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[bookmark: OLE_LINK13][bookmark: OLE_LINK18]JISC ‘Course Data: Making the most of Course Information’ Capital Programme - Call for Letters of Commitment

July 2011

	Of Interest To: 


	Senior Managers including;
Deputy Vice Chancellors
Pro Vice Chancellors 
Directors of Information Services and Systems
IT and Computing Service Directors and Managers 
Directors of Library Services
Academic Registrars
Heads of Faculty, Schools and Departments including Academic and Student Services



Introduction

1. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]The Joint Information Systems Committee[footnoteRef:1] (JISC) and the Higher Education Funding Council for England[footnoteRef:2] (HEFCE) invite English Universities and FE colleges (teaching over 400 HE FTEs) to become involved in a new programme of work which will help prepare the sector for increasing demands on course data. This differs from other JISC programmes as all eligible institutions are invited to take part in Stage 1 and a majority of these will be selected to go forward into Stage 2. A letter of commitment signed by key senior staff is needed in order to receive £10,000 of JISC funding to complete Stage 1. This will support the production of an implementation plan outlining changes required to improve course data flows within the institution and produce feeds for external agencies. Institutions can then put forward these implementation plans for selection into Stage 2. Approximately 80 institutions will be selected for Stage 2 on the basis of these plans, to represent a range of states of preparedness. [1:  Further information on JISC is available at: http://www.jisc.ac.uk]  [2:  http://www.hefce.ac.uk ] 


	Programme/ Initiative
	Theme / Context
	Description
	Funds

	Course Data: Making the most of Course Information
	Stage 1: Review and Planning
	· Undertake an institutional self-assessment of internal course data flows
· Produce an implementation plan
	· Funding available for all eligible English institutions
· Sept-Nov 2011
· £10,000  per institution

	Course Data: Making the most of Course Information
	Stage 2: Implementation
	Execution of implementation plan created in Stage 1
	· Up to 80 projects sought
· Jan 2012-Mar 2013  funded duration
· Between £40,000 to £80,000 available per project



2. The deadline for receipt of Letters of Commitment in response to this call is 12:00 noon UK time on Wednesday 7 September 2011.
 
3. Funding is available for projects starting from Monday 12 September 2011 for an initial period of approximately three months. Projects selected to go forward into Stage 2 will continue for an additional 12 to 15 months. All projects must be complete by 29 March 2013.

4. This programme approach is designed to ensure a high number of engaged institutions, which is vital to get the critical mass needed to effectively demonstrate to the sector the huge potential of organising and presenting course information in a standardised way.

5. JISC is holding an online community briefing event where those interested will be given information about the background to the call, its objectives and the funding process. Attendees will also have an opportunity to ask questions of JISC executive staff. The online meeting will take place as follows:

Tuesday 19th July at 15:00-16:30, participants may join at 14:30 by clicking; https://sas.elluminate.com/m.jnlp?sid=2009077&password=M.A03567E5AB1024834B0D8C62ACCB09  

A recording of the briefing will be made available after the event on the JISC website. The system used for these online briefing events will be Elluminate Live! Anyone wanting to attend is strongly advised to view the hardware and software requirements for this system at www.elluminate.com/support.
Eligibility 

6. [bookmark: OLE_LINK16][bookmark: OLE_LINK17][bookmark: OLE_LINK11]Letters of Commitment may be submitted by Higher Education (HE) Institutions funded by HEFCE.  FE institutions in England that teach HE to more than 400 FTEs are also eligible to bid providing involvement in this programme supports the HE in FE agenda. HE and FE institutions in Northern Ireland, Scotland and Wales are not eligible to bid. 
7. Stage 1 funding of £10,000 is available for all eligible institutions which submit a Letter of Commitment which provides evidence of support from Senior Managers responsible for Teaching and Learning, Marketing, Management Information Systems/IT and the institutional course web sites.
Background 

8. JISC supports higher and further education by providing strategic guidance, advice and opportunities to use Information and Communications Technology (ICT) to support research, teaching, learning and administration. JISC is funded by all the UK post-16 and higher education funding councils. 

9. As funding for higher education is reducing and the cost to individuals rises, we see a move towards a consumer-led market for education and increased student expectations. Nowadays, information about a college or university is more likely found via a laptop than in a prospectus. In this competitive climate publicising HE courses while embracing new technologies is ever more important.

10. There are 3 main drivers for making it easier for people to find and compare courses:

· prospective fee paying students want to know more about the academic experience a course will provide and be able to compare this with other courses;
· better informed students are more likely to choose a course that they will complete, and be more motivated to achieve better results;
· increased scrutiny by quality assurance agencies and the Government’s requirement for transparency of publicly funded bodies[footnoteRef:3].  [3:  http://data.gov.uk/ ] 


11. JISC have made it easier for prospective students to decide which course to study by creating an internationally recognised data standard for course information, known as XCRI-CAP which is conformant with the new European standard for Advertising Learning Opportunities.  This will make transferring and advertising information about courses between institutions and organisations more efficient and effective. Placing this data at a consistent COOL URI[footnoteRef:4] makes it easier to find. [4:  http://lncn.eu/toolkit/101] 


12. The proposed programme will support the sector to prepare for the increasing demand for course information, and increase the availability of high-quality, accurate information about part-time, online and distance learning opportunities offered by UK HEIs by:

· funding institutions to make the process and technical innovations necessary to release a structured, machine-readable feed of their course-related information, and;
· creating a proof-of-concept aggregator and discovery service to bring together this course information and enable prospective students to search it.

13. The availability of useable course data feeds, and the demonstration of the proof-of-concept aggregator, is intended to provide a catalyst to the feeds being used within existing aggregators, catalogues or information, advice and guidance services, or to form the basis of new services. 

14. The programme will also consider the changes needed to course data management processes, to address national initiatives such as KIS and the HEAR and will produce guidance on this for institutions to support the embedding of these initiatives’ outcomes.

Programme Scope

15. Between September 2011 and March 2013, JISC intends to fund projects that help institutions review and adapt their internal processes to permit easier access to their course data to meet the needs of various stakeholders. As a minimum, and to provide a clear focus for this overarching activity, the programme will concentrate on the implementation of an XCRI-CAP [footnoteRef:5] standard system-generated feed. The programme will be staged to ensure maximum benefit is achieved.  [5:  http://www.xcri.co.uk/] 


16. In Stage1, institutions will review the maturity of their management of course data using the XCRI Self Assessment Framework[footnoteRef:6]. This could cover the full course data life cycle, but must include a particular focus on prospectus and course advertising information. Based on the outcomes of this review, institutions will produce an implementation plan for how they will improve processes to, as a minimum, create a system-generated course advertising feed in a XCRI CAP 1.2 format with a COOL URI. In these plans, institutions could also include enhancements needed to meet other course data requirements for better internal business intelligence or for external stakeholders, such as HESA, QAA, or UCAS, so institutions are better able to address national initiatives such as KIS[footnoteRef:7] or HEAR[footnoteRef:8]. Alternatively, institutions might want to address problematic areas within their course data life cycle. [6:  http://xcrisaf.igsl.co.uk/]  [7:  http://www.hefce.ac.uk/learning/qual/public/infoset.htm ]  [8:  www.hefce.ac.uk/learning/diversity/achieve] 


17. If institutions would like JISC to fund activities in their implementations plans, the plans must include costings and evidence of the full commitment of the senior managers needed to execute these activities. JISC will then select up to 80 implementation plans to be funded in Stage 2, at up to £80,000 per institution. Evaluation criteria for these plans will be published during the Stage 1 start up meeting. A spread of plans will be selected to cover a range of institutional maturity so a range of case studies can be produced.

18. In Stage 2, institutions will carry out their implementation plans.  These plans must include the production of a system generated XCRI-CAP feed with a COOL URI of their course provision, especially part time, online/distance, post graduate and CPD.

Programme outcomes

19. The anticipated outcomes from this programme of work are:

· There will be increased usage of appropriate technology to streamline course data processes leading to:

· More standardised, and therefore comparable, course information in a consistent location making discovery easier.
· Improved quality and therefore more efficient and effective course data.
· Increased ease in finding and comparing courses, especially types of courses that are currently hard to find, such as ones delivered by distance learning.

· Institutions are able to make appropriate and informed decisions about their processes for managing course-related data, leading to a reduced administrative data burden, cost-effective working, and better business intelligence.

Project activities

20. The projects under this programme will run from September 2011 to March 2013, in two Stages.

21. For Stage1, “Review and Planning”, Letters of Commitment are being requested by this call, and work is expected to start on 12 September 2011 with implementation plans due by 21 November 2011.  Funding will be provided to institutions for the release of staff time to undertake an institutional review process, using the self assessment framework to document and quantify their understanding of internal systems course data information flows. Deliverables are:

· To create an implementation plan which includes the production of an XCRI-CAP feed with COOL URI for certain types of courses and other proposed work to be carried out in Stage 2;
· A copy of the completed readiness review, which will be anonymised and aggregated to create public baseline measures.

22. Stage 2 ”Implementation” projects will be selected by JISC and will run from January 2012 up to March 2013. Deliverables will be:

· Project plan, six-monthly interim reports, a final report and a completion report.
· A regularly-maintained blog or wiki which can be consumed as an RSS feed.
· A system-generated standard course feed for agreed types and number of courses.

23. JISC will not fund manual course data gathering. The programme is supporting the systematic production of course data feeds, and improvements to these systems.

24. It is understood that it may not be possible to complete all the changes required for all an institution’s policies, processes and systems involved in the course data life cycle within the programme’s duration; so a balanced portfolio of changes to  meet national initiatives such as HEAR and KIS and institution’s internal issues will be selected for Stage 2 funding.

Other expectations

25. There will be a support and synthesis project that will be working with projects from the start of the programme to help them shape their implementation plans in Stage 1 and other outputs in Stage 2 that are of most use to the sector. Projects are expected to engage with the support and synthesis project and to be proactive in sharing outputs throughout the project.  This information will be synthesised and shared with the sector; where that information is sensitive, it will be shared in an aggregated, anonymised form.

26. Funding is provided to enable institutions to carry out project work, but also to release key staff to prepare for, take part in and follow up on these programme-level activities. Projects should allow at least 5 person-days in Stage 1 and 10 person-days in Stage 2. Some engagement will be required from staff in a range of roles, including senior management, and should not just be limited to the project manager.

Supporting materials and activities

27. Background information is available to support the Stage 1 review and production of the implementation plan at www.xcri.co.uk  and www.jisc.ac.uk/fundingopportunities/projectmanagement.

28. The support and synthesis project for this programme will co-ordinate programme-level activities such as supporting workshops, structured activities and reflection, sharing evaluation findings, online communities, and dissemination meetings. Training on various approaches and techniques, such as XCRI-CAP, Service Design and Business Intelligence[footnoteRef:9], Enterprise Architecture[footnoteRef:10], will be available once institutions have applied to take part in Stage1. Institutions should indicate areas of training they are interested in with their Letter of Commitment. [9:  http://www.jisc.ac.uk/whatwedo/programmes/businessintelligence.aspx]  [10:  http://www.jisc.ac.uk/publications/briefingpapers/2010/bpenterprisearchitecturev2.aspx] 


29. Software to validate an institution’s test XCRI-CAP feeds will be provided. Also a proof-of-concept aggregator and discovery service with search functions will also be provided to bring together all the XCRI-CAP feeds, to enable institutions to see how their data will look to prospective students.

Structure of Letter of Commitment

30. Institutions should register their interest in the programme by submitting a Letter of Commitment signed by all key senior institutional staff who have the power to authorise system change, and have responsibility for the roles outlined below. Therefore, the letter should be signed by the Heads of:

· Learning and Teaching: eg PVC Education/Learning and Teaching, Assistant Principal Learning and Teaching etc;
· Course Marketing;
· Student Recruitment;
· Student Admissions;
· Management Information Systems;
· IT and Institutional course websites; and
· Academic Registry.

The letter should clearly articulate support for the activities outlined for Stage 1 of this programme and detail any areas of training you are interested in as outlined in paragraph 28.

31. The selection process and evaluation criteria for Stage 2 funding will be sent out to institutions after the start of Stage1.

[bookmark: _Toc144867519][bookmark: _Toc144867832][bookmark: _Toc163265143]JISC Services

32. Bidders should be aware of the range of JISC services that may be relevant to provide advice, guidance or support. Further information on JISC’s advisory services (JISC Advance), including the Regional Support Centres,  can be found at:  http://www.jisc.ac.uk/whatwedo/services/jiscadvance.aspx. 

Risk Assessment

33. All projects have an element of risk.  Even in the best-planned projects there are uncertainties, and unexpected events can occur.  A risk can be defined as: 

“The threat or possibility that an action or event will adversely or beneficially affect the ability to achieve objectives.”

34. A risk analysis when putting together a high level workplan will help you predict the risks that could prevent a project from delivering on time or even failing.  It will also help you to manage the risks should they occur.  Consideration should be given not only to threats that could lead to failure to deliver objectives (as has already happened) but also to consider opportunities (constructive events) which if exploited could improve the way of achieving objectives.  

35. A risk analysis addresses the following questions:

· What could possibly happen?
· What is the likelihood of it happening?
· How will it affect the project?
· What can be done about it?

Terms and Conditions of Grant

36. JISC will award a grant of £10,000 to all institutions who submit an acceptable Letter of Commitment.  Institutions are not required to submit a budget with their Letter.  Instead, upon completion of the work, institutions will be expected to confirm that the funding has been spent on the release of staff time to undertake the review process and in providing the deliverables outlined in paragraph 21. 

37. All projects will be expected to follow JISC’s Generic Terms and Conditions of Grant. A copy of this is attached at Appendix A to this document. It is the bidders’ responsibility to read this.

38. Given the nature of this activity a light touch approach will be taken by JISC to the management of the projects.  As such, JISC’s standard project management guidelines and core project document requirements (as specified in the Generic Terms and Conditions of Funding at Appendix A) will be modified for the purposes of these projects.  In particular, projects will not be required to produce a project plan, project web page on the JISC web site or a project web site at the lead institution.  

Intellectual Property Rights

39. As a general rule, JISC does not seek to retain IPR in the project and/or service outputs created as part of its programmes. However, funding is always made available on the condition that project outputs are made available, free at the point of use (or ‘at cost’ where appropriate), to the UK HE, FE and Research community in perpetuity and in accordance with JISC’s Open Access and/or JISC’s Open Source Software Policy wherever possible, and that these outputs may be disseminated widely in partnership with JISC.  Further information is available in Appendix A. 

40. JISC, however, reserves the right to acquire all Intellectual Property Rights, including, without limitation, copyright, database right, performers rights, patents and trade marks, whether registered or unregistered, in any works created as a result of the funding either indefinitely or for a certain fixed period of time on behalf of HEFCE. JISC also reserves the right to request that all Moral Rights are waived. This ability to acquire the Intellectual Property Rights will only be used under exceptional circumstances and in any such case where JISC considers this necessary, the JISC will explain in writing to you the reasons for the transfer. This includes the situation where JISC is funding the creation of a national service for the community and there may be a need for HEFCE, on behalf of JISC’s funding partners, to retain ownership of certain rights in order to maintain flexibility of future provision and availability of the service. 

41. For all project and/or service outputs, acceptance of the terms and conditions of the grant will provide JISC or its representatives with an irrevocable, non-exclusive royalty-free licence in perpetuity to exploit the outputs in any way it sees fit, including enabling the JISC to use, archive, preserve and disseminate the outputs. 

Submitting a Letter of Commitment

42. The deadline for receipt of Letters of Commitment is 12:00 noon UK time on Wednesday 7 September 2011. Late submissions will NOT be accepted. It is the responsibility of the submitter to ensure that the letter has arrived by the deadline stated. The JISC Executive will strictly adhere to this policy. There will be no appeals process for late letters. In light of this, it is recommended that institutions plan to submit their letters several days before the deadline in case of any technical difficulties or other extenuating circumstances.  

43. Letters MUST Include a completed letter cover sheet (the template at Appendix B must be used).

44. This is an electronic-only submission process, therefore all documentation must be submitted in PDF format. The size of the overall submission should not exceed 10Mb; a zipped folder should be used if the size of the files exceeds 10Mb (note: any files exceeding 10Mb are likely to be returned by the mail server).

45. The submission email address is outlined below. 

	Programme/Initiative
	Bid Submission email Address

	Course data: Making the most of Course Information
	XCRI@JISC.AC.UK 



46. All submissions should include the name of the lead institution in the subject line of the email. It is the responsibility of the submitter to ensure that the letter is sent to the correct email address. Submitters will receive an automatic confirmation of receipt of the letter if sent to the correct email address. The email address should not be used for general enquiries. Separate contact details for enquiries are provided below. 

47. If no automatic confirmation is received, it is the responsibility of the submitter to contact JISC within one day of submitting the letter to confirm whether it has been received. In case of any dispute about the submission of letters, it is the responsibility of the submitter to provide evidence that the letter was emailed to the correct address prior to the deadline.

Further Information

48. General enquiries about this call should be addressed to Ruth Drysdale (r.drysdale@jisc.ac.uk +44 (0)7789 812349).

49. Enquiries regarding the submission process should be addressed to Elizabeth Lathwood (e.lathwood@jisc.ac.uk, 0117 931 7385).


Appendices

Appendix A:	JISC’s Generic Terms and Conditions of Grant 
Appendix B:	Letter of Commitment Cover Sheet

All appendices and the main body of JISC Grant Funding 8/11 can be found at: 
http://www.jisc.ac.uk/fundingopportunities.aspx
Appendix A

Annex to JISC Grant and Contract Letters for Projects
Generic Terms and Conditions of Funding
Preamble
1. JISC funds a wide variety of projects on behalf of its funding bodies. These projects include supporting studies where the main deliverable is a report, and projects where the deliverables include products or services as well as reports. These generic terms and conditions apply to all projects and define the responsibilities of the lead institution and its project partners.
Adherence to Project Management Guidelines
2. The institution and its partners must adhere to the Project Management Guidelines available electronically at http://www.jisc.ac.uk/fundingopportunities/proj_manguide.aspx.  The Guidelines provide initial advice on project planning, project management, the relationships between JISC programmes and projects, evaluation, and dissemination.  However, the institution and its partners should refer to the designated JISC programme manager for details of how these guidelines are to be interpreted. The Guidelines will be updated from time to time, and the lead institution will be notified of any major changes.  It is the responsibility of the lead institution to inform its project partners accordingly.
Submission of Agreed Deliverables
3. The institution and its partners must supply all deliverables specified in the agreed project proposal.  The schedule for submitting deliverables must be included in the Project Plan and agreed with the JISC Executive.  Any changes to this schedule must be agreed in writing with the JISC Executive.

4. Project deliverables are subject to approval by the JISC Executive, and the framework for approval is outlined in the Project Management Guidelines.

5. Project deliverables will be deposited in the appropriate JISC data centre or managed repository, where appropriate.
Core Project Document Set
6. The lead institution must also supply a core set of documents to indicate how the project work will be planned and implemented, to report on progress, and to inform future auditing and evaluation.  It is the responsibility of the lead institution to agree these documents with its project partners prior to submission.

[bookmark: OLE_LINK6]7. The core project documents are listed below and further information about each document is provided in the Project Management Guidelines and by reference to the designated JISC programme manager.

8. Core project documents are subject to approval by the JISC Executive, and the framework for approval is outlined in the Project Management Guidelines.

9. Core project documents will be deposited in the JISC records management system and/or project information management system so they are accessible to the JISC Executive.


	
Core Project Document
	Timing

	Project Plan (including an Evaluation Plan, QA Plan, Dissemination Plan, and Exit/Sustainability Plan)
	Within 1 month of start date

	Project Web Page on JISC Web Site (including copy of accepted Project Plan)
	Within 1 month of start date

	Project Web Site at Lead Institution 
	Within 3 months of start date

	Consortium Agreement (for projects involving more than one institution)
	Within 3 months of start date

	Progress Reports (including financial statement)
	Default 2 per year; schedule to be agreed with Programme Manager for projects of less than 12 months

	Technical and Supporting Documentation (for projects creating technical deliverables)
	Timing to be agreed with Programme Manager

	Final Report
	Draft version 1 month before project end date; final version at project end date

	Completion Report (including financial statement)
	Project end date


Intellectual Property Rights
10.  As a general rule, JISC does not seek to acquire or retain IPR in any outputs created as part of the project and/or service. IPR ownership shall therefore vest with you [and your partners, as laid out in your Consortium Agreement].  However, if this is not the case for the particular piece of work you are undertaking, the correct IPR position will be documented in the grant/contract letter. 

11.  The funding is made available on condition that outputs from the project are made available, free at the point of use (or ‘at cost’ where appropriate) and under Open Access or Open Source principles where possible, to the UK HE, FE and Research communities in perpetuity in accordance with JISC’s Open Access Policy and/or JISC’s Open Source Software Policy wherever possible.  

12.  A condition of funding is that you grant JISC, on behalf of HEFCE, an irrevocable, non-exclusive royalty-free licence in perpetuity to exploit the outputs in any way it sees fit, including enabling the JISC to use, archive, preserve and disseminate the outputs. This may include, where appropriate, the delivery of project outputs to the community under a suitable open access and/or Open Source licence.  In all cases, JISC will also retain the right to modify or adapt the project outputs.  The purpose of this is to give JISC the ability to ensure outputs are available to the UK education and research community for non-commercial use should you fail to fulfil this condition of funding. You further agree to ensure that any licence you enter into in order to acquire third party materials for the purposes of this project may legally be transferred to a third party, nominated by HEFCE, to enable such continued availability of outputs to the UK education and research community.
 
13.  JISC may terminate this Agreement immediately without further obligation in the event of:
 (i)	any breach of this Agreement which cannot be remedied or is not remedied within thirty (30) calendar days of you being requested to do so; or
(ii)	any resolution being passed or petition being presented to wind up your business (otherwise than for reconstruction or amalgamation) or a receiver being appointed of the whole or part of your assets; or a failure to complete a satisfactory Consortium Agreement, where required, in the time required by your JISC project manager; or where, in the reasonable opinion of the JISC, any of the terms or conditions of funding have not been fulfilled.

If termination occurs under any of these circumstances, all rights in any works created by you as a result of the funding shall revert to the JISC on behalf of HEFCE.

14.  You [and your partners] must ensure that outputs do not infringe the copyright or any other Intellectual Property Right existing at the time the project is completed (including, but not limited to, database rights, moral rights, performers rights, unregistered or registered trade marks, patents, or registered designs) of any third party.  Where necessary, copyright and other Intellectual Property Rights should be cleared before digitisation or incorporation into outputs begins. You must obtain written permission for any third party rights that you incorporate, using a standard clearance letter whose wording has been agreed with your JISC Programme Manager. You must also document all attempts to identify the owner of works where the rightsholders cannot be located (so-called “orphan works”.) It is a condition of funding that you must discuss any orphan works you encounter with your JISC Programme Manager and must follow your programme manager’s advice regarding how to deal with such orphan works.

15.  It is a further condition of grant that you respect the Moral Rights of those individuals who contribute to the project outputs and in particular requires that you (1) acknowledge them by listing the names of those individuals who made a significant contribution to the project outputs in such project outputs, (2) that the text or content of any outputs should be checked by those individuals before release.

16.  JISC, however, reserves the right to acquire all Intellectual Property Rights, including, without limitation, copyright, database right, performers rights, patents and trade marks, whether registered or unregistered, in any works created by you as a result of the funding, as appropriate, either indefinitely or for a certain fixed period of time on behalf of HEFCE. JISC also reserves the right to request that all Moral Rights are waived. This ability to acquire the Intellectual Property Rights will only be used under exceptional circumstances and in any such case, the JISC will explain in writing to you the reasons for the transfer.
Open Access 
17.  JISC supports unrestricted access to the published output of publicly-funded research and wishes to encourage open access to research outputs to ensure that the fruits of UK research are made more widely available. JISC firmly believes in the value of repositories as a means of improving access to the results of publicly-funded research and is investing significantly in this area.  A national support project is available to help institutions develop repositories and share practice (http://www.jisc.ac.uk/whatwedo/programmes/programme_rep_pres/reps_support.aspx).
18.  JISC requires that all project or service outputs and the full text of all published research papers and conference proceedings arising from the funded work to be deposited into an institutional or subject open access repository. Deposit should include appropriate bibliographical metadata relating to said articles, and the deposit should be completed within six months of the first publication date of the paper. JISC mandates the deposit of the native version (Word, PPT, etc.), with PDF as well if wanted, but certainly with a format from which usable xml can in principle be derived (not PDF). 
19.  Which version of the article should be deposited depends upon publishers’ agreements with their authors but JISC mandates that articles should be made available through publishers that adopt the RoMEO "green" approach as a minimum (for further information see http://www.sherpa.ac.uk/romeoinfo.html#colours). Authors should go to another journal if the journal chosen does not adopt the RoMEO "green" conditions. 
20.  Jorum [http://www.jisc.ac.uk/whatwedo/services/jorum.aspx] is a free national repository that provides a long-term solution for hosting and registering the availability of learning and teaching materials. It contains two collections each supporting a different type of licence for use. JorumOpen provides access to resources licensed under Creative Commons that are free to anyone worldwide to use; JorumUK provides access to resources from those who prefer to share their work only within UK Further and Higher Education institutions. Deposit into both collections is, initially, by staff only in UK Further and Higher Education. Information about each collection and how to deposit can be found on the Jorum website. It is mandatory that all learning and teaching materials produced by JISC projects and services should be represented (deposited or linked to) in JorumOpen together with the appropriate metadata. JISC strongly encourages use of Jorum by all JISC-funded projects. 

Open Source
21.  It is highly desirable that any software components of the outputs are released under appropriate open source licences to ensure that they can also be freely shared with organisations and communities with which the JISC has close working arrangements, see JISC’s Open Source Software Policy (http://www.jisc.ac.uk/fundingopportunities/opensourcepolicy.aspx)
 and advice from JISC’s Open Source Software (OSS) Watch  
(http://www.oss-watch.ac.uk/resources/adviceforprojectbids.xml)

Adherence to Standards
[bookmark: OLE_LINK19][bookmark: OLE_LINK20]22. The institution and its partners must use the technical standards stipulated by JISC and where unstipulated open standards wherever possible. Any deviation should be justified in the proposal and any alternative be designed with re-use by others in mind. Ease of interoperability between systems is key to the provision of next generation technologies for education and research, and projects are expected to work with JISC to address this issue. It is the responsibility of the lead institution to inform its project partners accordingly. Relevant standards can be found in the JISC Standards Catalogue http://standards.jisc.ac.uk/.
Charging
23. Funding is made available on the condition that the institution and its partners shall make available deliverables developed by the project free of charge to the teaching, learning, and research communities during the period of funding, except for a handling and/or usage charge which must be agreed in writing with the JISC Executive.
Programme Meetings and Events
24. Programme meetings and other events are organised by JISC to brief project staff and share knowledge.  Two major programme meetings are held per year, and attendance at programme meetings is mandatory.  Projects should allocate staff time to participate in programme activities, and the Project Management Guidelines provide guidance on days per year to allow. The project will be provided with a schedule of meeting dates.

25. Projects should also allocate time to liaise with the Programme Manager on a regular basis, and institutions should provide access to the Programme Manager at any reasonable time.
Dissemination
26. The institution and its partners must commit to disseminating and sharing learning from the project throughout the community.  The institution and its partners must develop a Dissemination Plan as part of the overall Project Plan and report on dissemination activities in Progress Reports and the Completion Report.  Further information about dissemination is available in the Project Management Guidelines.
Project Web Site
27. The institution and its partners must create a web page and web site to explain the project aims and objectives and to disseminate information about project activities and results.  The Project Management Guidelines give guidance on the scope, content, and design of web sites.

28. Where appropriate, project deliverables and core project documents may be posted on the project web site.  As the project web site is primarily a dissemination vehicle, deliverables and documents posted are considered to be copies, and the masters will be deposited in the appropriate  repository (see paragraph 18 above). 

29. The lead institution or one of its partners must agree to host the web site on their server for a minimum of 3 years after the end of the project and to assist JISC in archiving it subsequently.
Publicity
[bookmark: OLE_LINK5]30. In any publicity material or public presentation about the project it is essential to include an indication that the project was made possible by funding from JISC. Projects and services must adhere to JISC PR Guidelines and to any additional advice established by the JISC Communications and Marketing team in due course. The current JISC Communication and Marketing Toolkit can be found at http://www.jisc.ac.uk/aboutus/marketing_toolkit.aspx.  
Evaluation
31. JISC undertakes evaluation of its development projects and programmes to ensure that knowledge and results are shared with the wider community and to improve the development programme itself.  Projects are required to participate in programme evaluation activities organised by JISC.

32. The institution and its partners are also required to undertake evaluation of their work.  The institution and its partners must develop an Evaluation Plan as part of the overall Project Plan and report on evaluation results in Progress Reports and the Final Report.  Further information about evaluation is available in the Project Management Guidelines.
Exit/Sustainability Plan
33. Funding is for a limited term as set out in the letter of grant.  The institution and its partners must develop an Exit/Sustainability Plan as part of the overall Project Plan to document the planning needed to get the best value from the work that has been funded.  This will include an assessment of what should happen to deliverables and options for sustainability after funding ceases.  Where the institution and its partners wish to exploit deliverables on a commercial basis after funding ceases, they should submit a business plan with economic models that demonstrate how the product or service will be self-sustaining.  Further information about exit/sustainability is available in the Project Management Guidelines.
Quality Assurance
34. The institution and its partners must put in place appropriate formal quality assurance procedures to ensure that deliverables are fit for purpose and comply with specifications, JISC guidelines on standards and best practice, and accessibility legislation. Projects must develop a QA Plan as part of the overall Project Plan describing the QA procedures they will put in place and supply evidence of compliance when deliverables are submitted. Further information about QA is available in the Project Management Guidelines.
Payment Schedule
35. The schedule of payments will be indicated in the letter of grant. If more than one institution is involved in a project or service, payments will be made to the lead institution.  It is the responsibility of the lead institution to disburse the funds to its project partners.

36. Payment is conditional upon satisfactory progress with milestones and deliverables.  The institution and its partners must supply deliverables and core project documents on schedule or subsequent payments may be withheld.

37. At the end of the project, any unspent funds should be returned to JISC unless a formal agreement is reached with the JISC Executive about how these funds may be spent to further support the work of the project.

38. For financial audit, the procedures of the lead or fund-holding institution will apply.  In general, JISC does not intend to send financial auditors to projects. However, there remains the possibility that JISC's auditors may wish to audit projects. Project fund holders are required to make themselves available for a visit by members of the JISC Executive or nominees on reasonable notice.
Staff Development
39. Funding is for a limited term as set out in the letter of grant.  Near the end of the project funding, institutions should inform project staff about career development opportunities.  These might include information about job vacancies within the institution or opportunities for training and career guidance.
Compliance with UK and EU Legislation
40. The institution and its partners must comply with any UK or EU legislation or any international Treaty obligations currently in force or introduced during the timescale of the project that has implications for the conduct of projects or the deliverables/documents they supply.  JISC will endeavour to inform the lead institution of relevant legislation and supply guidance for compliance.  It is the responsibility of the lead institution to inform its project partners accordingly.  Further advice and guidance is available from the JISC Legal Information Service (http://www.jisclegal.ac.uk/), email: info@jisclegal.ac.uk, tel: 0141 548 4939.
Accessibility
41. In line with Government legislation and social inclusion initiatives, JISC is committed to providing resources that are accessible to a diverse range of users. In order to achieve this, JISC advise that all resources including the project web site meet good practice standards and guidelines pertaining to the media in which they are produced, for example HTML resources should be produced to W3C html 4.01 strict (http://www.w3.org/TR/1999/REC-html401-19991224/)  and use W3C WAI guidelines to double A conformance (http://www.w3.org/WAI/WCAG20/quickref/). Further advice and guidance is available from the JISC TechDis Service (http://www.techdis.ac.uk), e-mail: helpdesk@techdis.ac.uk, Tel: 01904 754 530.
Data Protection
42. The institution and its partners must accept responsibility as the data controller or Joint Data Controllers as defined by the Data Protection Act 1998 (‘the Act’) for the personal data collected and processed as a result of this project.  Neither HEFCE nor the funding bodies accept responsibility for any breaches of the Act which occur due to the actions of project staff or agents directed by them.

43. HEFCE is the recognised data controller for JISC.  In line with the requirements of the Data Protection Act 1998, the institution and its partners hereby grant HEFCE permission to hold the names, job titles, and work contact details of project staff to enable administration of the programme that the project is part of and to keep project staff up to date with information pertinent to it.

44. The institution and its partners also grant HEFCE permission to hold these contact details as part of the main JISC Contacts Database and Project Information Management System. They will be used to contact staff or send them information from other JISC sources relating to forthcoming events or initiatives which may be of interest. 

45. This information is made available to the JISC Executive, staff within the Regional Support Centres and staff within other JISC-funded services and initiatives only for the purposes described above. Contact details held within the Project Information Management System are also published on the project pages on the JISC web site (http://www.jisc.ac.uk/projects). This data will be held until such time as the institution instructs HEFCE otherwise or for the lifetime of HEFCE.

46. Any institution which prefers that project details were not held as part of the JISC Project Information Management System or Contacts Database, or would like any further information about how this data will be processed, should contact the JISC Executive.
Freedom of Information
47. The institution and its partners should be aware that educational institutions are listed as public authorities under Schedule 1 of the Freedom of Information Act 2000 (‘the Act’).  The information created by project staff during the course of the project and as described in their original bid is therefore covered by the provisions of the Act.  

48. Neither HEFCE nor the funding bodies accept any responsibility for the project’s compliance with the Act for information held by the project staff.  This is deemed to be the responsibility of their host institution(s).

49. HEFCE will comply with the terms of the Act for information relating to the project or programme of which it is part that is held by the JISC Executive.  Project staff should therefore be aware that any contracts, information or communications in written form (including email) which are sent to the JISC Executive (including the Programme Manager) may be made available to the public on receipt of a valid request and unless covered by one of the classes of exempt information listed in Part 2 of the Act.

JISC Executive
September 2010
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	Cover Sheet for Letter of Commitment (Stage 1)
(All sections must be completed)
	 

	Name of JISC Initiative:
	Course Data: Making the most of Course Information 

	
	

	Name of Institution:
	

	Full Contact Details for Primary Contact:
Name:
Position:
Email:
Tel:
Address:


	
	

	Length of Project:
	

	Project Start Date:
	
	Project End Date:
	

	
	

	I have read the Funding Call and associated Terms and Conditions of Grant at Appendix A
	YES / NO (delete as appropriate)

	For FE institutions only: Please tick this box if you are an FE institution in England, please tick this box to confirm that you meet the eligibility requirement of teaching HE to more than 400 FTE
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