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PRODUCTION OF UNDERGRADUATE ADMISSIONS SUBJECT LITERATURE

1.
Background

At present the provision of subject-specific literature to supplement the information provided in the Undergraduate Prospectus divides into three categories:

a) There are some subjects that provide no additional information (presumably feeling that the space afforded in the Prospectus allows everything that needs to be said to be said);

b) There are some subjects that provide to CAO simple black-and-white documents that are then readily copied onto coloured paper for distribution at Open Days, HE Fairs, Access events etc. 

b.i) For some large-scale events CAO then charges the relevant Faculty/Department for the costs of this photocopying. Copying costs obviously vary depending on the length of the document and the number of copies required, but, to give a feel for the costs involved, for the four large Oxbridge conferences in March this year copying costs varied from £36 (Veterinary Medicine) to £180 (Mathematics). 

b.ii) Copying costs for small events are met from within the CAO budget.

c) There are some subjects that provide (free) to CAO (and Colleges) for onward distribution more elaborate publications (colour-printed leaflets, fully fledged subject prospectuses, multimedia productions etc.).

There are two areas of concern associated with this provision:

i) Where the responsibility for producing (and financing the production of) literature associated with courses (such as Medicine and Natural Sciences) that do not have a single owning Department/Faculty/School lies;

ii) How to ensure that the information provided in subject-specific literature is consistent with that given in the Prospectus – particularly sensitive areas include information about entrance requirements (especially in examination systems other than A-levels), selection procedures and advice about College choice.

As one possible outcome from the introduction of the RAM is greater Department/Faculty interest in undergraduate recruitment, it would seem an appropriate time to formalise arrangements and procedures associated with the production of subject-specific admissions literature.

2. Proposed Arrangements

2.1
Ensuring Consistency of Information

It is proposed that any literature in categories b) or c) above should be “signed off” by the UAC Publications Sub-group before going into production. In practice, this means that draft versions should be sent to the secretary of the Publications Sub-group, Sarah Hannaford (the CAO Publications and Information Officer), who can then distribute copies and consult amongst the other members of the Sub-group as appropriate. It is anticipated that, except in exceptional circumstances, this business could be transacted entirely by circulation.

2.2
Production of Literature

It is proposed that for subject-specific admissions literature in category b) above the present production and charging arrangements should continue. It is proposed that, if the copying costs of subject literature for any large-scale events exceed £25, these should be charged to the Department/Faculty/School concerned.

It is proposed that for subject-specific admissions literature in category c) above the production costs should continue to be met by the Department/Faculty/School/group responsible. 

In cases where the ownership of a course/subject lies with more than one Department/Faculty/ School the bodies responsible should, by mutual agreement, establish a group to be tasked with overseeing the production of such literature (if such literature is desired) and allocated a budget from Department/Faculty/School resources for its production.

The assistance of the CAO Publications and Information team will, of course, remain available to those producing subject-specific admissions literature. Where the assistance required is straightforward and routine this service will remain free. If more substantial assistance is required, for example help in copy-editing a brochure, this service will be subject to internal charging in the same way that the services of the Press & Publications Office would be if they assisted in the design and production of such literature (as indeed they do in some cases).
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