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Transnational program contingency planning
The plans outlined below are designed for use in the event of unforeseen circumstances that prevent staff travelling to teach or supervise transnational students.

General approach
1. The Division’s contingency planning arrangements should be made known to students, staff and partners in advance so that they may know and understand their role and expectations.
2. Reference to contingency planning arrangements should be included in:   student program and course handbooks and websites;   staff induction materials;   and contracts with partners.
3. As far as possible, heads of schools and program directors should consult with the partner before putting contingency plan into effect.
4. It is acknowledged that for many transnational students face-to-face teaching by a UniSA teacher is an important element of the program and that the use of substitute teachers or distance teaching may not be acceptable.

5. Email and website notices are expected to be the major means of communication if unforeseen circumstances arise.   Where time is short, partners may have to be asked to give immediate notification by telephone or other local means.
6. Continual succession planning is essential.   As far as possible, sufficient depth of teaching expertise must be available to deliver each course, whether from continuing or sessional staff, to ensure that delivery is not unduly disrupted by the unavailability of teaching staff.
7. All teachers for transnational programs should have appropriate skills in alternate teaching technologies before undertaking transnational teaching.   The Flexible Learning Centre should be approached to develop and deliver a 2-3 hour workshop to familiarise staff with (rather than build expertise in) appropriate technologies.   Individual staff might undertake further training as part of staff development in technologies identified as valuable for teaching.

8. The conditions under which program fees may be amended or refunded should be written into contracts with partners.   Guidelines should be developed to ensure that fee amendments or refunds are administered effectively and equitably.
Alternative teaching options

1. ‘Centra’ video conferencing

2. On-line synchronous chat and chat log

3. Course website postings including lecture content, tutorial content, quizzes, tips for assignments, additional references, suggested reading, mock examinations

4. Asynchronous discussion boards monitored three times a week

5. On-line streamed video (not suitable for courses with whiteboard content that cannot be adapted as text is too small to be useful on screen)

Alternative assessment/examination options
1. Take-home examination, specified time period – download examination and upload (AssignIT, email, fax) results in specified time perod (requires live help support if AssignIT is used).

2. Replace examination with final assignment (AssignIT, email, fax) results in specified time period (requires live help support if AssignIT is used).

3. On-line quiz/form (not suitable for assessment that requires formatting, tables, graphs, etc)

4. Student to do examinations with an individual invigilator (students will organise this themselves using the agree Flexible Learning Centre external student process).

Scenario 1

· No UniSA travel bans in place

· Teacher decides not to travel

Option 1.1
	Person responsible
	Action

	Head of school in consultation with program director and transnational partner


	Identify another UniSA teacher who is willing to travel



	Head of school


	Inform program director

	Program director
	Inform the following:

· New teacher

· School transnational administrator (or equivalent)

· Transnational partner

Contact new teacher

· Resolve administrative arrangements
· Provide teaching materials and other resources

Liaise with partner on:

· Variations to teaching arrangements

· Advice to students



	School transnational administrator
	Amend travel bookings



	Transnational partner
	Confirm variations to teaching arrangements

Advise students of new teacher and arrangements




Scenario 1

· No UniSA travel bans in place

· Teacher decides not to travel

Option 1.2

	Person responsible
	Action

	Head of school in consultation with program director and transnational partner


	Select offshore teacher to deliver face-to-face teaching in place of the UniSA teacher if consistent with the terms of the contract with the transnational partner [the scope for this option will limited in some cases by the contract terms, in other cases by the students’ expectation that they will be taught by a UniSA teacher, and generally by the practical difficulties of assuring quality]



	Head of school
	Inform program director


	Program director
	Inform the following:
· New teacher

· School transnational administrator (or equivalent)
· Transnational partner

Contact new teacher

· Resolve administrative arrangements

· Provide teaching materials and other resources

Liaise with partner on:

· Variations to teaching arrangements

· Advice to students



	School administrator
	Amend travel bookings



	Transnational partner
	Inform the teacher

Confirm variations to teaching arrangements

Advise students of new teacher and arrangements




Scenario 1

· No UniSA travel bans in place

· Teacher decides not to travel

Option 1.3
	Person responsible
	Action

	Head of school in consultation with program director and transnational partner


	Decides that no alternative teaching arrangements are practicable or desirable and that teaching should be suspended and rescheduled.

	Program director


	Inform the following:

· Teachers

· Co-ordinator, Transnational Programs

· Transnational partner

· School transnational administrator (or equivalent)


	Transnational partner
	Informs students



	Program director in consultation with transnational partner


	Produces resumption of activity plans and schedules




Scenario 2
· University travel ban has been issued

· Teachers recalled

Option 2.1
	Responsible person
	Action

	Executive Officer to Pro-Vice-Chancellor


	In consultation with Heads of School and school administrative staff, compile list of teachers currently offshore and their itineraries

	Pro-Vice-Chancellor


	Decide to recall teachers

Inform Heads of School



	Head of School


	For teachers able to return to Adelaide, arrange to:

· Contact teacher to return

· Contact teacher’s family if necessary

· Advise Pro-Vice-Chancellor of action taken

For teachers prevented from returning to Adelaide, arrange to:

· Contact teacher and arrange
· Accommodation

· Cash advance through hotel if teacher has no UniSA credit card

· Contact teacher’s family

· Advise Pro-Vice-Chancellor of action taken

For staff about to depart or en route, arrange to:

· Contact teacher to return to Adelaide or divert to next safe destination
· Contact teacher’s family if necessary

· Advise Pro-Vice-Chancellor of action taken




Scenario 3
· UniSA travel bans are in place

· Students cannot congregate

· No teaching is possible

Option 3.1
	Person responsible
	Action

	Head of School in consultation with program director and transnational partner


	Decides to suspend activity and reschedule
See Option 1.3 above


Scenario 4
· UniSA travel bans are in place

· Some UniSA and local teaching has taken place
· Students cannot congregate for remaining activities
Option 4.1
	Person responsible
	Action

	Program director


	Contact Flexible Learning Centre and other services about alternative options



	Head of School in consultation with program director


	Decide whether to use alternative options to cover outstanding teaching and assessment requirements and, if so, inform Flexible Learning Centre etc.

	Program director
	Inform transnational partner

Schedule ‘Centra’ information sessions for teaching staff, if applicable
Provide Flexible Learning Centre etc with partner contact details for discussion of technical issues
Develop new teaching timetables and assessment schedule as required by alternative delivery option

Inform program staff of new teaching timetables and assessment schedules

Inform Co-ordinator, Transnational Programs



	Transnational partner
	Inform students of new teaching timetables and assessment schedules

Work with Flexible Learning Centre etc to implement alternative arrangements


	Teachers


	Develop alternative delivery in accordance with new timelines

Confirm new delivery with program director



	Program director in consultation with transnational partner


	Develop notification for students about alternative delivery methods

	Teachers, in collaboration with Flexible Learning Centre and partner


	Deliver courses by alternative methods



	Co-ordinator, Transnational Programs


	Check student enrolment implications, if any


	Head of School in consultation with Business Development Manager (International)


	Consider any amendment to fees for advice to Pro-Vice-Chancellor



	Pro-Vice-Chancellor
	Determine any amendment to fees (including refunds)
Arrange to advise:

· Head of School

· Division Accountant

· Co-ordinator, Transnational Programs



	Head of School


	Advise fee amendments to

· Program director

· Transnational partner



	Transnational partner


	Inform students of fee amendments

	Division Accountant in consultation with 

Co-ordinator, Transnational Programs


	Arrange fee adjustments and refunds




Scenario 4
· UniSA travel bans are in place

· Some UniSA and local teaching has taken place

· Students cannot congregate for remaining activities

Option 4.2
	Person responsible
	Action

	Head of School in consultation with program director and transnational partner


	Suspend activity and reschedule
See Option 1.3 above


Scenario 5
UniSA travel bans in place

Students can still congregate in offshore location

No UniSA or local teacher or alternative delivery method available

Option 5.1
	Person responsible
	Action

	Head of School in consultation with program director and transnational partner


	Suspend activity and reschedule
See Option 1.3 above


Scenario 6
UniSA travel bans in place

Students can still congregate in offshore location

No UniSA teacher available

Local teacher or alternative delivery method available

Option 6.1
	Person responsible
	Action

	Head of School in consultation with program director and transnational partner


	Decide to use local teacher

See Option 1.2 above


Option 6.2
	Person responsible
	Action

	Head of School in consultation with program director and transnational partner


	Decide to use alternative delivery method

See Option 4.1 above


Option 6.3
	Person responsible
	Action

	Head of School in consultation with program director and transnational partner


	Suspend activity and reschedule
See Option 1.3 above
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