The purpose of this template is to provide guidance on the format of papers for submission to UTLSEC with the aim of presenting UTLSEC with the appropriate information to enable the Committee to make fully informed decisions.
It is not expected that all headings will be relevant for all documents presented to UTLSEC and sections may be removed from the document prior to submission to the Secretary of UTLSEC. 

University Teaching, Learning and Student Experience Committee
Date

Report on/from the

1. Purpose

This section should provide a brief outline of the purpose of the report and the expected outcome of the paper.
2. Background 
This section should provide the context and background to the paper, including outlining any consultation which has taken place to inform the paper, or referring back to previous decisions giving rise to this paper.  The background section should be no more than two paragraphs long.
3. Key Issues
Each separate issue for consideration should be covered within a sub-section where the key points are explored and the sub-section concluded with any recommendations for consideration by UTLSEC. 

Any detailed background or supporting information should be provided in an Appendix.
Recommendations to UTLSEC should be clear, concise, specific and within UTLSEC’s remit to take action upon.
4. Impact on the Student Experience

This section should be completed to consider the intended impact the proposal will have on the student experience, exploring how any positive impact will be disseminated to students.
Evidence of the links to the Learning, Teaching and Student Experience Strategy objectives and/or priorities identified by UTLSEC should be provided. 
5. Resource implications 

A short overview of resource implications should be supplied in this section, one aim of which is to provide assurance to UTLSEC that a proposal has been fully thought through. It is beyond UTLSEC’s remit to make decisions on resource issues but UTLSEC may make recommendations onto the appropriate body.
6. Implementation/Communication/Monitoring Plans
This section should outline to the Committee:

· The proposed timescale for implementation;
· How the proposal will be communicated to the relevant areas of the University;
· How the impact of the proposal will be monitored and evaluated.
UTLSEC does not need to see detailed plans but needs to be assured that a proposal has been fully thought through, that structures have been put in place to give the best chance of success and impact across the whole institution.
7. Summary of recommendations to UTLSEC
This section should provide a summary of the recommendations to/areas for consideration by UTLSEC.  Again, the emphasis is upon clear, concise and specific recommendations.
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