1

COMMUNICATION
OF STRATEGIC

PRIORITIES

+ Update document
(on website)

+ PS staff
+ PS website

A1-1-3

A6-1-6 + Planning round submissions from Colleges
and Support Groups



DRAFTING OF
COLLEGE

STRATEGIC
PRIORITIES
DOCUMENT

+ Head of College
+ College Executive Group
(CEG)

DISCUSSION OF
COLLEGE

STRATEGIC
PRIORITIES

+ P&R (Heads of Schools
verbally transmit their School
Strategy at the meeting)
+ possibly other committees

RE-DRAFTING OF
COLLEGE

STRATEGIC
PRIORITIES
DOCUMENT

+ Head of College

+ Annual Statement of
College Strategic Priorities
circulated to P&R

AGREEING STRATEGIC PRIORITIES: For colleges and schools

+ Last June’s University
Strategic Document
+ Previous Faculty
Group /School plans

+ Draft paper of
College Strategic
Priorities
+ CEG minutes

+ Feedback
on draft paper
+ P&R
minutes
+ Committee
Minutes
+ E-mails

COMMUNICATION
OF COLLEGE
STRATEGIC
PRIORITIES

+ Head of College

+ Newsletter articles
+ E-mails
+ paper containing the annual
statement of College strategic
priorities, circulated to P&R

A1-2-1 A1-2-2 A1-2-3

A1-2-4

A1-2

+ Away  day
+ Regular School meetings

INITIAL
DISCUSSIONS OF

SCHOOL
STRATEGIC
PRIORITIES

+ Head of School
+ School Management Committee
+ Advisory Board (to be
established)

DRAFTING OF
SCHOOL STRATEGY

DOCUMENT

+ School Management Committee

+ School Strategy
Document
+ School Management
Committee minutes

Head of School decided
that the School ought to
have a Strategic Plan

COMMUNICATION
OF SCHOOL
STRATEGIC
PRIORITIES

+ Head of School at P&R

+ School Management
Committee minutes
+ E-mail comments
+ Away day minutes

+ P&R minutes

A1-2-5

A1-2-6

A1-2-8

APPROVAL OF
SCHOOL STRATEGY

DOCUMENT

+ Draft strategy
document

+ Head of School
+ School Administrator

A1-2-7



MANAGING THE PLANNING PROCESS: By the centre

+ Assumptions
+ Last year’s experience
+ Committee dates

+ Director of Planning
+ VP

+ PS Intranet & Internet
+ Planning & Implementation
Group (PIG) (Dec)

+ Colleges
+ Monitored by Director
of Planning
+ PIG

+ Guidance document
on PS website

+ CMG
+ (PSG)

+ PIG (June)

+ Feedback

+ Timetable
+ CMG minutes
+ PSG minutes

+ Initial budget paper
+ Draft timetable (paper to CMG)
+ Document containing assumptions (eg.
of student numbers) (paper to CMG)
+ Papers to CMG and PSG

A2-1

PLANNING &
COMPILING

TIMETABLE FOR
PLANNING
PROCESS

A2-1-1

AGREEMENT OF
PLANNING

ASSUMPTIONS
(Nov)

A2-1-2

REVIEW OF
PLANNING
PROCESS

(June)

A2-1-5

IMPLEMENTATION
OF PLANNING
TIMETABLE &

GUIDANCE

A2-1-4

PUBLICATION OF
PLANNING
GUIDANCE
(End Nov)

A2-1-3



MANAGING THE PLANNING PROCESS: By the College

+ College Staff

+ Document
containing the
timetable and
guidance notes

+ Heads of Schools
+ CEG
+ P&R

+ E-mail / formal letter to
Heads of Schools
+ Timetable and guidance
on College web site
+ CEG minutes
+ P&R minutes

+ College Staff

+ Revised College
Guidance document

+ Heads of Schools
(+ possibly CEG, but no
guaranteed involvement at
this stage)
(+ possibly P&R, but no
guaranteed involvement at
this stage)

+ Head of School
+ School Administrator

+ Head of School
+ School Administrator

IMPLEMENTATION
OF FURTHER

GUIDANCE FOR
PLANNING
PROCESS

A2-2-5

+ E-mail / formal letter to
Heads of Schools
+ Timetable and
guidance on College
website (in future)
+ CEG minutes
+ P&R minutes

COMMUNICATION
OF FURTHER

GUIDANCE FOR
PLANNING
PROCESS

A2-2-5

ISSUING FURTHER
GUIDANCE FOR

PLANNING
PROCESS(Dec)

A2-2-4

COMMUNICATION
OF THE TIMETABLE
& GUIDANCE FOR

PLANNING
PROCESS

A2-2-2

PLANNING &
COMPILING THE

TIMETABLE &
GUIDANCE NOTES

A2-2-1

IMPLEMENTATION
OF TIMETABLE &
GUIDANCE FOR

PLANNING
PROCESS

A2-2-3

A2-2

A2-1-3

+ PS Guidance
document



NEGOTIATING RESOURCES: Producing the budget

INFORMAL
DISCUSSIONS WITH

FINANCE

+ PS staff
+ Finance Staff

+ Information on
forecasted income
+ E-mails

INFORMAL
DISCUSSIONS WITH

HR

+ PS staff
+ HR staff

+ Information on
staff costs
+ E-mails

PRODUCTION OF
DRAFT BUDGET (on
the basis of the same
volume of students as
last year) (Nov-Dec)

INFORMAL
LOBBYING BY

COLLEGES

+ Information for
budget planning
+ E-mails

+ Heads of Colleges
+ PS staff
+ Principal
+ PSG

+ Information on anticipated SHEFC grants.
Informal intelligence gleaned from the
government and SHEFC via the media,
websites and phonecalls, none of which is
recorded.  Contained in the Planning Round
Assumptions paper which goes to CMG.

+ Initial Draft Budget

+ PSG
+ CMG
+ FGPC
+ Court

PRODUCTION OF
BUDGET (Apr)

+ Final agreed budget
(spreadsheet showing
University budget, and
spreadsheet showing
NPRAS budgets)
+ Committee minutes
and paper

+ List of budget priorities for
deciding additional allocations of
budgets prepared by Director of
Planning+ PS staff

NPRAS

A3-1-1

A3-1-2

A3-1-3

A3-1-4

A3-1-6

A3-1-9

A3-1-10

A3-1-5

A3-1

A3-1-11

+ New /ongoing
requirements / projects
(for example if a particular
school is suffering from
chronic underfunding)

A3-1-7

A3-1-8

A2-1-2



RECEIPT OF
COLLEGE & SG

PLANNING
SUBMISSIONS &

STUDENT NUMBERS

+ Timetable for
planning process

+ PS staff   + College Staff
+ Traveling circus meetings

RECEIPT OF SHEFC
GRANT LETTER

(Mar)

+ RAE results (Research)
from RAE organisation in the
form of a bound report

DATA ANALYSIS
USING I&EAM

(Feb)

+ Staff FTE (HR d/b)
+ Research awards
+ Fee Forecasts
+ current budgets
+ Teaching load data
+ SHEFC grants

+ PS staff

A3-1-6

A3-1-11

A3-1-9

+ College and Support Group
planning submissions / plans

+ SHEFC grant letter

+ Budget rebalancing
decision
(documented in CMG
minutes)

A7-1-1

A6-1-5

+ Data to update
the Diagonal
Tables

+ Projections of fee income
and indirect cost recovery

+ Student numbers
from Colleges

PRODUCING SPACE
MANAGEMENT

RETURNS

+ Data on space used
(report from EBIS)
+ Information about
space taken or given up
this year

+ College staff
+ School Administrator
+ Estates and Buildings

+ E-mail to EBIS
containing the Space
Management Return
+ Adjustment to next
year’s budget
+ Space dataA3-1-10

+ E&B rules

A2-1-2

A3-1-5

NEGOTIATING RESOURCES: Producing the budget, cont. A3-1FORECASTING
INDIRECT COST

RECOVERY
INCREASES FROM

COLLEGES

+ PS staff

EXTRACTING
FORECAST FEE
INCOME FROM

DIAGONAL TABLES

+ PS staff

A3-1-7

A3-1-8

A7-1-2

+ SHEFC Early
Stats Return
(Dec) (Teaching)

A8-3-3



NEGOTIATING RESOURCES: NPRAS in year adjustments to the budget

COMMUNICATION
OF IN YEAR BUDGET

ADJUSTMENT TO
COLLEGE

+ PS staff
+ PS website

+ Communicated
budget (spreadsheet
on PS website)

IN YEAR BUDGET
ADJUSTMENTS

(Jan-Aug)

+ NPRAS
+ Other adjustments
agreed strategically

+ PS staff

+ Adjustment figures
for College budgets

INDIRECT COST
RECOVERY

MONITORING

+ Teaching Load data
(from DACS)

+ PS staff

A3-2-3 A3-2-4

+ Updated forecasts (on PS
website) of:
- fee income
- Indirect cost recovery figures
and calculations of adjustments

A4-1-2

+ Updated Diagonal tables FEE INCOME
MONITORING

+ PS staff

A4-3-4

+ Updated fee
income figures

+ Finance data (for
current and previous
year)

A3-2

A3-2-1

A3-2-5

DATA ANALYSIS
USING AN ELEMENT

OF THE I&EAM
(Jan-Aug)

+ PS staff

A3-2-2



NEGOTIATING RESOURCES: Producing the College budget

PREPARATION OF
INDICATIVE

BUDGETS FOR
SCHOOLS (Jan/Feb)

+ Paper to P&R
including:
-Indicative Budgets
to be sent to
schools (hope to
avoid planning
scenarios in future)
- data from I&EAM

+ College Staff
+ Head of College

+ Adjusted College
budget (spreadsheet
on PS website)

AGREEING (in
advance) THE

PARAMETERS FOR
THE DIVISION OF IN

YEAR BUDGET
ADJUSTMENT

+ P&R

COMMUNICATION

+ College web pages
+ Letter to Heads of Schools

ALLOCATION OF IN
YEAR ADJUSTMENT

TO COLLEGE
BUDGET BETWEEN

SCHOOLS

+ P&R minutes

+ College Staff

A3-3-2

A3-4-1 A3-4-2 A3-4-3

A3-3

PREPARATION OF COLLEGE SCENARIO PLANS / COLLEGE PLANNING SUBMISSION (see A6-1)

COMMUNICATION
OF BUDGET

ADJUSTMENT (for
next year) TO

COLLEGE
(May /June)

+ Annual College Plan
(in particular the goals set
out by the College for future
achievements)

A3-1-5

+ PS staff
+ PS website

+ Communicated
budget (spreadsheet
on PS website)

NEGOTIATING RESOURCES:  Allocation by College to Schools of the in year adjustment to the College budget

A3-3-1

+ Final agreed budgetA6-1-6

A3-2-4

+ Adjusted School
budgets
(to happen in the
future)

+ Letter to Heads of Schools
+ Spreadsheet on website

+ Head of College’s strategy

+ Data from I&EAMA3-1-11

A3-4



APPLICATIONS TO
THE CENTRAL

FUNDING RESERVE

+ College Staff

+ Successful / rejected
application

+ Rules for applications (set either
by CMG, PS or possibly SHEFC)

+ Funding applications

A3-5-1

NEGOTIATING RESOURCES:  Applications to Central funding sources
A3-5



NEGOTIATING RESOURCES: Producing the School budget A3-6

PRODUCTION OF SCHOOL PLANS INCLUDING BUDGETARY NEEDS (see A6-2)

+ School budget in the
form of a spreadsheet
assigned by College.
Would ideally appear in
a paper to P&R which is
then extracted and put
on the college website

A3-3-2

ESTIMATION OF IN
YEAR FEE

INCENTIVE BUDGET
TRANSFER (from

College)

+ Estimates of FT
/ International
student numbers

+ School Administrator

+ Estimate of in
year budget
adjustment

PRODUCTION OF
DRAFT SCHOOL

BUDGET

+ School Administrator

REQUESTING
ESTIMATE OF

GROUP BUDGET
REQUIREMENTS

+ E-mails to Heads of
Groups & MBA Director

+ School Administrator

SUBMISSION OF
GROUPS’

STATEMENTS OF
NEEDS

+ School Administrator
+ Head of Group /
MBA Director

+ Group’s Statement
of Needs

+ Groups’ Statements
of Needs

+ Draft School Budget

A3-6-2

A3-6-5

A3-6-4

A3-6-3

A3-6-1

A3-8-4



MEETINGS TO
DISCUSS DRAFT

SCHOOL BUDGET
(as it affects groups)

+ School Administrator
+ Head of School
+ Each Head of Group
/ MBA Director
individually

+ Draft School Budget + Notes of results
of discussions

REVISING THE
SCHOOL BUDGET

+ School Administrator

+ Spreadsheet of revised budget
+ Spreadsheet showing the
consequences of varying MBA
student numbers

DISCUSSION &
AGREEMENT OF

REVISED SCHOOL
BUDGET

+ School Administrator
+ Head of School

+ Revised School budget
approved by Head of School

APPROVAL OF
SCHOOL BUDGET

+ School Management
Committee

+ Approved School budget (spreadsheet)
including devolved budgets to Heads of
Groups
+ School Management Committee Minutes

NEGOTIATING RESOURCES: Producing the School budget, cont. A3-6

A3-6-4

A3-6-5 A3-6-6

A3-6-7 A3-6-8



NEGOTIATING RESOURCES: School bids for extra funds A3-7

ISSUING OF
INVITATION TO

SCHOOLS TO APPLY
FOR FUNDING

FROM THE
COLLEGE SIF

+ P&R
+ College staff

+ P&R minutes (including the
invitation and the guidelines for
applications)

DISCUSSION OF
SCHOOL FUNDING

BID

+ Head of School
+ School Administrator
+ School Management
Committee

+ School strategy
document

+ Minutes of School
Management Committee

PREPARATION OF
SCHOOL BID FOR

FUNDS

+ School Administrator

+ School’s bid
for funds from
the College SIF

SUBMISSION OF
SCHOOL BID

SCHOOL APPROVAL
OF SCHOOL BID

FOR FUNDS

+ School Management Committee

+ Approved School bid
for funds from College
SIF
+ School Management
Committee minutes

+ School Administrator
+ Head of College

+ Schools’ bids for
funds from College SIF

ALLOCATION OF
COLLEGE SIF

+ P&R (attended by
Heads of Schools)
+ College Registrar

+ P&R minutes

+ Guidelines for applications

MAKING
ARRANGEMENTS TO

RECEIVE THE
FUNDING

+ School Administrator
+ College Accountant

+ E-mails
+ Arrangements

RECEIVING THE
FUNDS

+ School Administrator

A3-7-1

A1-2-7

A3-7-2 A3-7-3

A3-7-4 A3-7-5

A3-7-7 A3-7-8 A3-7-9

+ Funds

+ Summary of bids and
recommendations (in
tabular form)
+ CEG minutes

ASSESSMENT &
DISCUSSION OF
SCHOOL BIDS

+ Head of College
+ CEG
+ College Registrar

+ E-mail from College Registrar to
Head of School & School
Administrator (confirming University
level agreement of the School’s bid)

A3-7-6

A3-7-1



NEGOTIATING RESOURCES: Production of statement of needs by Group

+ Requirements

PROJECTING
TEACHING

WORKLOAD

ASSESSMENT OF
REQUIREMENTS

+ Group staff

+ Projected
teaching workload

+ Course information (from course co-ordinators)
including details of contact hours and assessments
(from course booklets)
+ Information about new courses (as they develop) /
abandoned courses / updated courses
+ Information about teaching staff:
- Regarding staff vacancies, recruitment, and new
appointments
- Regarding staff commitments eg. research agenda,
sabbaticals, management responsibilities

A3-8-1

A3-8-4

A3-8

+ Invitation to submit a statement of needs
(e-mail from School Administrator)

PRODUCTION OF
GROUP STATEMENT

OF NEEDS

+ Spreadsheet containing staff teaching
load information for the School

A3-6-1

+ Group staff

+ Head of Group
+ Group staff

A3-6-2

A8-22

A3-8-6

CREATING A WISH
LIST OF CASUAL

TEACHING
REQUIREMENTS

+ Group staff
+ Head of Group

+ Wish list

A3-8-3

PROJECTING
ABILITY TO COVER

TEACHING
WORKLOAD

+ Projected shortfall in
teaching workload

+ Specialist requirements
(eg. The need to buy in
specialist teaching from
elsewhere)

+ Group staff

PRODUCTION OF
STATEMENT OF
NEEDS BY SUB-
GROUP GROUPS

+ Programme staff (eg. MBA programme)
+ Director of Postgraduate Studies
+ School Computing Officer

+ Statements of Needs
by sub-group groups

A3-8-2

A3-8-5



DATA ANALYSIS: production and use of the Planning Session Report

RUNNING REPORTS
FROM DACS using
the NESI universe

+ DACS is a database
which contains data
on:
- student admissions
- curricula
- student records
(collated by Registry)
- Teaching load
(checked by colleges)

+ Planning
Session Report
(Extracted Data)
spreadsheet

+ PS staff

CREATION OF
DIAGONAL TABLES

TO FORECAST
STUDENT NUMBERS

& FEE INCOME

+ PS staff
PUBLISHING

ROUTINE
MANAGEMENT
INFORMATION

+ PS staff
+ PS website

Management Information

+ Diagonal tables (including
Management Information for
Schools and Colleges on
actual and forecast student
numbers and forecast
changes in fee income)

ANSWERING AD
HOC MANAGEMENT

INFORMATION
QUERIES

+ PS staff
+ College staff
+ School Administrator CALCULATING

SPECIAL FEE
INCENTIVE SCHEME

AWARDS FOR EX-
NPRAS

+ PS staff

PUBLISHING FULL
PLANNING SESSION

REPORT

+ PS staff
+ Intranet

+ Student data for Schools
and Colleges (restricted)

+ Web page showing calculation
of award to be transferred

+ Answered query (e-mails and memos)
If the answer is thought to be generally
useful it is published on the PS website

A4-1-1

A4-1-2

A4-1-4

A4-1-3

A4-1-5

A4-1-6

A8-5-1

A4-1

+ Teaching load reports
spreadsheet

N.B.  “Management Information” is the
information available to University
administrators from the PS, much of which is
published regularly on the PS website.
It includes analyses of data which relate to the
University’s:
+ Students
+ Staff
+ Finances
+ Research
+ Estates & Buildings
+ Facts and Figures
And analyses of data which compare HEIs in
Scotland and the UK:
+ Student analyses
+ Applicants analyses
+ Staff analyses
+ Financial analyses
+ Research analyses
+ By HESA Cost Centre

A8-2-1

PUBLISHING
INFORMATION

ABOUT CURRENT
STUDENT

POPULATION
A4-1-7

Summary of current student
population (restricted access)

+ PS staff
+ Intranet



DATA ANALYSIS : Production of HESA Student Return and reconciliation with SHEFC Early Stats Return

+ Report from DACS
CHECKING OF
DRAFT HESA

STUDENT RETURN

+ PS staff

+ Sign off from HESA
+ Selected sectoral statistics  back from HESA (includes
data returned via all the returns, eg. Ist destination return,
staff return, etc.)
+ Informs the planning process in a qualitative fashion
(Benchmark UoE against other Universities)

RECONCILE HESA &
SHEFC RETURNS

+ PS staff

DRAFTING HESA
STUDENT RETURN

(Sept?)

+ Registry staff

SUBMISSION OF
HESA STUDENT

RETURN

+ Registry staff

+ Finalised HESA Student Return

+ Response to SHEFC

A4-2-1 A4-2-2

A4-2-3

A4-2-4

A4-2

HESA validation checks
(via Registry Staff)

+ Further HESA
checking

+ Selected statistics for the University

+ Draft student HESA return

A8-12 + Near Final return for SHEFC



DATA ANALYSIS: Checking centrally held data

+ Updated
teaching load data
and info gaps filled

+ University requirement

PRODUCING
ACCURATE

STUDENT STAFF
RATIOS

+ Management Information on PS Website

+ College staff
+ School Administrator

CHECKING
COLLEGE

TEACHING LOAD
DATA & REVIEW

WEIGHTINGS (Nov,
Jan, May, July)

+ Teaching load data
(from DACS)
+ Information on new
courses
+ Current teaching load
weightings

+ College staff
+ School Administrator PREPARATION OF

END OF YEAR
TEACHING LOAD
FIGURES (31 July)

RUNNING TEACHING
LOAD “EVENTS” (at
various times during
year - “snap shots”)

+ PS staff

ANSWERING
ENQUIRIES

+ PS staff
+ College staff

Figures to input to the
management tools used
by PS (eg. I&EA model
and diagonal tables)

+ Answered enquiries (e-mails and phonecalls)
+ Updated teaching load data
(ie. Improved quality of information on DACS)

+ Tables of
teaching load data
published on PS
website

A4-3-1

A4-3-2

A4-3-3 A4-3-4

A4-3-6

A4-3

+ Spreadsheet of
student staff ratios for
use by Schools

+ PS staff

CHECKING &
AMENDING THE
ACCURACY OF
STUDENT DATA

Registry database + Submission to Registry detailing
the changes that need to be made

+ School Administrator
A8-6-1

A4-3-5



ORGANISATIONAL DEVELOPMENT: Of the University

REVIEW WAY OF
WORKING

+ Current hierarchy
+ Informal monitoring of
external environment
+ Informal monitoring of
internal environment

+ External requirements
(eg. HESA)
+ Internal requirements

+ (External consultants?)

Recommendations DISCUSSIONS &
AGREEMENT

+ CMG
+ APC
+ PSG
+ Senate

IMPLEMENTATION

+ Implementation
Groups

EXTERNAL
COMMUNICATION

A5-1-1 A5-1-2

A5-1-3 A5-1-4

A5-1

+ Approved proposal to reorganise
+ Committee minutes

A5-2-7

A5-2-8

A5-2-6

A5-2-9



REVIEW CURRENT
COLLEGE

HIERARCHY
(Feb/March)

+ Current hierarchy in
spreadsheet form
+ E-mail asking if there are any
revisions to the hierarchy, sent
by PS staff to College
representatives
+ Guidance notes on how to
change the hierarchy (from
2004)

+ PS staff
+ College representatives
+ Head of College
+ Heads of Schools

A5-2-3

DRAFTING OF
PROPOSAL TO

CHANGE
HIERARCHY (at level

4 and above)

+ Head of College
+ College staff

CHECK PROPOSAL
FOR

ADMINISTRATION
PURPOSES

ORGANISATIONAL DEVELOPMENT: Of units within colleges

+ Database coding:
- e-financial (finance)
- HR database
- DACS (Registry)
- EBIS (E&B)
- EUCS database
+ HESA purposes
+ RAE reporting

+ Draft proposal (in
spreadsheet form)
+ E-mails to PS
staff

+ PS staff
+ Database owners
+ E-mails between
PS staff, database
owners and authors
of the proposals

A5-2-5

A5-2-6

DRAFTING OF
PROPOSAL TO

CHANGE
HIERARCHY (at

levels 5 and below)

+ School staff
+ Group staff
+ Head of College
+ College staff

+ Draft proposal (in
spreadsheet form)
+ E-mails to PS
staff

A5-2-4

A5-2

+ E-mails suggesting
revisions to the proposal A5-2-7

FORMULATING IDEA
TO CHANGE PART

OF COLLEGE
HIERARCHY
(ca.Nov-Jan)

+ Member of College
staff, often an academic

+ Proposal

DISCUSSION &
APPROVAL OF
PROPOSAL BY

COLLEGE
(ca. Sep-Apr)

+ Head of College
+ P&R

+ Proposal to change
the hierarchy with
College approval (paper
to P&R)
+ P&R minutes

A5-2-1 A5-2-2



For proposals from
Support Groups:
+ CMG
For proposals from
Colleges:
+ APC
+ PSG
+ CMG (out of courtesy)
+ Senate

+ Approved plan to reorganise
+ APC minutes
+ PSG minutes
+ CMG minutes
+ Senate minutes

IMPLEMENTATION
(1 August)

+ PS staff
+ Staff
+ Databases

+ New hierarchy
containing
recognised units
+ XML extract
from the OrgMi
database
(snapshot for
historical reporting
purposes)

A5-2-10

APPROVAL OF
PROPOSAL for

changes at level 4 and
above

+ E-mails
+ Revised
proposal

A5-2-9

APPROVAL OF
PROPOSAL for

changes at level 5 and
below

+ College staff
+ Head of College
+ P&R
+ School Management
Committee

+ Approved proposal to
reorganise
+ Formal letter / E-mail
from Head of College(?)
+ P&R minutes
+ School Management
Committee minutesA5-2-8

+ Committee dates

CHECKING THE
NEW HIERARCHY

(August)

+ College staff
+ OrgMi database

+ e-mail comments
from College
representatives to PS
staff

DISCUSSION &
REVISION OF
PROPOSAL

A5-2-7

+ PS staff
+ College / School /
Subject Group staff
+ Database owners

+ Database coding:
- e-financial (finance)
- HR database
- DACS (Registry)
- EBIS (E&B)
- EUCS database
+ HESA purposes
+ RAE reporting

ORGANISATIONAL DEVELOPMENT: Of units within colleges, cont. A5-2

+ E-mails
suggesting
revisions to the
proposal

A5-2-6

A5-2-11



PRODUCING THE COLLEGE ANNUAL PLAN

+ “Final” College Plan
(end Feb)
+ P&R minutes

+ 2 Meetings of P&R:
- one for discussion
- one for sign off

+ Head of College
+ College Executive Group
(CEG)
+ College Staff

+ Informal meetings
+ Lobbying by Heads of School
+ Heads of Schools
+ Head of College
+ Minutes from Away Day

+ E-mails to
Heads of
College from
Schools

Data

College Staff+ Planning Website
+ College Staff

+ CEG
minutes
+ Draft
College
plan

A6-1

DRAWING UP OF
DATA FROM THE

CENTRE (eg.
Budgetary data, salary

costs)A6-1-1

CONSIDERATION OF
DATA

A6-1-2

PRELIMINARY
DISCUSSIONS (whilst

School plans are
being prepared)

A6-1-3

DRAFTING COLLEGE
PLAN

A6-1-4

CHECKING THE
COLLEGE PLAN

A6-1-5

DISSEMINATION OF
COLLEGE ANNUAL

PLAN

A6-1-8

+ Website
+ College Staff

+ Budgets
+ Forecasted student
numbers
+ Actual student
numbers

A6-2-5 + Planning submissions from
Schools (Jan)

REVISION OF
COLLEGE PLAN

APPROVAL OF
COLLEGE ANNUAL

PLAN
(Apr/May/Jun)

+ CMG

+ College staff
+ Director of Planning
+ PS staff

+ Checked /
Amended
College Plan

A6-1-6

A7-1-3

+ Approved College Plan
+ CMG minutes

A6-1-9

+ School Strategy documentA1-2-8

+ University Strategic PlanA7-1-5

+ Annual statement of College Strategic PrioritiiesA1-2-3

+ Revised College PlanA7-1-1 A7-1-2

A6-1-7

+ Published College
Plan on College website



+ Human Resources
+ College Staff
+ College Accountant

+ Heads of Schools
+ Head of College
+ Principal

+ Checked / revised
planning submissions
from schools
+ E-mails

+ Revised school plans

CHECKING SCHOOL
PLANS (for

consistency and
student numbers)

A6-1-9

DISCUSSIONS

A6-1-10

A6-2-5 + Planning submissions from
Schools (Jan)

PRODUCING THE COLLEGE ANNUAL PLAN , cont. A6-1



DISCUSSIONS OF
THE ANNUAL

SCHOOL PLAN

PRODUCING THE SCHOOL ANNUAL PLAN

DRAFTING THE
ANNUAL SCHOOL

PLAN
+ Previous year’s plan

+ School Management Committee

+ Head of School
+ School Administrator

+ Final School Plan

+ College guidelines

+ Management
Committee minutes

REVISING THE
ANNUAL SCHOOL

PLAN

+ Draft plan

A6-2-4

A6-2-3

A6-2-5

A6-1-10

A6-2

A2-2-4

RECEIPT OF
PLANNING

REQUEST &
INSTRUCTIONS
FROM COLLEGE

+ Memo / e-mail from
College requesting
submission of the
School’s annual plan
+ Written instructions

+ Head of School

+ Planning instructions
from College

DRAFTING &
ISSUING OF
PLANNING

INSTRUCTIONS TO
GROUPS

+ Head of School
+ School Administrator

+E-mail / memo / announcement at School
Management Committee from / by Head of
School to Head of Groups requesting a
planning submission
+ Written instructions from the School on
the format the submission should take

A6-3-4

+ Head of School
+ School Administrator

+ Group planning submissionsA6-3-6

A6-2-1 A6-2-2



PRODUCING THE GROUP ANNUAL PLAN A6-3

FORECASTING
GROUP STUDENT

NUMBERS

+ Data compiled by
School secretarial staff:
- student numbers
collected by student “sign
on” procedures
- student numbers
collected by tutors during
classes

+ Group Staff

A6-3-3

+ E-mail / memo from Head of School to Head of Group
requesting a planning submission
+ Written instructions from the School on the format the
submission should take

DRAFTING OF
PROPOSALS TO
ALTER / CREATE

COURSES

+ Group staff
+ Director of Undergraduate Studies
+ Director of Postgraduate studies
+ Programme Directors (eg. MBA)

+ Course ideas + Course proposals

DISCUSSION &
APPROVAL OF

COURSE
PROPOSALS

+ Undergraduate Studies Committee
+ Postgraduate Studies Committee

+ Approved course proposals
+ Undergraduate Studies
Committee minutes
+ Postgraduate Studies
Committee minutes

DRAFTING THE
GROUP ANNUAL
PLAN / PLANNING

SUBMISSION

+ Head of Group
+ Group staff

+ Group’s draft
plan

+ Finalised Group
plan A6-2-3

DISCUSSION &
APPROVAL OF

GROUP ANNUAL
PLAN

+ Head of Group
+ Group staff

+ School Instructions

A6-2-2

A6-3-1 A6-3-2 A6-3-4

A6-3-5



PRODUCING THE STRATEGIC PLAN

+ College planning
Submissions

RE-DRAFTING OF
STRATEGIC PLAN

(Apr)

+ Responses from
accountability exercise
+ CMG minutes
+ Bulletins
+ Last year’s strategic plan

+ Re-
drafted
strategic
plan

+ PS staff

DISCUSSIONS &
APPROVAL OF

DRAFT STRATEGIC
PLAN & SUP.

MATERIAL (Apr-Jul)

+ Approved plan
+ Approved supplementary
material for SHEFC
+ CMG minutes
+ FGPC minutes
+ Court minutes

+ CMG
+ FGPC
+ Court

PUBLICATION OF
STRATEGIC PLAN

(Jul)

+ Published
strategic plan
+ Feedback from
SHEFC

+ PS website
+ Printers

SUBMISSION OF
PLAN &

SUPPLEMENTARY
MATERIAL (for

conditions of grant)
TO SHEFC

+ PS staff

+ Checked College Plans

Condition of grant from SHEFC

A7-1

A7-1-3

A7-1-4 A7-1-5 A7-1-6

A6-1-5

+ Progress reports from
Colleges on current yearA8-1-7

SUBMISSION OF
COLLEGE  PLANS
TO DIRECTOR OF

PLANNING
(Mar-Apr)

RE-SUBMISSION OF
COLLEGE PLANS TO

DIRECTOR OF
PLANNING
(Mar-Apr)

+ College staff
+ Director of Planning
+ SVP
+ PS staff

+ College staff
+ Director of Planning
+ SVP
+ PS staff

A7-1-1 A7-1-2

+ Revised College
plans

A7-1-11

DRAFTING OF
SUPPLEMENTARY

MATERIAL

Senior Manager(s)
responsible for the
issue(s)

+ Draft supplementary material for
SHEFCs conditions of grant

+ University
Bulletins

A7-1-12



+ Strategic Plan
published version

DISCUSSIONS ON
LAYOUT & DESIGN

OF PUBLISHED
STRATEGIC PLAN

(Mar)

PRODUCTION OF
COST ESTIMATE

AGREEMENT OF
DEADLINES (first in
Feb, and is dynamic
through the process)

PROOF CHECKING

+ Confirmed deadlines
+ Timetable

DESIGN
PREPARATION

+ PS staff
+ Communications &
Public Affairs Staff

+ PS staff
+ Proof copies

+ PS staff
+ CPA

+ PS staff + PS staff
+ Communications & Public Affairs Staff

+ Cost estimate

+ Agreed design

A7-1-7 A7-1-8A7-1-9

A7-1-10 A7-1-11

A7-1-6

PRODUCING THE STRATEGIC PLAN A7-1

A7-1-3



+ PS staff

CONSULT
PLANNING

SUBMISSIONS FOR
RELEVANT

ACCOUNTABILITY
ITEMS

CONSULT CMG
MINUTES FOR

RELEVANT
DECISIONS TO ADD

WRITE MEMOS TO
APPROPRIATE

COLLEGE REPS FOR
PROGRESS
REPORTS

RECEIVE
PROGRESS

REPORTS FROM
COLLEGES

+ PS staff

+ PS staff

+ PS staff

+ List of
accountability
items

COMPILING
PROGRESS REPORT

+ College Staff

+ Progress report

+ Memo from
centre inc.
Guidance on
how to compile
the progress
report

+ Information on status of annual plans
+ Points identified in “Ongoing
Objectives” and “Specific Plans”

COMPILING A
SHORT REPORT ON
PROGRESS OF THE

COLLEGE PLAN

+ Information
on progress + School Administrator

+ Report
(responses
to specific
questions)

APPROVING THE
REPORT

+ Head of School
+ P&R
+ School Management Committee

+ Approved report
+ School Management
Committee minutes

MONITORING PROGRESS : compiling accountability returns for inclusion in  the Strategic Plan

A8-1-1

A8-1-3
A8-1-7

A8-1-6

A8-1-2

A8-1-4 A8-1-5

A8-1

A7-1-6 + The Strategic Plan

+ College Requirement

A6-1-6

A6-2-5

+ College Plan

+ School Plan

A7-1-3



MONITORING PROGRESS: Student numbers

+ Planning Session ReportA4-1-1

A8-2

MONITORING OF
STUDENT NUMBERS

(Oct-Nov)

+ Report to Senior Management and CMG (Nov)
+ Management Information published on PS website for this year
+ Figures added to Next Year’s Diagonal Tables (Nov-Jan)

A8-2-1

+ PS staff

A3-2-1

A3-2-3

A8-6-2

MONITORING OF
STUDENT NUMBERS

(Aug)

+ memos from Colleges
giving an initial picture
of how recruitment is
progressing
+ e-mails
+ Diagonal tables

+ Memo to Principal from
Director of Planning giving a
summary of recruitment
information and implications

A8-2-2

+ PS staff



PRODUCTION OF
EARLY STATS
RETURN FOR
SHEFC (Dec)

+ SHEFC requirement

+ Information to feed into
next year’s planning round

+ PS staff

+ Early Stats ReturnA8-3-3

MONITORING PROGRESS: Production of Returns for funding bodies

+ Planning Session Report
(Early Stats Return Version)

RUNNING REPORTS
FROM DACS using
the Teaching Load

Universe

+ HESA listing
(Report showing
HESA codes and
relevant splits (eg.
Joint programmes) for
all programmes)

+ PS staff

A8-3-2

RUNNING REPORTS
FROM DACS using
the NESI universe

+ PS staff

A8-3-1

+ PT Unstructured Modular Masters data (from Schools)
+ Credit-bearing Continuing Personal Education (CPE) and
Continuing Profession Development (CPD) information (via
Office of Lifelong Learning, from Colleges)

A8-3



AUDIT OF
PROGRESS ON

STRATEGIC
PRIORITIES (three

times per year)

+ Final Progress Report
(at end of year)

+ PS staff
+ CMG

A8-4-1

MONITORING PROGRESS: Audit of progress on strategic priorities

A8-3

PRODUCTION OF
MEDICAL STUDENT

RETURN (Oct)

+ HEFCE requirement

+ Planning Session Report

+ PS staff

+ Return on
number of
matriculated
medical students

A8-3-7
+ Information from School
+ DACS

A4-1-1

MONITORING PROGRESS: Production of Returns for funding bodies, cont.

PRODUCTION OF:
- NEAR FINAL

RETURN (June)
- FINAL RETURN
(Sept from 2003)

+ SHEFC requirement

+ Information to feed into next year’s planning round
+ Near Final Return / Final Return

+ PS staff
+ Office of Lifelong learning staff
+ School of Education Staff

+ NESI info
+ Teaching load info
+ Continuing Personal Education (CPE) and
Continuing Professional Development (CPD) info
+ PT Unstructured Modular Masters data

A8-3-6

+ Planning Session Report
(Near final stats return
version)

RUNNING REPORTS
FROM DACS using
the Teaching Load

Universe

+ HESA listing
(Report showing
HESA codes and
relevant splits (eg.
Joint programmes) for
all programmes)

+ PS staff

A8-3-5

RUNNING REPORTS
FROM DACS using
the NESI universe

+ PS staff

A8-3-4

A8-4



MONITORING PROGRESS: The balanced scorecard

CALCULATING THE
BALANCED

SCORECARD

Balanced Scorecard Data:
+ Teaching load data
+ Planning session report

+ Shape of the student population information
+ Interdisciplinarity of curriculum data
+ Research grant applications per member of academic staff
+ Proportion of new appointments to Chairs who are women
+ Headcount of staff development attendees
+ Number of staff on fixed term contracts as percentage of all staff
employed
+ Percentage of total income from non-formulaic funding sources
+ Historic cost surplus as percentage of turnover
+ Administrative operating costs as percentage of academic
operating costs
+ Research indirect cost recovery contribution as percentage of
total research ncome
+ Commercialisation of research (number of activities)
+ Fundraising
+ Ration current assets to current liabilities
+ Average annual cost of a full-time equivalent staff member
+ International student headcounts
+ Proportion of students achieving a First or Upper Second class
degree
+ Widening participation data
+ Intake of home / EU students from ethnic minorities
+ Newspaper cuttings analysis
+ Percentage of academic staff in 5 and 5* RAE units of
assessment
+ Number of full-time students per open access computing seat
+ Percentage of library stock issued by self-service
+ Proportion of central committees with an online service for
members and the proportion of papers available on line
+ Total income per square metre of gross internal area
+ Capital expenditure and planned maintenance as percentage of
estate value
+ Total property cost as percentage of University total income
+ Backlog maintenance spend required for the University to
comply with the Disablity Discrimination Act
+ Room Utilisation.

+ PS staff

+ Balanced Scorecard
Performance indicators

A8-5-1

A8-5

MONITORING OF
PERFORMANCE

INDICATORS

+ Court

+ Court minutes

A8-5-2



MONITORING PROGRESS: Retrospective financial monitoring by the College
A8-6

CHECKING &
AMENDING THE
ACCURACY OF

STAFF DATA

+ College staff
+ School Administrator
+ Resources Team

A8-6-1

Data from:
+ HR database
+ payroll database
in the form of
spreadsheets

PRODUCTION OF
QUARTERLY

FINANCIAL REPORT

DISCUSSION &
APPROVAL OF

FINANCIAL REPORT

+ Approved Quarterly
financial Report
+ P&R minutes

+ non-salary expenditure
+ equipment expenditure

+ College achievements against the
goals set in the College Annual Plan.

+ Quarterly
Financial Report
(to P&R)

+ P&R

+ College staff

+ Submission to HR and payroll
detailing the changes needed to the
data (memo)

A8-6-2

A8-6-3

+ Salary forecasting



MONITORING PROGRESS: School and Groups teaching workload

MONITORING AND
UPDATING
TEACHING

WORKLOAD
(periodically

throughout the year)

+ School Administrator

A8-7-5

A8-7

+ School Administrator

+ Spreadsheet containing staff
teaching load information for the
School

+ Updated spreadsheet containing staff
teaching load information for the School

QUERYING WISARD
(database)

EXAMINING CLASS
LISTS

+ School Administrator

+ School Administrator
+ Course Secretaries

+ Information on anticipated
student numbers

REQUESTS FOR
INFORMATION ON

CHANGES TO
TEACHING

ALLOCATIONS

+ School Administrator
+ Heads of Groups

+ memo / e-mail / letter asking for
information on teaching allocations
from Heads of Groups

PRODUCTION OF
ANNUAL TEACHING

WORKLOAD
INFORMATION

A8-7-4

A8-7-3

A8-7-1

A8-7-2



MONITORING PROGRESS: Financial accounting A8-8

PREPARING
MONTHLY
FINANCIAL
UPDATES

PREPARING
FINANCIAL
REPORTS

DISCUSSION &
APPROVAL OF

FINANCIAL
REPORTS

DETAILED ANALYSIS
OF GROUP’S

BUDGET

+ School Administrator

+ Monthly financial update

+ School Administrator

+ Financial Report

+ School Management Committee

+ Approved Financial Report

+ Group Secretary

+ Detailed financial analysis of
Group’s budget

+ Information from e-financial
(Finance database)

A8-8-1

A8-8-2

A8-8-4

DETAILED ANALYSIS
OF OTHER SUB-

SCHOOL BUDGETS
+ Detailed financial analyses

Eg:
+ Programme administrators
+ Director of Postgraduate Studies
+ School Computing Officer

A8-8-3

A8-8-5
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