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We will consider any request for this procedure to be made available in an
alternative format.

We review our policies and procedures regularly to update them and to ensure
that they are accessible and fair to all. All policies and procedures are subject to
equality impact assessments. Equality Impact Assessments are carried out to see
whether the policy has, or is likely to have, a different impact on grounds of age,
disability, gender reassignment, marriage and civil partnership, pregnancy and
maternity, race, religion or belief, sex, sexual orientation, or human rights.

We are always keen to hear from anyone who wants to contribute to these impact
assessments and we welcome suggestions for improving the accessibility or
fairness of the policy.

To make suggestions, seek further information or if any employee has difficulty
understanding this policy, please contact ictservices.helpdesk@newdur.ac.uk
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New College Durham

VLE Management Policy
Scope

A Virtual Learning Environment (VLE) enables the delivery of online learning
and supports both learners within an institution and distance learners, who
remotely access course and assessment materials hosted on the
institution's VLE.

This Policy describes the requirements that must be met by relevant parties
to maintain good management of the College’s VLE and provides direction
and support for the management of the VLE.

Responsibilities

Responsibility for ensuring compliance with this Policy lies with the Senior
Leadership Team (SLT).

The ICT Department has responsibility for ensuring this policy is in place;
ensuring the system is accessible; administrating user permissions;
highlighting any requirements for upgrades to the VLE and for implementing
any planned changes.

It is the responsibility of the Head of Enhanced Learning & Digital
Transformation to assess current use of the VLE; ensure that the VLE satisfies
the educational goals of the College and to make relevant guidelines and
support available to users. The Head of Enhanced Learning & Digital
Transformation is the VLE System and Data Owner.

It is the responsibility of the Curriculum Information Services (CIS) department
to ensure that all students, staff, and course information in the Student Records
Management System is accurate so that data can be shared and used for the
operation of the VLE System.

Compliance with this Policy is compulsory for all staff employed by the
College. It is the responsibility of Heads of School/Department and their
VPs/APs/Directors to ensure that their staff are made aware of the
existence of this policy and its content.

Policy Statements

a. Infrastructure and Software
The VLE platform will provide:

i. Controlled access to curriculum that has been mapped to elements that
can be separately assessed and recorded.



i. the ability to track student activity and achievement against these
elements.

ii. support of online and remote learning, including access to learning
resources, assessment, and guidance (the learning resources may be
developed in house or professionally produced); and

iv. communication between the learner and the tutor to provide direct
support and feedback for learners, as well as peer-group
communications

. Accessibility

Where possible, all relevant VLE material will be accessible to staff and
learners, both on and off site, always and will be compliant with accessibility
guidelines provided by W3C standards. Any scheduled interruption to the
service will be announced in advance and all possible steps taken to ensure
minimum disruption to users.

Guidelines, training, and accessibility templates will be developed and
promoted by the Head of Enhanced Learning & Digital Transformation (or
staff delegated on their behalf) to assist teaching staff in developing
accessible course material.

In line with the Special Educational Needs and Disability Act of 2001
(SENDA) and the Disability Discrimination Act of 2005 (DDA), consideration
will be given to the requirements of learners with disabilities and the College
will seek to achieve compliance with The Public Sector Bodies (Websites
and Mobile Applications) (NO.2) Accessibility Regulations 2018.

Users who need to have temporary access to areas of the VLE covering
courses on which they are not timetabled must make a request on the ICT
HelpDesk.

The College is committed to providing a website that is accessible to the
widest possible audience, regardless of technology or ability. The College
will actively work to increase the accessibility and usability of our website
and in doing so adhere to many of the available standards and guidelines,
in particular The Public Sector Bodies (Websites and Mobile Applications)
(No.2) Accessibility Regulations 2018.

The College will adhere to the accepted guidelines and standards for
accessibility and usability, although it is recognised that it is not always
possible to do so in all areas of the website. The College will continually
investigate solutions that will bring all areas of the site up to the same level
of overall web accessibility.



c. Resourcing

The Head of Enhanced Learning & Digital Transformation or delegated staff
on their behalf will act in an advisory capacity to:

i. provide support and advice to academic staff.

i. provide guidance and support to schools and departments on issues
deriving from the principles of this Policy.

iii. provide development and research in the pedagogical issues around e-
Learning and the use of the VLE.

iv. help develop tools and methodologies to assist the process of e-Learning
and the correct use of the VLE; and

v. actively promote staff development in e-Learning and the use of the
VLE.

d. Content / Quality

Teaching staff will be responsible for the content and quality of materials
posted on the VLE by having the ability to access and review all published
content. However, the Head of Enhanced Learning & Digital Transformation
or staff delegated on their behalf will provide development guidelines to
ensure:

i. the maintenance and upkeep of course material is straightforward to
implement.

i. consistency and ease-of-use for the learners is a high priority; and
iii. best practice in the use of the VLE is encouraged.
e. Copyright / Intellectual Property
It is the responsibility of all staff members who create and post material on
the VLE to have a clear understanding of who owns the work. In addition,

all staff should be aware of the College’s Copyright Policy and associated
guidelines.

f. Data Protection

The VLE contains personal information regarding the engagement of
learners within the context of their programmes, their assessments, and
records of their project work. Learners are made aware of this in our Privacy
Notice. Staff should not store ILP, or pastoral/learning support data on the
VLE as these are held in other College systems.


https://www.newcollegedurham.ac.uk/download/File/0/bqqh3z.pdf/

Student personal data held on the VLE is expunged 2 years after the
student’s course is completed. Copies of student work submitted to anti-
plagiarism software will be retained for 5 years. - is this still true when
we move to Teams?

It is the responsibility of all VLE users to adhere to the College’s Data
Protection Policy with regard to information stored on the VLE.

. Provision of Support and Training

Current online user support will be maintained and developed by the Head
of Enhanced Learning & Digital Transformation and staff delegated on their
behalf. This will include online manuals, Frequently Asked Questions (FAQ)
lists and a knowledge base. This approach will enhance information sharing
as well as increasing user familiarity with using online resources.

User support will be accessed by contacting the Head of Enhanced
Learning & Digital Transformation

ICT Support will only be directly requested by users if the VLE is unable to
be accessed. In other cases, ICT Support will be second line support
accessed by the Head of Enhanced Learning & Digital Transformation as
required.

Training on the correct use of the VLE is offered to teaching staff on an
ongoing basis (either as one-to-one or group sessions), for staff inductions
and for staff development events by the Head of Enhanced Learning &
Digital Transformation.

. Online Safety

Guidance relating to staying safe online is accessible via the student
intranet or using the following link: Microsoft CyberSecurity Awareness Kit
(newdur.ac.uk) Information relating to social engineering, phishing, email
security, malware, viruses and awareness is available to all staff and
students. This provides an effective college approach to online safety to
protect and educate students, and staff in their use of technology and
establishes mechanisms to identify, intervene in, and escalate any concerns
where appropriate.

Web Filtering

The College have developed a process of web filtering to uphold
responsibility to safeguard and promote the welfare of students and provide
them with a safe environment in which to learn. This process ensures
appropriate filters and monitoring systems are in place, determined through
category and age assessment.


https://www.newcollegedurham.ac.uk/download/File/0/op3m29.pdf/
http://www.newcollegedurham.ac.uk/common/school/about/foi/Documents/data_protection.pdf
https://intra.newdur.ac.uk/studentIntra/s_ict_online_safety.html
https://intra.newdur.ac.uk/studentIntra/s_ict_online_safety.html

j- Safeguarding

The College are committed to ensuring the safety of staff and students when
accessing the internet. Being safe online means individuals are protecting
themselves and others from online harms and risks which may jeopardise
their personal information, lead to unsafe communications or even effect their
mental health and wellbeing. The College Safeguarding Young People and
Adults at risk policy provides guidance relating to online and internet safety.
Further information can be found on the College Safeguarding application by
following this link.

4. Relationship with Existing Policies

This Policy has been formulated within the context of the following College
documents:

Copyright Policy

Data Protection Policy

Equal Opportunity and Learning Support Policies

Information Security Policy

Records Management Policy

Safeguarding Young People and Adults at risk Policy and Procedure

5. Evaluation and review
This policy will be reviewed every five years by SLT.
In addition, the effectiveness of this Policy will be monitored as necessary on

an on-going basis to ensure it is compliant with relevant legislation and
reflects current practice


https://safeguarding.newdur.ac.uk/support.html
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