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UWTSD: An introduction
The University of Wales Trinity Saint David (UWTSD) was established on 18th November 2010, through the merger of the University of Wales Lampeter and Trinity University College Carmarthen, operating under Lampeter’s Royal Charter of 1828. On 1st August 2013, Swansea Metropolitan University joined UWTSD.   
The university holds the oldest Royal Charter in Wales and England after Oxford and Cambridge. In 2011, HRH the Prince of Wales became its Royal Patron. 
UWTSD provides a comprehensive educational spectrum from entry level to post-doctoral research, fostering benefits for learners, employers, industry, and communities.
UWTSD has three main campuses in South West Wales, Carmarthen, Lampeter and Swansea, as well as campuses in Birmingham and London and learning centres in Cardiff.
Our students
UWTSD has more than 15,000 students. Many are mature, come from non-traditional backgrounds, and may not speak English as their first language. 
Our students study a wide variety of subjects, from Business to Motorsport Engineering, and from Ancient Civilisations to Digital Health.
Our vision
UWTSD’s vision is far-reaching: our vision is to be a University for Wales, with a commitment to the well-being and heritage of the nation at the heart of all that we do. 
Central to our vision is the promotion and embedding of a dual-sector educational system which educates learners of all ages and backgrounds, and stimulates economic development in our region, across Wales and beyond.
Our staff
UWTSD employs nearly 1,500 staff, of which more than half are academics. The majority of staff are permanent. More than half of staff are employed full-time. 
As a UWTSD employee, you are part of a community of dedicated professionals from a variety of backgrounds and origins.


Who is who for you
This section provides an overview of the university’s professional services and the four institutes.
The professional services 
· Academic support: The Academic Office provides support to students and staff with academic matters, such as regulations, student cases, programme validation and planning, surveys and learning and teaching.
· Student services: The Student Services department offers a range of services to help students succeed, including financial support, careers support, and health and wellbeing support.
· IT support: The IT department provides support to students and staff with IT-related issues, such as computer problems and software troubleshooting.
· Library and learning resources: The Library provides access to a wide range of resources, including books, journals, and electronic databases. The learning resources team offers a range of services to help students with their studies, such as workshops, tutorials, and online resources.
· Marketing and communications: The Marketing and Communications team is responsible for promoting the university to potential students and partners. They also produce a range of materials, such as brochures, websites, and social media content.
· Estates and facilities management: The Estates and Facilities team is responsible for the maintenance and upkeep of the university's buildings and grounds. They also provide support to students and staff with accommodation and other facilities-related issues.
Helpdesks
The University offers two helpdesks: the IT Service Desk and the Estate Service Desk, where you can submit your support requests.
· IT Service Desk
· Estates Service Desk
Institute structure 
There are four institutes at UWTSD; each one includes disciplines and academies.
· Institute of Education and Humanities
· Yr Athrofa: Centre for Education (Teacher Education) 
· Yr Athrofa: Centre for Education (Professional Learning and Leadership) 
· Academic Discipline: Childhood, Youth and Education   
· Academic Discipline: Psychology and Counselling   
· Academic Discipline: Humanities and Social Sciences 
· Rhagoriaith - Centre for Welsh Language Services 
· Global Humanity for Peace Institute
· Institute of Inner City Learning
· London Campus
· Birmingham Campus
· Institute of Management and Health
· Academic Discipline: Business (incorporating Wales Academy for Professional Practice and Applied Research) 
· Academic Discipline: Sport and Healthy Living 
· Academic Discipline: Swansea Law School 
· Academic Discipline: Digital Health and Care 
· Academic Discipline: Hospitality and Tourism Management 
· Applied Research Academy: Wales Academy of Health and Physical Literacy 
· IMH Academic Partnerships
· Wales Institute of Science and Art
· Academic Discipline: Applied Computing 
· Academic Discipline: Engineering, Manufacturing & Automotive 
· Academic Discipline: Design & Performing Industries, incorporating Wales Academy of Voice & Dramatic Arts Cardiff 
· Academic Discipline: Art & Media   
· Academic Discipline: Architecture, Construction & the Environment 
· Advanced Manufacturing Skills Academy 
· International Institute for Creative Entrepreneurial Development
· Academy of Sinology. UWTSD also includes the Academy of Sinology.
Your institute and discipline 
You can find more information about all institutes, disciplines, and academies at the following link: Our Institutes
Please consult the supporting documentation provided by your Line Manager alongside the link for this training for information specific to your institute and discipline.
Who can help you?
	What
	Who
	Email
	Telephone

	Contract issues
	Human Resources
	humanresources@uwtsd.ac.uk

	

	Pay 
	Finance Department
	payroll@uwtsd.ac.uk 
	

	Programme of Study
	Programme Manager
	**This information has been provided to you as part of the supporting documentation**
	

	IT Issues
	IT Service Desk
	itservicedesk@uwtsd.ac.uk

	0300 500 5055

	Office or classroom Issues (desks, chairs, etc.)
	Estates Service Desk
	
https://quantarc.uwtsd.ac.uk/

	

	Issues relating to students and processes
	HWB
	hwb@uwtsd.ac.uk
	0300 131 3030


Here is a directory of who to contact for the most common issues you may experience. On the Staff Intranet, you'll find further information on support available.


Regulations and policies
All UWTSD Academic Regulations and Policies are available on the UWTSD website. 
In the Academic Quality Handbook (AQH), you will find both the regulations and the relevant policies. You can find it at the link below. We suggest you bookmark it for ease of access.
Academic Quality Handbook
For you, the most relevant chapters are: 
· Chapter 7: Assessment of Taught Programmes 
· Chapter 12: Student Policies
You will also find forms relating to regulations can be found under Related Policies, Appendices and Forms.
Important!
· Changes to regulations are normally published each September.   
· Always use the forms and policies from the website, rather than versions that you have saved. Changes to forms and policies can happen at any time during the academic year. 
· Please check your email regularly and ensure that you read the Staff Bulletin. 


In class and outside
In this section, you will find information regarding basic elements and expectations according to UWTSD policy.
Accessibility
All materials given to students should be accessible as per Public Sector Bodies (Websites and Mobile Applications) (No.2) Accessibility Regulations 2018. 
For a quick guide, use Appendix 1.
Speak to your programme manager regarding any types of materials that you should provide for specific students, according to their statement(s) of compensatory measures. 
In class
It is expected that you will begin and end all session on time and in the time specified in the timetable. 
It is expected that you will finish sessions about 10 minutes before the end of the session to allow for orderly transition between sessions. 
Breaks are important, particularly for any session longer than one hour.  
Lecture recording
The UWTSD Lecture Recording Policy can be found in the Academic Quality Handbook web page.
The following is a quick guide to the policy. 
· Lecture recording policy: Student experience enhancement
· Policy aims to improve student experience with lecture recordings for learning and review. 
· Students can revisit lectures from their programme's modules.
· Lecturers can reuse recordings for educational resources or personal development.
· Other uses require consent from all participants.
· Policy covers in-person and online lectures, seminars, tutorials, public lectures, and pre-recorded lectures for flipped classrooms or online learning.
· Consent challenges may arise in interactive teaching formats. Remember to pause the recording.
· Recording guidelines and authorisation
· Recordings made through automated systems, not meant to meet professional standards. 
· Microsoft Teams and Panopto authorised for lecture recording.
· Personal licenses for other services not allowed.
· Lecture recordings intended to aid learning through review, not replace attendance.
· Permitted uses: providing recordings to students and staff, personal student study, publishing as open educational resources, using for performance reviews or investigations, business continuity.
· Lecture recording implementation
· University aims to provide recording of every lecture for consistent student experience.
·  Lecturers responsible for recording using provided service. 
· Situations preventing or discouraging recording: unsuitable teaching methods such as small group discussions, legal/ethical/privacy concerns, personal reasons, unavailability of service.
· Lecturers decide whether to record or not, considering alternatives like pausing or turning off video.
· Ideally, recordings released within 2 working days after recording, with flexibility for postponement.
· Students access recordings through the virtual learning environment Moodle or Microsoft Teams.
Moodle basics
All materials for study must be made available to students via the virtual learning environment (VLE), Moodle. Use of other platforms is not allowed. 
In some disciplines, the Programme Manager will give you access to a fully-fledged module. You will need to discuss specific details with them.
Accessing Moodle
You can access Moodle at the following link: UWTSD Moodle. If when you access Moodle you do not have access to the relevant modules, then you need to request access to these modules. You can do so using the IT Service Desk.
Essential components of a Moodle space
Each module has its own space on Moodle. In this space you need to provide as a minimum the following:
1. Your contact details, when and how students can contact you.
2. The module descriptor.
3. Any module information document normally used by the discipline and/or institute (the Programme Manager will be able to give you further information).
4. All information regarding the assessment of the module (including all GA36 forms for the module), including deadlines.
5. Submission links for all assessments, as well as DRAFT links (you can find a guide in Appendix 2).
6. All recordings of lectures.
7. All class materials, including handouts, PowerPoint slides, essential and/or required reading.
8. Link to the module’s Online Reading List.
Ensure that the Moodle space follows the Accessibility Guidelines, and that you provide clear instructions to students as to what you wish for them to do for each class, and resource/information.
Safeguarding and Prevent duty 
You can find the UWTSD Safeguarding Policy and Prevent policies in the Academic Quality Handbook web page.
Safeguarding
Safeguarding children and adults at risk means:
· Protecting them from abuse and neglect.
· Making sure that their health and development aren’t impaired in any way.
· Making sure that they can grow up safely and take full advantage of the opportunities offered by life. 
Anyone in our community can be at risk of abuse or neglect which means safeguarding is a shared responsibility for all of us. We all have a role to play in keeping each other safe. 
Your responsibility as a member of the University community is to be on the lookout for signs of abuse and neglect and to share any concerns you have with the University so that we can follow up and offer support. 
Prevent
Under the Counter-Terrorism and Security Act 2015, all universities have a statutory responsibility to ensure "due regard to prevent people from being drawn into terrorism".  
The Prevent duty has three main objectives: 
· Respond to the ideological challenge of terrorism and the threat faced from those who promote it. 
· Prevent people from being drawn into terrorism and give them advice and support. 
· Work with sector bodies and relevant external institutions where there are risks of radicalisation. 
You can find more information on the University’s Safeguarding and Prevent Commitment and how to raise a concern by following the link below.
Worried about a student?
The UWTSD Student Services offer a variety of different support mechanisms for students, including learning support, counselling and general wellbeing support. UWTSD students have access to number of tools relating to wellbeing support.
If you are worried about a student in terms of their wellbeing or health, you can report your concerns to the university using the Cause for Concern form. Using this form is appropriate if you have urgent concerns about a student's behaviour, safety, or overall situation. It is also applicable for reporting concerns about how their behaviour may be affecting others. This includes any safeguarding concerns where a student is potentially at risk of abuse, neglect, or exploitation.
Cancelling and postponing a class 
You can find the UWTSD Cancelled, postponed and rescheduled class policy in the Academic Quality Handbook web page.
· Summary of cancelled and rescheduled class policy
· University emphasises teaching contact time. 
· Efforts made to ensure classes happen in their allocated timeslots.
· If a class cannot happen as scheduled, then it can be moved online, postponed, or rescheduled.
· Avoid outright class cancellations.
· Cover might lead to combined or different format classes.
· Students must be promptly informed about changes.
· Same-day class cancellations should be communicated via email, VLE, SMS, and possibly door notice.
· Cancelled classes usually rescheduled, details should be sent to students via email and VLE. 
·  If rescheduling not possible, learning materials must be provided to prevent disadvantage. 
· Timetable changes (rescheduling, mode adjustments) communicated one day prior via email and VLE.
· In cases of emergency affecting location: emergency communication procedures used, outlined in Student Communication Policy.
· Major timetable changes due to reasons like sickness communicated in writing by university staff.
· Staff must notify line manager and Institute contact for class absence.
· Institutes and lecturers urged to minimise timetable changes.
Important!
If you are not able to teach a class, then please speak to the designated contact immediately. They will be able to decide whether to cancel, postpone or provide cover for the session. 
You will find the name of your designated contact in the supporting information provided to you by your line manager.
Reading lists 
You can find the UWTSD Online Resource List Policy and the summary guidance on reading lists here: Online Resource List Policy. 
If there is an existing reading list for the module, then please follow it. If you need to make changes, please consult with the Programme Manager regarding acquiring resources. Please remember that ordering new resources is a lengthy process.
Attendance and engagement
You can find the UWTSD Student Engagement Policy in the Academic Quality Handbook web page. 
The primary aim of the UWTSD attitude to student engagement is to support students to be engaged independent self-motivated learners. Supporting students to achieve academic success is a key priority for the University and deeply embedded in the University’s values. 
UWTSD Engagement requirements apply to all students, at any level of study, directly enrolled at the University of Wales Trinity Saint David.
Students are active partners in their education. They are expected to engage in the full range of academic activities and are expected to attend and engage with all timetabled teaching events and other scheduled activities subject to any reasonable adjustments. 
As a lecturer, you have the following responsibilities in relation to student engagement: 
· Keep regular and accurate attendance records as per the requirements of the University. 
· Identify students who are not engaging or are starting to not engage appropriately with the module and instigate appropriate actions in line with the University policy.
Guidance on how to take student attendance in classes can be accessed here: Celcat - Marking a register 
If you are not able to access UWTSD Celcat, please get in touch with the IT Service Desk.
Communication with students 
You should respond to emails as soon as possible during your working hours/days. Please check with your Programme Manager if the discipline has a specific email response protocol; if that is the case, then you need to follow the response protocol. 
Automatic replies must be set outside of these times, clearly indicating the next availability. E-mail signatures must include working hours and alternative contacts (e.g. Programme Manager). 
Ensure that you use your university email to communicate with students.
Branded templates
You can find the UWTSD templates for email signatures under Branded Templates on SharePoint.
Important!
Do remember that if you are working in Wales, in a campus in Wales or in a programme that is based in Wales, you need to provide this information in both Welsh and English.
You can find out more regarding the law in Wales, and the University’s Welsh Language Policy on the UWTSD Welsh Language Intranet page.
If you need information translated from English to Welsh, you should use the UWTSD Translation Unit: cyfieithu@uwtsd.ac.uk


Assessment
In this section, you will find information regarding assessment according to UWTSD policy. 
Setting assessments
If you are required to set assessments for the module you are teaching, then you need to do the following: 
1. Follow closely the assessment requirements in the module descriptor. You must not deviate from what is identified in the module descriptor. Your programme manager will be able to provide you with a copy of the module descriptor. 
2. Complete the appropriate GA36 form(s) (Assessment Specification Template). Your programme manager will give you instructions as to how to where and when you need to save these forms. You can find the GA36 forms in the appendices and forms section of the Academic Quality Handbook. In some institutes, you may need to also complete the relevant GA34 form (Module Assessment Approval). Please ask your Programme Manager. You can find the GA34 forms in the appendices and forms section of the Academic Quality Handbook.
3. If the moderator or external examiner requires changes to the assessments you set, you are required to make the changes and update the relevant GA36 form(s).
Important!
If the assessments for the academic year (or module iteration) have already been set, then you need to follow the information in the GA36 form(s) without change.  
Information to students 
UWTSD Assessment Criteria can be found in Appendix GA35 the Academic Quality Handbook.
If you are the module leader, then you are expected to provide the students with the following information regarding assessment: 
1. The module descriptor.
2. The complete and approved GA36 form(s).
3. An explanation of the marking criteria and how they relate to the assessment(s) set.
4. All expectations you have in relation to assessment.
5. The regulations on work over the word-limit (UWTSD AQH 7.7).
6. Where group working is to be assessed, the methods to be used to apportion marks must be provided.
Important!
Please do remember that UWTSD does not allow extensions to assignments to be given by tutors, lecturers or module leaders to individual students. You can find out about Extenuating Circumstances in the Mitigating Circumstances policy in the Academic Quality Handbook web page.
Mark submission
· IICL only: You need to contact the Assessment Team to confirm that marking has been completed and that marks are available on Moodle.
· IEH, IMH, WISA: All marks need to be submitted by the deadlines identified by Registry. Your Programme Manager will be able to give you that information, and provide direction as to how you are to submit your marks.
Normally marks are submitted via MyTSD.
· On MyTSD, please click on the Marks Entry tab.
· Before trying to enter marks, please consult and follow the instructions in the Web Marks Entry Training Document for Staff on MyTSD.
If you cannot access MyTSD, please speak to your Programme Manager. In some disciplines, you may need to submit your marks in a different fashion. 
Extenuating circumstances
It is common for students to find themselves unable to complete or submit an assessment. UWTSD considers these cases in its Mitigating Circumstances policy, under Extenuating Circumstances.
Quick guide to extenuating circumstances
· “Extenuating Circumstances” – refer to immobilising ill health during the assessment period, bereavement of a close relative or friend during the assessment period, or other similarly profound experience or difficulty that is outside the control of the student. 
· A student who believes that their performance in or ability to complete an assessment has been adversely affected by extenuating circumstances may request that those circumstances are recognised by the University. Claims for extenuating circumstances are judged on clear and transparent criteria.
· All claims for extenuating circumstances should be submitted to the appropriate office by the student as soon as possible and must be received no more than 21 days after the original date for submission of an assessment or the scheduled date of an examination.
· All claims must be made using the appropriate Extenuating Circumstances Form, which is accessible via MyTSD.
Important!
You are not allowed to give extensions or accept Extenuating Circumstances Claims. All claims must be made following the UWTSD procedure.
Academic misconduct 
You are expected to remind your students of academic integrity and misconduct at the beginning of the module, and at appropriate times during a module. You can find resources regarding academic integrity, including a quick video guide, here: Academic Office - Academic Misconduct
Student Services offers Study Skills Support for all students, which includes support for academic integrity. You can find out more here: Learning support.
“Academic Misconduct” is defined by UWTSD, as any action by a student which gives or has the potential to give an unfair advantage in an examination or assessment or might assist someone else to gain an unfair advantage, or any activity likely to undermine the integrity essential to scholarship and research.
This can include:
· Plagiarism: Presenting someone else’s work or ideas as the student’s own, including using another author’s work, and using automated paraphrasing software.
· Self-plagiarism: Submitting work that the student has already submitted for another assessment when this is not permitted.
· Collusion: Working with someone else on an assessment which is intended to be the student’s own work and leads to the work being submitted that is substantially different from what they originally wrote.
· Falsifying information: Falsifying data, evidence, or experimental results.
· False authorship: Where someone completes work for a student who then submits it as their own, including use of an essay writing service or buying work online, producing work for another student, arranging for someone else to impersonate a student in relation to an assessment, impersonating another student in relation to an assessment, use of a file-sharing service to access and use the work of others, using AI to generate material for submission where this is not permitted, submitting the work of another student or individual.
· Cheating: Cheating in examinations (or other formal assessment), including possession of unauthorised material or technology during an examination, and attempting to access unseen assessment materials in an advance of an examination.
· Breaches of research and ethics policies: For example, carrying out research without appropriate permission.
· Enabling plagiarism: Making assignment work, including old assignment work, available to others.  
When a Module Tutor suspects academic misconduct other than in an examination - in relation, for example, to assessed coursework, dissertations, or theses - the Tutor shall seek to document the evidence of academic misconduct as thoroughly as possible. The Module Tutor shall complete the Academic Misconduct Investigation Form and submit it to the Academic Misconduct Co-ordinator for further investigation as soon as possible, along with a copy of all relevant evidence. 
You can find the Academic Misconduct Investigation Form (SC05) in the Academic Quality Handbook.
Marking and moderation
The regulations relating to marking and moderation can be found in Chapter 7 of the Academic Quality Handbook. The information below is a summary of regulations, but please ensure that you consult the regulations in full.
Marking essentials
· Marks for individual assessment tasks that contribute to an award must be expressed as a percentage (whole number). So, 71%, not A, or 70.8%, or P.
· Marks are awarded to students on an individual basis irrespective of the nature of the assessment task. So, even in group-based assessments, each student must receive an individual mark.
· Marks are provisional until confirmed by an Examining Board. So, all marks that you give students will be considered provisional until the relevant Examining Board has concluded.
· Anonymous marking is mandatory only for formal written examinations.
· Marking must be completed within 20 clear term-time working days after submission of an assignment.
· Marking must follow the appropriate Level Marking Criteria according to Appendix GA35 of the Academic Quality Handbook.
·  Work over the word limit is penalised:
· Up to 10% above the word limit – No deduction off final mark  
· Between 10% and 25% above the word limit – Deduction of 5 marks off final mark, or reduce the mark to the capped mark, whichever is the lesser penalty. 
· Between 25% and 50% above the word limit – Deduction of 10 marks off final mark, or reduce the mark to the capped mark, whichever is the lesser penalty. 
· 50% or more over length – Maximum mark of capped mark.
Feedback essentials
· Feedback for all undergraduate and taught postgraduate work must be provided within 20 clear term-time working days after submission of the assignment. 
· Your institute or discipline may have shorter timelines; please check with your Programme Manager. 
· Staff must seek written permission from the Academic Director if marking, and feedback cannot be completed within this timescale and students must be notified accordingly. 
· Formal assessment feedback must be prepared for every piece of assessed work that contributes to the formal assessment of an individual student’s performance. 
· Feedback must be developmental, and expressed with clarity, honesty, and consideration. 
Moderation essentials
· All assessments which contribute to a final award/degree classification must be subject to moderation. 
· Check with your programme manager the specific moderation process followed for the module(s) you are teaching. 
· If the moderation process identifies concerns relating to the marking in one or more categories, all work in the identified category must be reviewed and any differences must be resolved by means of discussion and negotiation.
Compensatory measures and alternative assessments
The relevant regulations can be found in the UWTSD Mitigating Circumstances Policy, under Chapter 12 of the Academic Quality Handbook.
These regulations are relevant to students with long-term impairments. Students with long-term impairments receive a Statement of Compensatory Measures, agreed between Learning Support (in UWTSD Student Services) and the relevant academic discipline.  
Compensatory Measures for some students will mean alternative assessments and/or specific measures in relation to assessments. For example:
· differentiation of deadlines for assessments 
· rescheduling of assessment deadlines 
· alternative forms of assessment
Important!
You, as the lecturer or tutor, cannot give individual students differentiated or rescheduled deadlines. You will receive communication that a student has been granted a differentiated or rescheduled deadline.  
In case of alternative assessments, please speak to your Programme Manager regarding what is needed for students in your module(s). 

Practicalities
Time Sheets
IEH, IMH, WISA
If you are paid via time sheet, then your line manager will give you a copy (electronic or paper) of the time sheet form that you need to fill in. 
You will then need to return the filled-in time sheet form to your line manager for counter-signature. Only then can it be submitted to finance; this is normally done by your line manager. 
Please discuss with your line manager the deadline for submitting your time sheet(s). 
Other than December, Pay Day falls on the last working day of each month, taking into account bank holidays and weekends.
IICL
Tutors are sent the information each month via email, with instructions on what to do and when/where to return their form.
If you are uncertain, please get in touch with your Programme Manager.
Entry card and keys
To access University Buildings, you will normally be required to use an entry (or staff) card and/or a key. The same is true of offices, including hot-desking spaces.
Your line manager will provide you with specific information as to the access requirements of the building(s) you will work in, as well as make arrangements for you to receive any required keys and/or cards.
Health and Safety
You are expected to follow the university’s health and safety advice and policies.
You can find these on the Health and Safety Intranet pages.
Please note in particular:
· Accident and Incident Reporting/Investigation 
· Fire Safety
· Display Screen Equipment (DSE) 
· Personal Emergency Evacuation Plans (PEEP) 
If you cannot access this information, please speak to your line manager.
Working after hours
If you find yourself working after normal working hours, then please consider carefully the requirements of the UWTSD Lone Working policy.
Please check with your line manager and the relevant reception/security colleagues in your campus if you must leave the building at specific times.
Campus security
Make sure that you are familiar with the campus security arrangements and spaces. Check out where the reception and porters/security offices are (if relevant).
Appropriate use of social media
The use of social media is governed by the UWTSD Social Media policy. You can find this under HR Policies on the Intranet.
The policy applies to all staff and to all professional communications which directly and/or indirectly represent the University. Professional communications are those made through official channels; posted on a University account; using the University name. Personal communications are those made via a private social media account, such as Facebook or Twitter. In all cases, if the University is clearly identified when using a private account, it must be made clear that the member of staff is not communicating on behalf of the University.
Note particularly the following:
· Be transparent. Your honesty—or dishonesty—will be quickly noticed in the social media environment. If you are blogging about your work at UWTSD, use your real name, identify that you work for the University, and be clear about your role.
· Be judicious. Make sure your efforts to be transparent don't violate UWTSD’s privacy, confidentiality, and legal guidelines for external communication.
· Write about what you know. Make sure you write/post about your areas of expertise, especially if related to UWTSD.
· Be respectful. Please respect brand, trademark, copyright, fair use, confidentiality, competition, and financial disclosure laws.
· Perception is reality. In online social networks, the lines between public and private, personal and professional can often be blurred. Just by identifying yourself as a UWTSD employee, you are creating perceptions about your expertise and about the University to students, staff, and the general public. Be sure that all content associated with you is consistent with your work and with UWTSD’s values and professional standards.
· Your responsibility. What you write is ultimately your responsibility. Please treat your involvement with social media seriously and with respect.
· Be a leader. There can be a fine line between healthy debate and violent reaction. Do not disparage our competitors or UWTSD. Try to frame what you write to invite differing points of view without inflaming others.
· Did you make a mistake? If you make a mistake, admit it. Be open and be quick with your correction.
· Do not use the UWTSD brand, to endorse or promote any product, opinion, religion, or similar belief, cause, or political party and/or candidate.
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