Annex 3.1e — Time allocation survey and workload
planning checklist

Background

This checklist has been provided to collate all of the TRAC requirements that apply to the three
different methods of academic staff time allocation. It does not replace the guidance detailed in
Chapter 3.1 of the TRAC guidance, but provides a collated list of requirements to help TRAC
practitioners ensure they are fulfilling all of the TRAC requirements that apply to their TAS
method.

A column has been provided for institutions to add their own comments if they wish; it is not a
requirement to complete this checklist.

Table detailing all the TRAC requirements that apply to each method of time allocation

Statistical Workload
planning

Institution
comments

In-year
retrospective

response rate

50 academics in
department

50% if more than
50 academics in

by statistician

TRAC 3.1.4.17-3.1.4.21 & 3.1.4.24
requirements
applicable to
all methods
Guidance 3.1.4.22,3.1.4.23 3.1.4.26b 3.1.4.26¢
references &
3.1.4.26a
Collection Maximum 4 To be determined | Annual
period months by statistician
Minimum 3 To be determined | 1
number of by statistician
collection
periods
Minimum 75% if less than To be determined | 75% if less than

50 academics in
department

50% if more than
50 academics in

the collection
exercise?

department department
All grades Yes Yes Yes
within an
academic
department
covered by




In-year Statistical Workload Institution

retrospective planning comments
Are all weeks | Yes — method Sample according | Yes
of the year collects all weeks | to method
covered? in the year developed by

statistician

Is the As a minimum all Yes Yes
collection staff should
completed complete one
every year? year’s worth of

data every three

years
Maximum Yes Yes Incorporated into
look back sign-off window of
period at end two months prior
of collection to period end and
period — 8 two months after.
weeks
Include staff No No No
charged
directly to
TRAC
activities
Completed by | Yes Yes Plan developed
individual by/with Line
academics Manager at the

start of the year
(see 3.1.5.17)

Jointly agreed | No No Yes
with and
approved by
relevant
manager at
the end of the
year
Can datathat | No No No

has not been
compiled by
or approved
by individual
academic
staff be used
in the TRAC
process?
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