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Annex 7

Annual TRAC time allocation:

Illustrative time allocation schedules

Scope

This Annex contains examples of time allocation schedules and supporting working papers.

Status

The material in this Annex was originally issued in July 2000.

Notes to users:

· the page numbers and cross-references refer to the original TRAC manual;

· an annual retrospective time allocation (one schedule covering a whole year) is now not an acceptable method for TRAC, whether completed by the head of department or by individual members of staff.  This method of time allocation is illustrated in version 1 in the various forms.  However, version 1 documents give an example of the type of layout and content that could be used instead of that shown in version 2 – as long as they were used as part of a time collection process which was carried out at least three times within the year;

· an additional research sponsor type should be added – PFT (PGR).  There are now seven research sponsor types;

· Research Assistants (RAs) would not generally be asked to complete these time allocation schedules.  100% of their time should now be charged to Research where 100% of their salary is being charged to a single research project or fellowship.  This is the case even if they carry out some Teaching or Support activities (see Chapter C.1 of Part III (annual TRAC) of the Guidance);

· it is not a requirement for secretarial and clerical staff to complete time allocation schedules.  However a version 1 which listed clerical and administrative staff only, could be completed by a head of department.  This would provide a robust way of attributing the time of those staff from Support to Teaching, Research and Other (see Chapter D.2 of Part III (annual TRAC) of the Guidance);

· on the descriptions of activity (version 2), the box ‘All other Research’ should exclude the words ‘PGR supervision’.  This time should be recorded as a separate research sponsor category which would include institution-own-funded students;

· this Annex needs to be read in conjunction with Annex 9 (detailed guidance) as well as Part III Section C.1.

Examples of time allocation schedules

Examples of time allocation schedules and supporting working papers are included in this annex. They are illustrative only.

They show the use of a range of methods:

· annual retrospective time allocation method; in-year time allocation (not diaries)

· completion by head of department; completion by individual staff member

· recording high-level activities (the minimum data required); recording lower-level activities.

The forms are:

	For annual retrospective time allocation (e.g. covering 1999-2000) by head of department:

· time allocation schedule - department

· descriptions of activity (version 1).




	For annual retrospective time allocation (e.g. covering 1999-2000) by individual members of staff:

· time allocation schedule - individual (version 1)

· individual aide memoire (version 1)

· (the descriptions of activity (version 1) shown above are applicable).




The time allocation schedules included for the annual time allocation examples, above, illustrate the use of a minimum number of boxes for completion - e.g. total R (not research sponsor type); total S (not Support to T, Support to R etc).

	For in-year time allocation (e.g. covering a period within 1999-2004) by individual members of staff:

· time allocation schedule - individual (version 2)

· individual aide memoire (version 2)

· descriptions of activity (version 2).




The time allocation schedules included for the in-year time allocation example, above, illustrate the use of a more comprehensive analysis of activity, e.g.:

· R by research sponsor type

· Support analysed into lower-level activities - Support for T, Support for T, Support for O, professional development and scholarship, management and administration.

[xls] Time Allocation Schedule (for department) version 1  as per Volume II Section C4 Annex (p.23)

[xls] Time Allocation schedule (for individuals) version 1  as per Volume II Section C4 Annex (p.25)

[xls] Time Allocation schedule (for individuals) version 2  as per Volume II Section C4 (p.27)

[xls] Individual Aide Memoire version 1  as per Volume II Section C4 Annex (p.26)

[xls] Individual Aide Memoire version 2 as per Volume II Section C4 Annex (p.29)

	
	Descriptions of Activity v1
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Teaching (T)
	
	Publicly Funded Courses
	 
	 

	 
	 
	 
	
	 
	
	
	 
	 

	 
	Giving lectures, seminars and 
	
	All award & credit bearing courses - all students, inc.
	 

	 
	tutorials.  Preparing materials, 
	
	Erasmus, Tempus, etc. incl PGT and sub-degree.
	 

	 
	supervising projects, workshops
	
	
	
	
	
	 

	 
	and lab. work.  Fieldwork and 
	
	Non-Publicly Funded
	 
	 

	 
	organising and visiting placements.
	
	 
	
	
	 
	 

	 
	Assessment, marking and examining
	
	Non-credit bearing courses, full cost short courses, 
	 

	 
	incl. external examining.
	
	courses held overseas and other commercial teaching.
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Research (R)
	
	Own-Funded (or Institution- Funded) Research
	 

	 
	
	 
	
	 
	
	
	 
	 

	 
	Research is to include research and
	
	Research where there is no external sponsorship, 
	 

	 
	experimental development as per the
	
	whether identified as a project or not, including
	 

	 
	1993 Frascati Manual. 
	
	speculative work to investigate potential ideas/projects.
	 

	 
	
	 
	
	
	
	
	
	 

	 
	
	 
	
	All Other Research
	
	 

	 
	Also, the training and supervision of 
	
	 
	
	
	 
	 

	 
	all postgrad research students
	
	Research where an external sponsor has been  
	 

	 
	regardless of their year of study
	
	identified.
	
	
	 
	 

	 
	and source of funding.
	
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Other Activities (O)
	
	Clinical Services
	 
	 
	 

	 
	 
	 
	
	 
	
	
	 
	 

	 
	Other activities includes direct work
	
	Services provided to the NHS under 'knock-for-knock'
	 

	 
	(i.e. work which has an identifiable 
	
	arrangements by departments of clinical medicine and
	 

	 
	income stream) which is neither T nor
	
	dentistry
	
	
	 
	 

	 
	R in academic depts./ schools.
	
	** this will be subsequently re-allocated to T, R, O, S
	 

	 
	 
	 
	
	
	
	
	
	 

	 
	Also, direct work which is undertaken 
	
	Consultancy, Other Services 
	 

	 
	in non-academic departments/units
	
	 
	
	
	 
	 

	 
	(e.g. residences and catering)
	
	Consultancy work contracted to the institution, other
	 

	 
	 
	 
	
	services rendered incl. testing and non-R clinical trials 
	 

	 
	 
	 
	
	and non-T commercial activities
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Support (S)
	 
	 
	 
	 
	 
	 

	 
	 
	
	
	
	
	
	 
	 

	 
	Support activities are those which are undertaken in support of Teaching, Research or Other
	 

	 
	activities (e.g. timetabling, admissions work, exam boards, drafting research and other project
	 

	 
	proposals, refereeing papers)
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	

	
	* including overseas and non-Funding Council funded students on UK courses (will be allocated to 
	

	
	NPF T as a subsequent step if material).
	
	
	
	
	


	
	Descriptions of Activity v2
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Teaching (T)
	
	Publicly Funded Courses
	 
	 

	 
	 
	 
	
	 
	
	
	 
	 

	 
	Giving lectures, seminars and 
	
	All award & credit bearing courses - all students, inc.
	 

	 
	tutorials.  Preparing materials, 
	
	Erasmus, Tempus, etc. incl.  PGT and sub-degree.*
	 

	 
	supervising projects, workshops
	
	
	
	
	
	 

	 
	and lab. work.  Fieldwork and 
	
	Non-Publicly Funded
	 
	 
	 

	 
	organising and visiting placements.
	
	 
	
	
	 
	 

	 
	Assessment, marking and examining
	
	Non-credit bearing courses, full cost short courses, 
	 

	 
	incl. external examining.
	
	courses held overseas and other commercial teaching.
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Research (R)
	
	Own-Funded (or Institution-Funded) Research
	 

	 
	
	 
	
	 
	
	
	 
	 

	 
	Research is to include research and
	
	Research where there is no external sponsorship, 
	 

	 
	experimental development as per the
	
	whether identified, as a project or not, including
	 

	 
	1993 Frascati Manual.
	
	speculative work to investigate potential ideas/projects.
	 

	 
	
	 
	
	
	
	
	
	 

	 
	
	 
	
	All Other Research
	 
	 
	 

	 
	Also, the training and supervision
	
	 
	
	
	 
	 

	 
	of all postgraduate research
	
	Research where an external sponsor has been  
	 

	 
	students regardless of their
	
	identified, and all PGR supervision, incl. RTSG, CASE 
	 

	 
	year of study and source of funding.
	
	and self-funded students
	 
	 

	 
	 
	 
	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Other Activities (O)
	
	Clinical Services
	 
	 
	 

	 
	 
	 
	
	 
	
	
	 
	 

	 
	Other activities includes direct work
	
	Services provided to the NHS under 'knock-for-knock'
	 

	 
	(i.e. work which has an identifiable 
	
	arrangements by departments of clinical medicine and
	 

	 
	income stream) which is neither T nor
	
	dentistry. 
	
	
	 
	 

	 
	R in academic depts./schools.
	
	** this will be subsequently re-allocated to T, R, O,S
	 

	 
	 
	 
	
	
	
	
	
	 

	 
	 
	 
	
	Consultancy, Other Services 
	 

	 
	Also, direct work which is undertaken 
	
	 
	
	
	 
	 

	 
	in non-academic departments/units
	
	Consultancy work contracted to the institution, other
	 

	 
	(e.g. residences and catering). 
	
	services rendered incl. testing and non-R clinical trials 
	 

	 
	 
	 
	
	and non-T commercial activities.
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	Support (S)
	 
	Support for T
	 
	 
	 

	 
	 
	
	
	e.g. timetabling; admissions work and exam 
	 

	 
	Support activities are those which are
	
	boards.
	
	
	 
	 

	 
	undertaken in support of Teaching,
	
	
	 
	 
	 
	 

	 
	Research and Other activities.
	
	
	
	
	
	 

	 
	 
	
	
	Support for R
	 
	 
	 

	 
	 
	
	
	e.g. drafting research project proposals;
	 

	 
	 
	
	
	preparing papers for publication, refereeing papers.
	 

	 
	 
	
	
	
	
	
	
	 

	 
	 
	
	
	Support for O
	 
	 
	 

	 
	 
	
	
	e.g.  drafting project proposals, negotiating
	 

	 
	 
	
	
	contract terms and conditions with external bodies.
	 

	 
	 
	
	
	
	
	
	
	 

	 
	 
	Professional Development & Scholarship
	 
	 
	 
	 

	 
	 
	The maintenance and advancement of personal knowledge and skills 
	 

	 
	 
	(e.g. reading literature, attending conferences, maintaining/acquiring professional skills).
	 

	 
	 
	
	
	
	
	
	
	 

	 
	 
	Management & Administration 
	 
	 
	 
	 

	 
	 
	e.g. membership of departmental /institutional committees, managerial and staff 
	 

	 
	 
	management duties, quality assurance and the provision of management information, 
	 

	 
	 
	secondments/exchanges, all other tasks not attributable to other Support categories.
	 


* Including overseas and non-FC funded students on UK courses (to be re-allocated to NPF T as a subsequent step if material).










