[image: ][image: ][image: University of Strathclyde Crest]
[bookmark: _Hlk111471272][bookmark: _Hlk111197917][bookmark: _Hlk111124871]January 2025 - Teaching Preparation Checklist for Teaching Staff/Module Leaders

1. [bookmark: _Hlk173491423][bookmark: _Hlk111473212]Check Pegasus for disabled student information, including recommended adjustments to teaching, learning and assessment. 
2. Advise staff (i.e. GTAs) who teach students and who do not have access to Pegasus on how to implement recommended adjustments for students they teach and/or assess.  
3. Ensure that the anticipatory needs of all students are considered at each stage of teaching preparation and delivery. Please liaise with your Departmental Disability Coordinator and the Disability and Wellbeing Service as required to seek advice and/or to implement recommended adjustments.
4. [bookmark: _Hlk143616814]If relevant to your role, ensure all student curriculum choices are approved if appropriate.
5. Consider any arrangements that should be made for the use of AI within assessments as a Department approach. See guidance and resources on generative AI in learning, teaching, and assessment at Strathclyde.
6. Browse Micro CPD articles for bite-sized learning on areas such as learning and teaching practices and tools to support learning and teaching.
Teaching Room Preparation
1. Ahead of teaching delivery, undertake final checks on room booking allocations for all on-campus teaching activities.  This should include checks to ensure that the allocated rooms support teaching requirements in relation to furniture, facilities and layout. Liaise with your Departmental Timetabling Coordinator (DTC) regarding any essential late changes required. 
2. For information on in-room AV/IT facilities, room capacities and room layouts for allocated teaching rooms/spaces, please use the IS AV Facility Search.
3. There have been changes in the number and location of some teaching rooms e.g. University Centre is no longer available as a teaching venue. Consider visiting allocated teaching rooms and familiarise self with AV/IT facilities, furniture and room layout ahead of teaching delivery. 
4. If the allocated room facilities do not support the way in which you wish to deliver teaching, please contact roombookings@strath.ac.uk.
· If you need to report a teaching room AV/IT issue or discuss AV/IT projects and technologies, email ls-roomsupport@strath.ac.uk or call x5999 (0141 548 5999).  Faults can also be reported via the online form. Feedback on learning spaces is also welcomed by the team.
· If you need to report an issue with the fabric of the teaching room (e.g. lighting, furniture etc.) email Estates Helpdesk estates.helpdesk@strath.ac.uk or call x2164 (0141 548 2164).
5. If you need to request any specialist equipment, you should do this in advance. 
6. [bookmark: _Hlk183426731]If you plan to use the Bring Your Own Device (BYOD) wireless presentation tool (provided by Mersive (Solstice)), please check the IS AV Facility Search to ensure the teaching room has this capability. For information on how to connect to BYOD, please view the BYOD: Mersive Solstice Connect video and the associated BYOD: Mersive Solstice User Guide video. Alternatively, please contact Learning Spaces support to arrange a group or individual training session as required.
On-the-day Teaching Room Advice
1. Make sure your laptop and/or device is connected to the Wi-Fi network eduroam. 
2. All learning spaces have HDMI connectivity.  If using a Mac, please bring the relevant adaptor.
3. If you plug your laptop into the cable and the laptop is not showing on the display screen, to access presentation display mode, press the Windows logo key + P key.  Select “Duplicate” to present the same image on your laptop screen and on the display screen.
4. If you need to report a teaching room AV/IT issue, email ls-roomsupport@strath.ac.uk or call x5999 (0141 548 5999).  Faults can also be reported via the online form. Feedback on learning spaces is also welcomed by the team.
5. If you need to report an issue with the fabric of the teaching room (e.g. lighting, furniture etc.) email Estates Helpdesk estates.helpdesk@strath.ac.uk or call x2164 (0141 548 2164).
6. [bookmark: _Hlk183427020]To use the Bring Your Own Device (BYOD) wireless presentation tool (provided by Mersive (Solstice)), please follow the guidance outlined in the BYOD: Mersive Solstice Connect video and the associated BYOD: Mersive Solstice User Guide video.
7. If you require to connect to Zoom or Teams in teaching rooms, please view the “how to” videos and the Zoom Staff Support documentation.  If you wish to use the hybrid technology available within some of our teaching rooms, make sure you discuss your plans with your faculty’s Strathclyde Online Learning Committee representative and the VDA, to ensure your usage is in keeping with the approved pedagogy and delivery of the module.   
[bookmark: _Hlk111582555]Student Communications and Representation
1. [bookmark: _Hlk111199185]Inform students of key programme/module communication channels (e.g. Myplace notices).
2. Confirm to students any information associated with programme timetable release and related curriculum choice timetabling information including designated timeframes to confirm curriculum choices (e.g. 2 weeks).  
3. Inform students of Library training, support and resources, including Library tours (virtual and in-person) and induction sessions (for new cohorts), subject guides and training sessions (e.g. referencing skills and software).
4. [bookmark: _Hlk111582501]Remind students of student support and wellbeing services:
a) Learner Development Services work with students and staff to support useful learning and research 
excellence. They do this through one-to-one consultations, classroom-based activities, drop-in 
tutorials, and online resources.  They offer advice on a range of academic practices, including: 
mathematics and statistics; writing for assessments and research; organisation and time 
management; reading and notetaking; critical analysis and evaluation, and exam preparation and 
performance.
· Students can book an appointment here or by emailing learner-development@strath.ac.uk. 
· The Learner Development Centre is located on Level 4 of the Mary Dunn Wing in the Learning and Teaching Building and there are resources available on the Learner Development Services MyPlace class.
b) The Disability and Wellbeing Service offer a broad range of support to students with any disability, 
mental health and wellbeing related needs, including 1-1 disability needs assessments and mental health assessments, general health support, 1-1 counselling and assistance with adjustments for learning, teaching and assessment.  
· The Service can be contacted by students and staff by phoning (Tel. 0141 548 3402) or by emailing (disability-wellbeing@strath.ac.uk).  Appointments are available Monday – Thursday 9am to 8pm and Friday 9am to 5pm.  For students presenting with wellbeing and mental health concerns, same day appointments are available.  
· The Service is located on Level 4 of the Mary Dunn Wing in the Learning and Teaching Building.
· For out of hours support, a digital and telephone mental health support programme can be accessed by all students 24/7, 365 days, through our partnership with Spectrum Life.
· Students can access support from the Rape Crisis Student Support Service.
[bookmark: _Hlk111207877][bookmark: _Hlk143601812][bookmark: _Hlk143601783][bookmark: _Hlk111462930]c)	The Funding and Financial Support Team at the University of Strathclyde offers advice on funding entitlements and financial support for students. They serve as the main point of contact for UK funding bodies, including SAAS, Student Finance England, Wales, and Northern Ireland. The team administers various financial support funds to assist students in need, such as the Discretionary and Childcare funds, as well as an international students support fund.
d) 	International Student Support Team can offer guidance and support for settling into life in 
Glasgow.  They offer advice via email and one-to-one in-person or Teams appointments.  There is also a comprehensive Arrivals webpage, and guided Campus Welcome Tours are available for all new international students.  From 13th – 24th January 2025, the International Student Support Team can be found in the Student Experience Welcome Hub, located on Level 4 of the Learning and Teaching Building. 
e)   Look out for more information about Student Support services on MyPlace and University social 
media.  
f)    Safe360 means incorporating safety in every area of University life. Students can:
· Report any form of abuse, harassment, discrimination or hate via Report & Support and receive support from our First Responder Network 
· Report Gender-based Violence
· Apply to use Strathclyde SOS - personal alarm protection delivered through a student’s smartphone, 24 hours a day, 7 days a week.
· Access support from the Rape Crisis Student Support Service 
· Please note: all new undergraduate and postgraduate students are required to undertake modules in Equality, Diversity and Inclusion (EDI) and in Gender-based Violence as a mandatory part of registration. Students who completed the full modules in their first year of study will undertake a short, 15-minute refresher course as part of the registration process.
      g)	Raise awareness of Support for English for Academic Study (SEAS) - online, asynchronous, self-
study only support for academic English which any student can utilise alongside their main degree studies.  This is intended to complement the live teaching support available through ELT In-sessional, which is provided for international students only. SEAS is available via Myplace, offering targeted support for students to develop academic English skills. 
5. Remind students of the registration processes for new students (i.e. all students can now fully register online, the Student Loan Company now accept registration as proof of attendance). The digital student card, available via the Mobile App, is now considered the primary form of student ID and the physical card is supplementary. Physical student cards can still be requested by students should they require one.  Students can make an appointment and physical student cards can be collected from the Learning and Teaching building.  Digital student cards will be available via the Mobile App.
6. Consent to contact – inform students that during the registration process each year, they will be asked provide additional details of a trusted individual to be their ‘wellbeing contact’.  This is part of the University’s commitment to supporting student mental health and wellbeing.  If a student opts in, this will allow the University to contact that trusted individual if there are serious concerns about the student’s wellbeing.  Further information is available in the Emergency and Wellbeing Contact Procedure and Guidance.
7. Remind students of staff office hours for individual modules and programmes.
8. Encourage students to apply as programme/module student representatives and/or communicate confirmed student reps (Strath Reps).
9. Raise awareness of Strathclyde Student Voice – our institutional student surveys - i.e. the Welcome to Strathclyde survey run for all new students in October and January, the NSS, PTES and Strath Voice – Undergraduate in Semester 2 and student module evaluation throughout the year. Refer to students making a difference and the changes that we make as a result of listening.

Assessment Preparation
1. [bookmark: _Hlk112058009][bookmark: _Hlk111458150]Consider assessment practices with awareness of students who require reasonable adjustments to their assessments.  Configure assessments and schedule within the context of the University’s Assessment and Feedback Policy, procedures and guidelines. 
2. Set assignment schedule and due dates within parameters (see policy and procedure for late submission of coursework) and provide student visibility of these and marks return deadlines within Myplace.
3. Review module roles and responsibilities and update as appropriate (e.g. Lecturer, Organisers, Class Administrators, etc.).  Roles can be updated via Pegasus or Myplace dependent upon the role presently held.  Further information on formal and informal roles is available.
Myplace Preparation 
1. Prepare Myplace for new cohort:
· Refer to the Myplace Staff Support Homepage for Myplace guidance and resources.  News and updates are available from the Education Technology Hub.
· Consider attending Getting Started with Myplace and sessions from the Myplace STEP portfolio including STEP online Myplace Gradebook training and Myplace Groups and Groupings.

a) Myplace rollover explained – check site has rolled over as expected well in advance of the beginning of the new academic year.
b) Archive resources and tools no longer in use (e.g. extra assignments). 
c) Check content and links, including reading lists and update as appropriate.  Teaching staff may also wish to refer to the Library Digitisation Service (for materials to be scanned for upload to Myplace e.g. journal articles/book chapters etc.), the Library Guide on locating images for teaching and the Library Guide on using AudioVisual Resources for teaching.
d) Check media and video resources (e.g. link and embed any new resources to the Learning and Teaching Video Repository instead of uploading directly to Myplace).
e) Check Tips for creating accessible content. 
f) Check and set up gradebook to match assessment requirements.
g) Update assessment submission information, dates and assignment settings.
h) Review process for embargoing grades and set grade visibility or release or hide grade items as needed.
i) Check and set up restrictions, groups (dividing cohort) and groupings (setting up different groups for different purposes).
j) Check activity completions settings (e.g. Is activity completion in use? Switch off if not required)
k) Check module codes/cohorts are correct. 
l) [bookmark: _Hlk111835615]Review/set-up module evaluation - choose the frequency and timing of evaluations for individual modules in accordance with the module evaluation schedule.  Please note: module evaluation settings can only be updated by those assigned the Pegasus role of Module Organiser: Class Instance or Module Administrator: Class Instance.
m) Identify who else may need access to module (e.g. module tutors/postgraduate teaching assistants, external examiners).  
Myplace Final Preparation (for Consolidation and Development Week) 
1. Finalise module for release to students, refer to Myplace Staff Support Homepage for guidance. 
2. Use the Quick Settings “Class Open” function to make the module available to students.  Reveal activities and resources as appropriate.
3. Post welcome note to students using Notices and/or Discussion forum announcement, inclusive of:
a) An introduction to the module, learning environment, teaching and learning approach and staff contacts for teaching and support, 
b) Remind students of support contacts and process (teaching member of staff is first point of contact for Myplace support)
c) Highlight academic policies (e.g. examinations, course work, late submissions, extensions) 
4. [bookmark: _GoBack]Review any reasonable and other adjustments (e.g. those that are notified by the Disability Service and those related to the University’s Policy for Flexible Learning Arrangements) for students and apply as appropriate.
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