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Key campus staff that you need to know about are ..
Vice Principal Operations (VPO)
Academic Operations Co-ordinators (AOCs) & Academic Operations Administrators (AOAs)
Vice Principal Academic (VPA) 
Academic Development Co-ordinator(s) (ADCs)

Lecturer(s) permanent 

Programme Champions/Leaders (Prog Champs/Leaders)
Teaching and Learning Champions (TeL Champs)

Librarian and Assistant Librarian
Programme Manager(s) - where they do not form part of the Senior Management Team

Vice Principal Student Services (VPSS)
Student Relations Manager (SRM)
Career Centre Co-ordinator (CCC)
PR and Event Co-ordinator
Sports Co-ordinator

IT and Facilities – campus dependent

IT Support
Junior HR Officer
Campus Senior Team
The Campus Senior Team is made up of staff members that head up the various departments on campus – all of whom report in to the campus Principal. Academic Operations, Academic Support, Student Services, Marketing, Finance and The Business School (TBS) and some Programme Managers are all represented on Campus Senior Team. The Campus Senior Team members work together to ensure that the campus fulfils VC’s value proposition and maintains the quality of customer service expected of a leading tertiary educational institution.

Together with the VPO, VPSS, PM and the VPA ensures that the provisions of quality education are in line with the policies and procedures of The Independent Institute of Education (The IIE).
Vice Principal Operations (VPO)
The VPO is responsible for the management of the academic operations on campus consisting of the Academic Operations Co-ordinators (AOCs) and the Academic Operations Administrators (AOAs). In essence, the VPO oversees the operational functioning of systems within VC to foster a conducive teaching and learning environment. This means that the VPO ensures that the provisions of quality education are in line with the policies and procedures of the Independent Institute of Education.

Academic Operations Co-ordinator (AOC)
The AOC provides essential operational support to the ICs who lecture on the various programmes they have been allocated to manage. The AOC is responsible for putting together your IC agreement, timetables, providing you with your lecturing material, assessments and checking your claims for payroll.
Academic Operations Administrator (AOA)
The AOA is the assistant to the AOC and provides critical administrative support to the Ops department on a day to day basis. The AOA will capture results and timetable changes. They are responsible for correspondence that is sent to students and their parents/guardians. They also ensure that you are kept informed of all operational matters. 
You need to assist the AOC/AOA team by filling in the registers, completing the communication forms, keeping to marking deadlines and keeping them informed of all matters pertaining to the effective running of the modules you lecture on. You are encouraged to forge good relations with your AOC(s) and AOA(s) and to keep them informed of any operational issues that require assistance in order to ensure that the academic year runs smoothly.

Vice Principal Academic (VPA)
The VPA is responsible for the management of the academic support team on campus. This team consists of: 

· Academic Development Co-ordinator(s) (ADCs)

· Lecturer(s) permanent 

· Programme Champions/Leaders/Co-coordinators 
· Teaching and Learning Champions (TeL Champs)

· Librarian and Assistant Librarian 

· Programme Manager(s) - where they do not form part of the Senior Management Team

In essence, the VPA oversees the quality of academic delivery at VC and serves as the teaching and learning champion on each campus. 

Academic Development Co-ordinator (ADC)
An ADC is a Learning & Teaching specialist and they form an integral part of academic support on campus. The ADC’s role is to nurture best teaching practice by providing guidance and mentorship to new and existing ICs. They are also available to assist you with teaching and learning challenges experienced by your class groups. ADCs welcome your involvement; sharing of best practice is encouraged and regular communication about all things academic will be on their agenda for the year – your contributions are encouraged.

Lecturer (permanent) 
These Lecturers are subject specialists and programme champions/leaders for their specific area of specialisation. What this means is that the Accounting Lecturer will be available to all students studying Accounting as well as to all ICs who lecture Accounting modules. These Lecturers work closely with the IC lecturing team and are there to provide an additional ‘layer’ of academic support to students. Lecturers will run programme meetings, provide workshops and one on one consultation for students requiring their subject knowledge expertise. You are encouraged to meet with the Lecturers on your campus and to find out more about the type of support they can offer you and your class groups. 

The Role of the Programme Champion/Leader/Co-ordinator
The Programme Champion/Leader/Co-ordinator works closely with both ICs and ADCs to identify at-risk students early in the semester so that appropriate support interventions can be put in place. Campuses do refer to this role differently but the role they play is the same.
The Programme Champion/Leader/Co-ordinator will liaise with ICs within their programme(s) to discuss any academic or student concerns which they may have. Your feedback on your students assists this team to identify at-risk students early in the semester so that appropriate and effective intervention plans can be implemented. Programme Champions/Leaders/Co-ordinator will analyse results and this, together with the feedback from you/all ICs, will be documented in a report which is sent to the programme managers, academic support and operations teams.
Technology Enhanced Learning Champion (TeL Champ)
In 2016 we focused on mediating learning online, as well as the driving the adoption of our LMS.  In 2017, we will continue with this strategy, only now we will be building on this.In 2017 we will see increased usage of the tools of VCLearn, such as online marking, Collaborate, etc., that supports not only mediated learning online, but also to provide more formative teaching & learning through feedback. The key purpose of the TeL Champ is to facilitate the process of VCLearn adoption through lecturer and student training. They will support you in your use of VCLearn in your teaching as well as assist you with the concept of mediating learning online.

The TeL Champ role has advanced over the last three years, resulting in a unique resource for you and the full-time staff alike. They are there to support you so we encourage you to make contact with your campus TeL Champ.
The Librarian
The librarian can support you and your students with the following:  grasping the concept of information literacy, online referencing, plagiarism, online databases (Ebscohost, Ebsco ebooks, Jutastat, SABINET), TURNITIN, SafeAssign, and much more… The Librarian can assist you with retrieving instructor resources from the publishers’ websites, DALRO/copy right matters and reprographic reproduction rights. Other resources available in the library include access to the UFS Library and to Ebsco ebooks … and the Librarian is available to assist in training you on how to navigate these resources. The Librarian organises events that are relevant to teaching and learning, book clubs and cultural displays and events. The library has a Teaching & Learning section in the library with titles relevant to teaching in the 21st Century. New titles are displayed in the lecturers lounge.

You are encouraged to bring your students in groups to the library for academic writing, advanced information literacy skills and research sessions. The Librarian will provide training and guidance with regards to information and digital literacy. Educating students about their digital footprints and their responsible usage of technology is essential in today’s world, and this needs to be reinforced by you in the classroom.

The Librarian will welcome your requests and your suggestions in their ongoing efforts to make the Library an exciting and academically relevant place to visit.

Programme Manager (PM)
Programme Managers are there provide academic management and are responsible for his/her School, their role includes the following:

· training and development of lecturers 

· providing academic support for both lecturers and students 
· providing @risk student support 

· improving student retention and graduation and completion rates

· providing operational support for a School  
· championing VCs T&L approach teaching 

· providing specialised marketing and relationship building capacity with key stakeholders

· encouraging academic scholarship
· building and strengthening relationships with industry 

· growth and development of the School.
Vice Principal Student Services (VPSS)

The VPSS oversees the quality of student services support and wellness within VC on campus. 

This team consists of: 

· Student Relations Manager (SRMs) and PR and Events Co-ordinator

· Career Centre Co-ordinator
· SportsCo-ordinator
· IT support team & Facilities team – campus dependant
· This may differ slightly from campus to campus
Student Relations Manager (SRM)

The SRM is an integral part of the Student Services team and is responsible for the social and emotional wellness of students, as well as promoting social responsibility, citizenship and community engagement amongst the students. The SRM provides opportunities for students to get involved with various non-profit organisations either on a volunteer basis or through Work Integrated Learning (WIL). The SRM works closely with VC Cares students. The purpose of VC Cares is to create awareness and involve the wider student body in community projects with the aim of helping those less fortunate. The main focus is on social responsibility and empowerment. The students work with the SRM to identify local charities and communities that will benefit from organised projects and fundraising activities. 

Please refer students to the SRM if you have any concerns about their well-being.
Career Centre Co-ordinator (CCC)
The CCC assists with the placement and preparation of our students and Alumni for the workplace. The CCC does not guarantee the students employment, but rather facilitates their development towards having the requisite skills in order to secure and manage the interview and ultimately secure their own job and begin their career.  Part of this role is to establish networks and relationships with a variety of businesses in the community. Placements may be full-time or on a part-time/casual basis. The CCC will welcome the names of any industry contacts that you feel will be of value to our students and Alumni.

IT Support
With our focus on introducing technology into the VC classroom it stands to reason that IT support be present on campus for those requiring assistance. Data Projectors and Wireless are available for use on each campus. You are encouraged to make use of the technology available to you in order to enrich the learning experience for the students.

Junior HR Officer
The Junior HR Officer is responsible for all your payroll documentation and the maintenance of your IC file.

Support and Resources for Students and ICs

BLUEprint to Student Success
The VC Student Success BLUEprint is a framework that informs integrated student support, especially for first year students.  To make the successful transition into higher education and succeed at an academic and personal level there are twelve key areas for success that each student should engage with for a full and balanced student experience. 
Why is this applicable to me? You play a pivotal role in the students’ academic success. Students should be able to approach you with teaching and learning concerns.

Plagiarism and Referencing
Plagiarism is an on-going challenge at VC. The IIE Intellectual Integrity Policy - this policy is to ensure a fair and consistent manner of dealing with students who have plagiarised. Please read the policy so that you can apply it effectively when marking assignments. You are also welcome to chat to your ADC for more information regarding plagiarism. 
TURNITIN Software when marking assignments:

When receiving your pile of assignments, check the overall similarity report (indicated by the arrow) before starting to mark the assignment. 
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1) Read through to determine if indeed it has been plagiarised. Here are the possible scenarios:

a) General words and phrases are highlighted in a very weak and thin assignment: not plagiarism;

b) The highlighted information has been referenced correctly but assignment is on the thin side with general words and phrases highlighted as well: not plagiarism;

c) Highlighted parts indicate phrases and sentences that have been lifted from other sources and no intext referencing made: PLAGIARISM or COPYING
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Check   Internet Sources    and      Student Papers   Percentage (circled in above image)

With the last scenario (c), the next step is to check where the similarity is occuring: if the “internet sources” similarity is high, obviously the student has “copied & pasted” from a website, whereas if the “student papers” similarity is high, either the student has copied from another student, or both (or all implicated) students have copied from the same source.

2) Lastly, check at the bottom of the TURNITIN report where it says “Excluded Matches”. /
This should not be more than 2%. If so, chat to your AOC as students could be bypassing the system. In other words, students have changed the setting to try to avoid plagiarism. The AOC would be able to go onto the system and pull the actual similarity report(
SafeAssign Software when marking assignments:

This is similar to the TURNITIN software. /This is a service that is offered within Blackboard which is where VCLearn resides, and therefore will most likely replace the TURNITIN submissions.

If students have a problem with their SafeAssign submissions, they are able to make use of the VCLearn Helpdesk, but only after they have asked their AOC:
Email: VCLearnhelpdesk@varsitycollege.co.za
Phone: 0860056463
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AOC/ AOA will check the system to see if Level 1 offence:
If so, you (the lecturer) will handle the plagiarism offence
with student. AOC/ AOA will hand out the necessary 1st
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resubmission to mark. If there is still evidence of
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/Remember that poor referencing is not plagiarism.

Marks are deducted according to the assignment rubic for poor referencing. If there is no allocation in the memorandum, a penalty of 5% against the mark is awarded to the student.
A Developmental assignment will be given to all The IIE first year students to complete. The Developmental assignment is designed to teach students the basic principles of referencing techniques to avoid plagiarism. 
DALRO application process

Ensuring Intellectual Integrity as a Lecturer

As lecturers, we need to lead by example through our own referencing of materials and compliance with copyright regulations.
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   How do you avoid Copyright Infringements?

You will need to apply for permission through DALRO when distributing either electronically or physical hand-outs any notes or supplementary material that is taken from literary sources or textbooks to students for educational means.


   What is permissible? 

1) Short poems, articles, stories or essays are allowed to be reproduced provided that:

a) It is the reproduction of one short poem, article, story or essay or two excerpts from the same author; or

b) Alternatively, it is the reproduction of not more than three short poems, articles, stories or essays from the same collective work or periodical volume.

2) It is for the purpose of teaching a particular class during a specific semester. 

3) It should not unreasonably prejudice the legal interest and rights of the author. 

4) A single copy may be made by or for a lecturer, at his/ her request, for research, teaching or preparation for teaching in a class. 

5) The making of multiple copies is permissible in the following circumstances: 

a)
that not more than nine instances of such multiple copying for one course of instruction to a particular class may occur in any one semester; and  

b) 
that only one copy per student per module may be made by or for a lecturer, and then only for class-room use or discussion.

6)  The reproduced material may not be used to create or replace or substitute anthologies, compilations, collective works, or be a substitute for the purchase of books.


    What does this mean for you, the lecturer?

· Advanced preparation

· Providing the following information on application to Library:

· Title and author(s) of publication (book, journal, periodical, magazine);

· Title and author(s) of specific chapter, section or article to be copied;

· ISBN (book) or ISSN (journal) number;

· Number of pages (as printed) intended to be copied;

· Number of pages of the entire publication;

· Number of copies required and institutional information (who will use the copies…programme, module etc).
     So what is the process to obtain DALRO approval?
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For any further information refer to the DALRO website: http://www.dalro.co.za
Programme Coordination Committee (PPC)
There is one PPC per IIE qualification. The PPC meeting offer an opportunity for The IIE Central Academic Team (CAT), the VC national operations and administration teams and lecturers (subject matter experts) at campuses to work co-cooperatively to ensure the delivery of quality IIE qualifications. In particular, these committees considers conditions for the delivery of qualifications, the review of the qualifications and its associated improvement. PPC meetings will be held at least twice per year per qualification. We therefore strongly encourage you to attend the PCC meetings for the IIE programmes on which you lecture – as lecturer insights and recommendations are essential.  The 2017 dates for the PCC meetings will be provided to you in due course and will also be posted on IIConnect.
VC101 – TERTIARY READINESS PROGRAMME
VC 101 or “Bridging the Gap” is a holistic learning experience, comprising 5 learning units that are relevant, stimulating and will help our students reach their full potential. It is a voluntary programme and the learning units will be presented during certain Meridian Hours.
VC Voice Committee

“VC Voice is a forum for students to engage with staff and let their voices be heard. Please encourage students to get involved and represent their class on the VC Voice Committee”.

Work Readiness Programme (WRP)
Its an on-line exit level “real” work readiness programme, which aims to educate graduating students about the reality of the world of work and covers the critical elements needed for acceptable work readiness in today’s fast paced world. 

WRP comprises of 9 online learning units, each of which should take no longer than 1 ½ hours to complete and can be done in any order and at any time. At the end of each unit there is an assessment, which, when completed successfully will earn the student a badge. 9 units and 9 badges later, done totally online at an individual pace, will see the student complete the course. The learning units are designed to be engaging, interactive and “student friendly” and hopefully will give our students the competitive edge and prepare them for the challenges of the current job market.
Supporting At-Risk Students 
There are a number of basic support interventions that can be adopted to help students with these challenges. See the Supporting documents folder for the Student Support Interventions PowerPoint Presentation.
The Career Centre (CC)
Students are required to register with their Career Centre. This requires a meeting of approximately 45 minutes with the CCC who uses the time to understand the students’ expectations and areas of need. The CCC will profile the student in terms of their personal attributes; communication skills; attitude and deportment. Students are then invited to register with the CC Website. This website lists part-time work opportunities; supporting documentation on CV and covering letter compilation; information on general interests in the form of blogs; podcasts and web links. Throughout the year, students are invited to participate in interactive workshops offered either by industry experts or by the CCC with the aim of equipping the students with work readiness skills and appropriate industry knowledge.  The CCC provides students with skills such as CV writing, interview techniques and how to search for suitable jobs. Students are encouraged to gain work experience through part time work. Obtaining work experience is vital for creating a good CV that will support the students in a competitive graduate environment later on. Furthermore, gaining skills that complement the student’s studies are invaluable.

The CC aims to assist final year students and graduates with full time work opportunities, by actively engaging with corporate companies or small businesses, that offer Graduate Programmes or full-time job opportunities. Mentoring the student through the job application process is critical.

There are a number of annual activities that the CCC are involved in arranging: 

· Careers Evening for final year students

· Careers Fair aimed at students looking for full-time and graduate opportunities

· Part-time Work Expo for casual and part-time work opportunities

· Graduate employment workshops

· VC Alumni Connect evenings
VC Alumni
When students leave VC, they are encouraged to join our VC Alumni Community. Graduates are able to join by completing the online Alumni community contact form on our VC website. Once they join they receive on-going support with all matters relating to their career. Graduates are able to connect with fellow alumni through organised networking opportunities and alumni events. 
Alumni are informed of VC news and Alumni successes through articles and newsletters. It also allows VC to track our graduates and know where they are working. These graduate successes are also posted on to Facebook, LinkedIn, The IIE website and the VC website. VC Alumni have access to graduate job opportunities and career support through our Career Centre (CC). Since its inception the CC has placed over 870+ graduates in full time positions. Many of the opportunities that we currently have on our books have come to us through our Alumni.

My Potential Journey with Varsity College
IC Induction and Orientation
Induction and Orientation is held on campus before the start of the academic year – dates are campus specific. It is essential that you attend Induction before you begin lecturing as you will be given valuable information and guidelines essential for the VC classroom. It is also an opportunity to meet with your fellow ICs and campus staff and to connect with the full-time staff who will be supporting you during the year. Each campus uses a slightly different format for their induction programme, but the aim is the same: to welcome you to a new academic year, to set the tone for the year and to inform you of any changes or developments that will impact on your efficacy as an IC lecturer for VC.

Other meetings, workshops and events
Lecturer Briefings are held at the beginning of each semester to welcome the lecturing team and to update you on specific matters pertaining to your campus. Attendance at these briefings is essential as important information is shared and it is an opportunity for you to raise any questions you may have before lectures begin.

IIEConnect days are scheduled on campus once a year, and are a great opportunity to meet IIE CAT staff members. The day usually follows a theme, the 2017 theme is still to be confirmed.
	11 May 2017
	VC Waterfall

	24 May 2017
	VC PE

	25 May 2017
	VC CT

	30 May 2017
	VC Pta

	02 June 2017
	VC Sandton

	15 August 2017
	VC PMB

	16 August 2017
	VC Dbn N

	17 August 2017
	VC Westville


Opening Address (if to be held on your campus) and Graduation 

Details and dates of these events will be made available at the beginning of each semester in order for you to plan your time effectively.

Development workshops are held at least twice per semester and, as an IC lecturer, you are encouraged to attend at least one of these sessions per semester. Attendance at these workshops can be added to your teaching portfolio as evidence of your continued teaching development. The skills/ideas presented at these sessions will enable you to keep your lectures current, interesting and relevant for your students. It is expected that you will attend a minimum of at least one training/workshop session per semester in order to develop your skills and to remain up to date with current educational trends. Details of these workshops will be made available at the beginning of each semester.
If there is a specific topic you would like to see presented in the form of a workshop, please share your ideas with the academic support team – remember, these workshops are for your benefit and your input will assist the academic support team in ensuring that the topics they present are what you are interested in learning more about.

The Peer Review Process
Peer Reviews take place as part of the IC development process. The purpose of these reviews is to encourage self-reflection and to provide you an opportunity to engage in discussion with either an ADC or VPA. By sharing ideas of best practice the belief is that we will continue to develop a community of learning on each of the campuses and fulfil the VC vision of becoming the best TEACHING tertiary institution in the country.

Student Evaluation (SET) Process
We administer formative SET evaluation form in week three or four of the semester and the ADC(s) will share the student feedback as well as work with you to help you improve your teaching practice. You can personally administer the formative SET evaluation form/document, this will give you an opportunity to shut down any disconnects between you and your students. 
Summative SET evaluation questions for each module will be completed by students online during the final weeks of the semester.
You are encouraged at any time to come and discuss your formative and summative SET ratings/scores with your campus ADC(s) in order to help you improve your teaching practice.

Why does VC allow students to evaluate their lecturers? There are many reasons, here are a few of the ones we think are most important…..
Teaching is all about authentic communication.
Teaching is a dialogue, not a monologue. Great educators listen intently to what their students are saying, feeling and thinking – the evaluation process provides lectures with this valuable feedback. 
It’s based on International Best Practice in Higher Education (H.E.). All over the world in Higher Education the students’ experience of their teaching and learning is surveyed.

Popular lecturers generally deliver the best students’ success rates. There is considerable research that shows a strong correlation between popular lecturers (highly rated by students) and students’ success rates.

Working with the feedback from students is part and parcel of a professional educator’s personal development. No educator is “perfect”, totally in touch and in tune with all of their students all of the time. Student feedback provides an exciting opportunity for a professional in H.E. to critically self-reflect on his/her own teaching practice.

It’s good for business. Our students are our clients who pay large sums of money for the professional services we give them. They have a right to tell us how they feel about their educational experience they have purchased.

Student evaluation takes place at least once a semester per course lectured and students complete all IIE module student evaluation forms (SETs) online and all other external provider modules SET forms are completed in hardcopy. Student feedback is available to you in a summarised form. Generally, the feedback is done with you and the ADC in conjunction with the feedback on the Peer Review session. 

Does the SET process affect my grading as an IC at VC? The student feedback DOES count towards your grading.

What if my students give me a poor rating do I have a chance to remedy this?  

Yes of course you can, set up time with your campus ADC(s) discuss your SET ratings/scores and he/she will help you identify ways to improve your teaching practice.

Keeping up-to-date
You are encouraged to make use of relevant business connections, guest speakers or your own personal involvement in a certain field in order to enrich the learning experience for your students and to provide them with a deeper understanding of their subject that they can then take with them once they graduate.

Self-Reflection on Teaching
The best way to grow as a lecturer is to take time to reflect on your own teaching practices. It provides you with an opportunity to reflect on your strengths as well as areas that you would like to focus on. Look at where your students seem to have gaps in their understanding and ask yourself what you may possibly do differently in order to remedy their lack of understanding.  This will help to determine your teaching philosophy and help you to formulate your own development plan.

Teaching Portfolio
It is important to start building your Teaching Portfolio throughout the year. By formalising it in writing, you are able to evaluate your success against various criteria as mentioned in the IC Grading documents. The vision is to ensure that there is quality teaching for quality learning, with the focus on optimising student learning. A Teaching Portfolio is therefore a reflective process.  At the same time, it determines the rate adjustments at the beginning of the year. Therefore, it is important that you showcase what you are doing in the classroom for evaluative purposes.
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In essence the Teaching Portfolio is..
SOURCE: “Guidelines to compiling a Teaching Portfolio” by John Ballam
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The structure of your Teaching Portfolio should include the following categories: 

1. Description of own stated Teaching Philosophy or Educational Credo 
2. Contracted Teaching Responsibilities, Obligations and Value-add (the approach you take to these should be based on your teaching philosophy or educational credo)

2.1   Innovative and Effective Teaching Strategies


2.2   Innovation in L&T using Educational Technology 


2.3   Material Development 


2.4   Integrated Student Supports


2.5   Marking as Teaching

2.6   Value-add to T&L 

3.  Reflective Analysis - Reflective Teaching Practice and Reflection on Improving your Student Success Rate as measured by module throughput rates
4.  Artifacts (Appendices – evidence to support above claims)

Teaching and Learning at VC

Authentic modern and blended learning experiences 

The Teaching and Learning approach at Varsity College is grounded in education theory and practice that places the student at the centre of the learning process and by providing high impact learning experiences.    The lecturer’s contribution to this process would be to design a range of learning activities that allow students to construct their understanding of the learning content.  It is essential that these learning experiences be extended beyond the classroom using our learning management system called VCLearn.   
How can we help you meet these Teaching and Learning Expectations?  

Each campus will provide a range of opportunities to build the relevant skills that can over time develop into an art of learning design.  The key development areas focused on by the academic support teams on the campus are presented in the diagram below:
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Key focus teaching and learning themes for 2017 
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Teaching Toolbox

For more in-depth information please refer to The Teaching tool box presentation and PowerPoint presentation and The IIE Lecturer Resource Pack doc both available in the Supporting documents 2017 electronic folder that will accompany this document.


Student-Centred Learning



How do we achieve this?

A blended approach that consists of 3 modes of delivery
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VCLearn is a platform hosted on the Blackboard LMS that provides activities, additional resources and links on particular modules to embed theory and to make that all important connection to the world of work.
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VCLearn provides the perfect platform for self-determined, activity-based learning without intruding on the all-important face-to-face (f2f) contact between students and lecturers that has become synonymous with the VC brand.
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	These are the 3 critical factors that students consider important from a teaching perspective.
	       70% of learning is through:
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· In 2017, the majority of The IIE’s Varsity College degree programme students will have access to the VCLearn platform.
· Students will be supported and guided throughout the process; encouraging optimal use of the many resources available to them in the VCLearn space.*

· A mobile app is due to be launched which will allow for simple, user-friendly access, 24/7.

[*John Hattie’s Visible Learning project (2009 - 2012) interviewed in excess of 200m students.]

[*Based on the 70:20:10 Model for Learning and Development (McCall, 1996 – present).]


   What additional features does VCLearn offer?

Students will also be able to use this platform as an 'online dashboard' to access library services, student support, administration, information about VC, upcoming events, and so much more.


  How do I benefit from VCLearn in the classroom?

	Select certain developed activities found within your module to be used as part of your ICE activities.

	Show a video-clip in class to encourage a discussion or introduce a concept. Students can then complete the activity designed around the clip after class.

	Choose activities to be completed after class to reinforce conceptual understanding, and discuss some of their answers in the following lecture to clarify misconceptions.

	Choose certain sections to be completed before class in preparation of the next concept to be explored in more detail. This ties in with the flipped classroom approach(


Note: Each of the modules on VCLearn are divided into learning units and themes that mirror the work to be covered in class. 


 Mediating within VCLearn?

You will also have the opportunity to use the VCLearn platform for the equivalent of 2 x 50minute mediated sessions. 

What does this mean?

As the lecturer you make that all important connection between the content on VCLearn and your students – mediation is the process of unpacking the content, facilitating engagement with the content and guiding the students’ understanding of that content. Part of the mediation process is to provide feedback to your students via the online platform… and, essentially, ensure that the 3 critical factors that students deem important for teaching to take place is met.


       How?

Provide students with a certain task or activity on the VCLearn platform and then provide feedback on that task (or activity) via the platform by using:

· Automated answers that have been preloaded onto the system - with a follow up in a face-to-face setting.

· Individualised written feedback within the blog / journal / discussion board that has been set up on the platform for the purpose of the activity.

· Collective, or summarised, feedback using the notification functionality on the system - followed up with more personalised feedback once back in class.

 Won’t this take a long time?

Not if you carefully select your mediation tool and type of activity. The nature of the mediated sessions will depend on a number of factors; including class size, nature of the subject, required turnaround-time for the feedback etc. Training and support will be provided to guide you and your students through the process of mediation and how to maximise the potential of this blended approach to learning and teaching.
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	My VCLearn is not working?

	
	Are you using Google Chrome?
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	Have you typed the right URL?
	https://myvc.iielearn.ac.za

	
	Username is an email-have you used the correct ending?
	Your employee code@iie.connect.co.za


	
	Changed Password? Did you update on the right platform?
	SAM portal

http://sam.vpn.advtech.co.za/ADV_Admin/FPADM_UserLogin.asp

	
	Still having problems?
	 Speak to your TeL Champ or click on VCLearnhelpdesk@varsitycollege.co.za



Technology – Managing Technology in the Classroom
Let us not pretend that this will be a simple process; you will have to constantly monitor what they are working on, the more interactive (or 2-way) the activity the greater the odds of keeping them focused on the task. Be clear about WHY you are using the Tech or App you have chosen to introduce – explain WHAT the purpose is, HOW the process will unfold and, very importantly, MAKE THE LINK back to the textbook/concept/outcome etc. really CLEAR. Once you have the buy-in of the class, managing the use of technology becomes that much easier.
Preparation for Lectures
Preparation for lectures is essential, even if you have taught the module before. Students are very quick to catch on when a lecturer is ill prepared and will inevitably presume that you are wasting their time. Always prepare more than you think you will need for a 50min session. Plan the important questions that you need to ask and include an opportunity for assessment in order to identify what your students have understood well and where there may still be gaps in knowledge that you need to address.
Student Discipline in the Classroom
It is essential that you encourage a mutually respectful atmosphere in your classroom. Setting realistic rules that everyone agrees to is a good way to start. Students who understand the boundaries and who are part of the discussion regarding acceptable behaviour in class tend to be less likely to act out and become disruptive. Please raise any concerns regarding poor student discipline with a member of either the academic support or operations team who are there to support you in these matters.

The IIE Assessment Strategy and Policy
The purpose of the assessment policy is to make explicit the elements of good academic practice to be observed in assessment undertaken in the name of The IIE. This policy is supported by a set of standard procedures to be followed to give effect to these elements. Small, non-substantive deviations from the procedures and formats are quite acceptable providing such deviations have the approval of the Teaching and Learning Committee. A copy of The IIEs Assessment Strategy and Policy v9 has been included in the Supporting documents folder.

Assessment/Marking
You will be involved in assessment and marking. While UNISA assessments and assignments are external, lCs are encouraged to adopt the ‘teach and test’ approach in class that will require a certain degree of assessment, feedback and marking. 
ICs involved in The IIE and UFS programmes are required to mark assignments and assessments although the setting of both is undertaken at an IIE/UFS level. Marking needs to be accurate and feedback should always be detailed and of value to the student. It is critical that marking deadlines are met as any delays would cause delays to the moderation process and ultimately may delay the release of results to the students.
As a new IC lecturer at VC your first set of marking will be subject to internal review by a peer in the same subject discipline.
The importance of feedback on formative assessments


When people are trying to learn new skills they must get some information which tells 

them that they are doing the correct thing. Both the mastery of content and, more importantly, 
the mastery of how to think requires trial and error learning.

James Pennebaker


	Creative Ways to provide feedback

	· 
	Use Peer Marking

	· 
	Create a summary of common mistakes made and how to correct these

	· 
	Use rubrics/ templates with a comments section

	· 
	Use Web 2.0. applications which support feedback

	· 
	An assessment with ticks and crosses is not feedback
Another interesting option is to use Audio Feedback! We speak faster than we can write and providing students with feedback in a voice they recognise is something students really appreciate.

Watch this clip (https://www.youtube.com/watch?v=s0d-fzUmZ28&feature=youtu.be) that explains how it’s done!
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	5 requirements for assessment to improve learning

	· Provision of effective written feedback is needed from the lecturer

	· Active involvement of the student in his/ her own learning is essential

	· The adjustment of lecturing to take into account results of the assessment and integrate support for misunderstanding is crucial

	· Recognising the influence that assessment results have on the motivation and self-esteem of students is imperative

	· Supporting students to be able to assess their misunderstanding of concepts and how to improve




Align student feedback to levels of Bloom’s Taxonomy to shift perspectives from simply 
making corrections to providing a learning opportunity.



Emily Wray 

Rise Model
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Integrated Curriculum Engagement (ICE)
ICE refers to informal assessment that is conducted during the teaching of the module which focuses on lesson design. A lecturer can ask their students to complete a range of informal assessments (activities/tasks/digital tasks) for which students will be awarded marks that will be included in the CASS calculation. 

What does ICE support/encourage? 
· Promotes student engagement with the content.

· Improves student understanding of the content through active involvement in their own learning. 

· Promotes student responsibility. 

What does ICE support/encourage? 
· Encourages preparation outside of lesson time and application during lesson time. 

· Reflects understanding of concepts through an activity/digital platform. 

· Humanising the classroom – incorporates digital ICE activities to be completed outside the classroom. 

Elements of quality learning design for ICE

Clarity of instruction 
Clear instruction with grading details needs to be supplied upfront. 

Alignment to learning outcome taxonomies
The activity should aim to deepen the level of understanding of the learning objective.  Solo Taxonomy can be used to describe this https://www.youtube.com/watch?v=uDXXV-mCLPg. For example, if the outcome requires the students to apply content it is assumed that they have a thorough understanding of the content already and the activity should be designed in such a way that that it caters for this level of understanding. 

Pedagogy 
The activity should aim to incorporate Learning and Teaching themes of Inquiry Based Learning and Digital Learning Design.  At the very least the activity should allow for student engagement and stimulate understanding of content on a deeper level.

Feedback on the learning 
Students need feedback on the activity in order to complete the learning process.  This is especially important when the activity is based on constructivist principles of learning as feedback serves as confirmation of understanding for the student.  

Feedback of the activity from the learning 
Feedback from the students on the perceived usefulness of the activity will help inform future learning design and ensure the lecturer is aware of the gaps in students understanding. 




General Housekeeping
IIEConnect email address
Upon signing the ICA you will be issued with an IIEConnect email address. 

The aim of this internal email is to facilitate any communication between you (ICs), VC staff and students.   You are requested to check your emails as often as possible.  You are to familiarise themselves with the terms and conditions of email usage. If you would prefer to redirect the IIEConnect email to another email account then please refer to the “IIECONNECT FORWARD” document in the Supporting documents folder for instructions on how this can be done. 

Lecturers’ Forum
The lecturer’s forum is an opportunity for you to raise and discuss matters pertaining to yourself as an IC and your campus in general. These may include issues regarding academics, campus facilities, events, general queries, suggestions and comments. The forum is there to provide our ICs with a voice and you are encouraged to participate in this forum as a means of remaining actively involved in campus matters that directly impact upon you and your time at VC.
Campus Events
As an IC you are encouraged to attend the various VC functions that take place during the year. These may include Opening Address, Graduation and other academic celebrations. There are also a number of social events where your attendance will be greatly appreciated. These include lecturer functions and a number of events organised by the students as fundraisers and certain events that are campus specific. 
Communication Protocol
Keeping the lines of communication open is always important. However, it is also essential that you communicate with the right person or the message will be lost.

	
	To whom do I speak if I have concerns about….?







FAQs:

What happens if I need additional lecture time?

Submit a written motivation to your VPA. Additional lecture time can only be approved by either the campus Principal or VPA for the following reasons…

· Changes to the module which are beyond the control of the lecturer/student and are considered problematic from a national perspective. 

· Content/textbooks which are problematic and identified as such by the CAT and national team.

· Modules which are considered at-risk by the campus team.


What do I need to know about the IIE Assessment Policy?

There should be a minimum of 6 ICE tasks for each module: half are marked against pre-determined criteria and half are awarded as an attempt only.
Lecturers may not extend an assignment submission date with a student or accept an assignment which has passed the due date.


Late submissions and extension must be handled by the AOC/VPO

Students must submit an originality report with their assignments unless otherwise stated.
   


No originality report = 0%. Please keep the AOC informed of these cases.

Students may not leave with their question papers during any assessment (test or exam).
Lecturers may use sections within past exam papers in preparation for assessments. These exam papers are readily accessible to the students in the library. No memorandum may be handed out to students. However, you are still able to make use of these questions to prepare students on the relevant sections to reinforce conceptual understanding.
What is the Bigger Picture?

ADvTECH
· AdvTech listed in October 1987. 
· Currently one of the largest education, training and placement companies in SA. 
· CEO – Roy Douglas became the AdvTech CEO in November 2015.
The Independent Institute of Education (The IIE)
· Dr Felicity Coughlan Director IIE and Group Academic Director of ADvTECH
· IIE is the overarching academic body for Tertiary, Schools and Skills divisions.
· Dr Felicity Coughlan assumes responsibility for academic leadership and governance of all programmes.
· If you would like to know more about The IIE, here’s a link to a great video: http://www.iie.ac.za/Pages/default.aspx 
The IIE VISION
To be the leader in providing, through various private educational institutions, high quality career-focused higher and further education programmes.

The IIE has four faculties:

· Faculty of Commerce (Head of Faculty/HOF: Dr Willy Englebrecht)
· Faculty of Humanities (Head of Faculty/HOF: Dr Franzél Du Plooy-Cilliers)
· Faculty of Information and Communication Technology (Head of Faculty/HOF: Nola Payne
· Faculty of Social Sciences (Head of Faculty/HOF: Dr Zakhele Mbokazi)
VARSITY COLLEGE 
Managing Director is Louise Wiseman she became the Managing Director from 1 November 2016.
Varsity College Customer Value Proposition
The IIEs Varsity College is a premium, private higher education brand that is based on a uniquely progressive approach to learning and development. This student-centric approach focuses on academic excellence, market-leading teaching practices, comprehensive student support and authentic campus experiences …best preparing its students for accelerated progress through studies, career and life.

The VC campuses
Check out the information relevant to campus/site at: http://www.varsitycollege.co.za/ 
Click on the ‘campuses’ link and select which campus you are interested in finding out more about.

Full-time Qualifications offered at VC in 2017 (excluding phase out programmes e.g. UNISA modules and UFS LLB and others)

IIE DIPLOMAS & HIGHER CERTIFICATES
·  4 IIE Business qualifications
·  2 IIE Information Technology qualifications
·  2 IIE Humanities qualifications
IIE DEGREES (full-time)
10 IIE undergraduate degrees:
· Bachelor of Commerce degree (all 3 years, we offer 4 core disciplines Finance and Accounting; Financial Management; Marketing Management and Strategic Management) 
· Bachelor of Commerce in Law degree (all 3 years)
· Bachelor of Commerce in Economics degree (1st  and 2nd year)
· BA degree (all 3 years)
· Bachelor of Arts in Corporate Communication degree (all 3 years)
· BBA in Hospitality Management degree (all 3 years)
· Bachelor of Education in Foundation Phase Teaching degree(1st and 2nd year)

· Bachelor of Education in Intermediate Phase Teaching degree (1st and 2nd year)

· Bachelor of Computer and Information Sciences in Application Development (1st year only)

· Bachelor of Accounting (1st year only)
Offered by The Business School (TBS)

SLPs include:
IIE Business Management – Distance * 

IIE Operations Management *

IIE Marketing Management – Distance * 
IIE Principles of Employment Law *

IIE Marketing Management – Online * 

IIE Project Management

IIE Digital Literacies *



IIE School Operational Planning *

IIE Strategic Human Resource Management
IIE Education Mentoring & Leadership *

IIE Event Management 



IIE Supply Chain & Logistics Management

IIE Finance for Education Managers * 

IIE Teaching & Learning Development *

IIE Finance for Managers * 


IIE Teaching Digital Citizenship *

IIE Fundamentals of SA Legal System * 

IIE Introduction to Personal Computing * 

IIE Web & Digital Literacies *


IIE Leadership & People Management * 

IIE Whole School Management * 

IIE Legal Office Support * 

IIE Introduction to Public Relations* 

IIE Office Administration (Only at PE)

IIE Strategic Management: Concepts & Practice *

Sage Pastel Accounting * New Name: Accounting Software

IIE Bookkeeping and Business Calculations – Distance*

IIE Principles of business Management – Distance*

IIE Introduction to Project Management – Distance*

IIE Business Communication – Distance*

IIE INRS018 – Introduction to Research
* Students enrolled in these programmes, can apply, on successful completion, for exemption, based on recognition of prior learning, for the equivalent module offered on a full-time qualification/SLP when registering for any other IIE programmes.
PART-TIME QUALIFICATIONS
In order to gain a Higher Education qualification, students can brea- up their studies into a series of modules and complete their qualification on a part-time basis.

 

IIE Bachelor of Commerce degree – Distance



ICB National Diploma: Technical Financial Accounting

IIE Higher Certificate in Business Principles & Practice 

ICB National Diploma: Financial Accounting

IIE Higher Certificate in Legal Studies 

ICB Certificate: Office Administration

ICB National Certificate: Bookkeeping 

ICB Further Education & Training Certificate: Bookkeeping

IIE Education Management Development Programme 

IIE Technology Enhanced Learning Programme

IIE Management Development Programme

IIE BCom Honours in Management 

CIMA Management Level

CIMA Strategic Level

CIMA Operational Level

Survival Guide for general administration

Please read Guideline for Lecturers ADMINISTRATION AND OPERATIONS 2017 that will provide you with all the relevant information you need with regards to payroll and procedures. . See the Supporting documents folder for the Guideline for Lecturers ADMINISTRATION AND OPERATIONS 2017 document.
Timetables
Timetables are designed to optimise student learning. It will therefore not always be possible to accommodate your constraints and requests, particularly where you are lecturing across departments and qualifications. Please ensure that you communicate with each of your AOCs, as each one is responsible for timetabling his/her programmes. Once your timetable has been finalised, it is very difficult to reschedule lectures. In the event of an unavoidable circumstance, please refer to the information on rescheduling.  Remember not to load your day with too much lecturing. Lecturing for long hours is draining and you need to have a break between lecturing blocks. 

Marking and Student Results
It is important that you track the progress of your students. Results are indicative of how much a student understands and a reflective tool to assess the effectiveness of your lecturing style.
The IIE Student Code of Conduct Policy
As an IC, it is key to create a warm, safe environment conducive to learning. At the outset, establish a clear set of boundaries in the classroom and apply class discipline in a consistent way. If you witness any form of serious student misconduct, refer the matter directly to the AOC/ADC or VPO/VPSS/VPA.

Rate Adjustments
For those ICs who are re-contracted, the contracted rate will be based on the level of service delivery within the module rate band. To recognise excellence in Teaching, and thus reward measurable quality teaching and service delivery; and to identify those in need of stronger and specific development support, the three criteria (students’ evaluation of teaching, a Teaching Portfolio and Principal’s discretionary rating) are used to grade ICs on the level of his/her service delivery. 
Grading is at one of five levels - Level 1 being the lowest and Level 5 the highest. This system enables us to recognise and applaud significant improvements and the best in teaching based on known criteria and to better align rates to quality of teaching within the appropriate module rate band. 
Rate adjustments within the module band for ICs will be effected once a year in January, based on quality of service delivery and level from the previous.
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Plagiarised Assignments…what now? 
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Tip:


Not one type of feedback is right for every assessment. Different strategies should be used to share constructive written feedback with students.
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The rise model encourages feedback which is not simply informative but moves students towards improvement.
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